HFEA Standing Orders — approved 9 Dec 2009

Foreword &

1. The Human Fertilisation and Embryology Authority (“the Authority”) is
an executive Non-departmental Public Body sponsored by the
Department of Health. The Authority is a body corporate, established
by section 5 of the Human Fertilisation and Embryology Act 1990 (as
amended) (“the Act”). In accordance with Schedule 1 to that Act, the
Chair and members of the Authority are appointed by the Secretary of
State for Health.

2. The Authority is committed to adopting best practice in corporate
governance. These Standing Orders form part of the corporate
governance framework with which the Authority must comply, and
which includes:-

a) the Act;

b) Regulations issued by the Secretary of State for Health
which govern the operation of some of the Authority’s
Committees;

c) the management statement agreed between the Authority
and the Department of Health;

d) Standing Financial Instructions adopted by the Authority; and

e) Financial procedures for procurement and payment of goods
and services, budget management and travel and
subsistence.

3. As a public body, the Authority is also required to comply with the
Human Rights Act 1990; legislation relating to equalities, freedom of
information, Environment Information and data protection; and with
government policies on information assurance and data security. In
addition, the Authority is expected to comply with the Statutory Code of
Practice for Regulators (the Regulators Compliance Code).

4, These Standing Orders are based on the ‘Guidance on Codes of
Practice for Board Members of Public Bodies’, issued by the Cabinet
Office in January 1997 as a model for corporate governance in the
public sector. The purpose of the Guidance is to secure the public
service values of impartiality, integrity, objectivity, openness and
accountability, and to ensure that value for money is maximised.

5. These Standing Orders primarily govern the procedures of the
Authority sitting as a board of members, and the committees
established by the Authority.
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6.

7.

[l

In the conduct of operational activities, members and employees of the
Authority are also expected to comply with policies approved by the
Authority, including policies relating to:

a)
b)
c)
d)
e)
)

g)
h)
i)

Compliance and Enforcement;
Complaints;

Information Access;

Publication Scheme;

Opening the Register;

Records Management;

Archiving Procedures;

Document Retention;

Collection, Confirmation and Publication of Register Data;
Information risk;

Forensic Readiness;

Information assets and asset owners;
Staff Security;

Whistle blowing;

Counter fraud and anti-theft;

Health and Safety; and

Human Resources.

Employees of the Authority are, in addition, expected to comply with
the requirements set out in the Employee Handbook.

This Foreword is not part of the Standing Orders
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Reservation of powers to the Authority
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5.2  Emergency powers of Chair and Chief Executive
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delegation

6.1 Power to delegate

6.2 Litigation
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1.1 Power to Make Standing Orders

1.1.1 These Standing Orders are made in accordance with the powers of the
Authority:-

a) under paragraph 9 of Schedule 1 to the Act, to regulate its own
proceedings and to make such arrangements as it considers
appropriate for the discharge of its functions; and

b) under section 9A of the Act, to establish committees and to
delegate functions to committees, members and staff.

1.1.2 These Standing Orders shall govern the proceedings of the Authority
and its Committees and working groups.

1.2 Commencement

1.2.1 These Standing Orders were adopted by the Authority at its public
meeting on 9" December 2009, and come into force on 1% January
2010.

1.3 Variation and amendment of Standing Orders

1.3.1 These Standing Orders shall be amended only if:-

a notice of motion has been given; and

no fewer than half the total Members vote in favour of
amendment; and

at least two-thirds of the Members are present; and
the variation proposed does not contravene a statutory provision
or a direction made by the Secretary of State.
1.4  Standing Orders to be given to Members and Officers
1.4.1 It shall be the duty of the Chief Executive to ensure that:
a) existing members and officers and all new appointees are

provided with a copy of these Standing Orders and informed of
their obligation to comply with these Standing Orders; and
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b) a copy of these Standing Orders is published on the Authority’s
website.

1.5 Non-compliance with Standing Orders

1.5.1 All members, officers and staff shall have a duty to disclose any non-
compliance with these Standing Orders to the Chair of the Authority or
Chief Executive.

1.5.3. If for any reason these Standing Orders are not complied with, full
details of the non-compliance and any justification for non-compliance
shall be reported to the next formal meeting of the Authority for action
or ratification.

1.6 Review of Standing Orders

1.6.1 These Standing Orders shall be reviewed at least annually by the
Authority.
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2.1 Role of Chair of the Authority

2.1.1 The chair of the Authority shall be the final authority on the
interpretation of these Standing Orders.

2.2  Definition of Terms
2.2.1 The following terms are used in these standing orders:-

“Accounting Officer” means the officer responsible and
accountable for the resources entrusted to the Authority, and who
shall be responsible for the stewardship of public funds and
assets;

“the Act” means the Human and Fertilisation and Embryology Act
1990 (as amended);

“Authority” means the Human fertilisation and Embryology
Authority (HFEA);

“Chair of the Authority” means the person appointed by the
Secretary of State for Health to chair the Authority and shall be
deemed to include the Deputy Chair of the Authority, if the Chair is
absent from the meeting or is otherwise unavailable;

“Chief Executive” means the person appointed by the Authority to
act as chief officer and Accounting Officer of the Authority;

“Committee” means a committee established by the Authority;

“Committee members” means persons formally appointed by the
Chair of the Authority to sit on or to chair specific committees;

“the Department” means the Department of Health;

“Deputy Chair” means the member appointed by the Secretary of
State to take on the Chair’s duties if the Chair is absent for any
reason;

“Lay member” means a member of the Authority, who is not, nor
has been:-

- a medical practitioner registered under the medical Act 1983,
- concerned with keeping or using gametes or embryos outside
the body, or
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- directly concerned with commissioning or funding any research
involving such keeping or use, or who has actively participated
in any decision to do so;

“Officer” means a member of the Senior Management Team;

“Other UK Governments” means the Scottish Executive, the
National Assembly for Wales and the Northern Ireland Assembly;

“Secretary of State” means the Secretary of State for Health; and

“Senior Management Team” means the persons holding the
following positions in the executive of the Authority: Chief
Executive; Director of Compliance; Director of Strategy and
Information; Director of Finance and Facilities; and Senior Legal
Advisor.
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3.1

3.11

3.1.2

3.1.3

3.14

3.15

3.1.6

3.1.7

3.1.8

Responsibilities of Members

Members of the Authority shall at all times act in accordance with the
provisions of the Act and with the provisions of the Code of Practice
annexed to these Standing Orders.

The Authority shall not give the Chief Executive instructions which
conflict with his/her duties as the Authority’s Accounting Officer.

No member shall solicit for any person any appointment as a member
or employee of the Authority, or recommend any person for such
appointment.

Members shall, as soon as possible, disclose to the Chief Executive
any relationship between them and a candidate of whose candidature
they become aware. It shall be the duty of the Chief Executive to
report to the Authority any such disclosure made.

Members shall, in their interactions with each other and with Authority
staff, model the “ways of Working” agreed by the Authority:

-taking responsibility
-challenging well

-taking interest in others’ ideas
-demonstrating enthusiasm.

Member shall, in the conduct of Authority business, have regard to the
functions and duties of the Authority set out in sections 8 and 8ZA of
the Act.

Members shall, in the conduct of Authority business comply with
Human Rights Act 1990; legislation relating to equalities, freedom of
information, Environment Information; and data protection; and with
government policies on information assurance and data security. In
addition, members shall have proper regard to the principles set out in
the Statutory Code of Practice for Regulators (the Regulators
Compliance Code).

Members shall ensure that the financial transactions of the Authority
are carried out in accordance with the Standing Financial Instructions
and financial procedures adopted by the Authority.
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3.2 Responsibilities of members and employees

3.2.1 Inthe conduct of operational activities, members and employees of the
Authority shall comply with policies approved by the Authority, including
policies relating to:

a)
b)
c)

Compliance and Enforcement;
Complaints;

Information Access;

Publication Scheme;

Opening the Register;

Records Management;

Archiving Procedures;

Document Retention;

Collection, Confirmation and Publication of Register Data;
Information risk;

Forensic Readiness;

Information assets and asset owners;
Staff Security;

Whistle blowing;

Counter fraud and anti-theft;

Health and Safety; and

Human Resources.

3.2.2 Members and employees shall ensure that the financial procedures for
procurement and payment of goods and services, budget management
and travel and subsistence adopted by the Authority, are complied with.

3.3 Particular Responsibilities of Chair of the Authority

3.3.1 The Chair of the Authority shall in addition to the responsibilities shared
by all members, have particular responsibility for:

approving the agenda for meetings of the Authority;

chairing meetings of the Authority;

signing minutes of Authority meetings;

briefing members;

ensuring that these Standing Orders are complied with;
appraisal of members;

appraisal of Chief Executive;

appointment of members to committees of the Authority;
taking decisions on litigation;

maintaining a log of whistle blowing incidents;

liaison with the Secretary of State for Health and Minister for
Public Health on behalf of the Authority;

representing the Authority to the public; and

issuing “Chair’s letters” setting out notification of a change of
policy or the issuing of new directions under the Act.
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3.3.2 The Chair of the Authority may consult with two or more members of
the Authority before discharging the particular responsibilities set out in
paragraph 3.3.1 above or before undertaking any action on behalf of
the Authority.

3.4  Particular Responsibilities of Deputy Chair of the Authority

3.4.1 Where the Chair of the Authority has died or has ceased to hold office,
or where he/she has been unable to perform his/her duties as Chair
owing to iliness, absence from UK or any other cause, the Deputy
Chair shall act as chair until a new chair is appointed or the existing
Chair resumes his/her duties, as the case may be; and reference to the
chair in these Standing Orders shall, so long as there is no Chair able
to perform his/her duties, be taken to include references to the Deputy
Chair.

3.5 Particular Responsibilities of the Chief Executive
3.5.1 The Chief Executive is the Authority’s designated Accounting Officer
and, as such is accountable to Parliament and the Secretary of State

for:-

a) safeguarding the public funds for which he/she has been
charged,

b)  handling those public funds ensuring propriety and regularity
c) the day-to-day operations and management of the Authority.
3.5.2 The Chief Executive shall establish a corporate management group to
ensure:-

a) effective management of the Authority’s business and
operational activities;

b) achievement of the Authority’s strategic and statutory objectives;
and

c) continuous improvement within the Authority.

3.5.3 The Chief Executive shall determine the membership and terms of
reference of the Corporate Management Group.
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3.6

3.6.1

3.7

3.7.1

3.7.2

3.7.3

3.8

3.8.1

3.9

3.9.1

3.10

Registers of Interests and Hospitality

The Authority shall maintain and publish a Register of Interests and a
Register of Hospitality to record formally declarations of members and
staff.

Declarations of Interest and Potential Conflicts

At every meeting of the Authority or a committee of the Authority,
Members shall be required to declare any interests they may have.

Members shall identify any potential conflicts as soon as possible after
receipt of papers in advance of any meeting of the Authority or a
committee of the Authority.

Where a potential for a conflict of interests is identified, members shall
consult and follow the Guidance on Conflicts of interests approved by
the Authority in January 2009.

Direct reporting to Chair of the Authority

The following persons shall be entitled to report directly and to bring
matters to the attention of the Chair of the Authority:-

a) Chief Executive;
b) senior management team;
C) head of internal audit; and

d) external auditors

Access to external legal advice by members
All external legal advice must be commissioned through the Authority’s

legal department and no advice must be commissioned without the
approval of the Chair of the Authority or the Chief Executive.

Register of policies

3.10.1 The Authority shall maintain a register of all policies approved by it and

shall review all such policies at regular intervals.
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4.1

41.1

4.1.2

4.2

421

4.2.2

4.3

43.1

Ordinary Meetings

Members of the Authority shall meet as a board no fewer than six times
in each calendar year, and such meetings shall be held at such
intervals and venues as the Chair may determine.

Members of the public shall be invited to attend at least two meetings
of the board of the Authority in any calendar year.

Extraordinary Meetings

In addition to the fixed ordinary meetings, extraordinary meetings of the
board of the Authority may be called:-

d) at any time by the Chair; and
b) Subject to paragraph 4.2.2, at the request of any member.

An extraordinary meeting requested by a member shall only be held if:-

a) the request is made in writing to the Chair of the
Authority, specifying the item(s) to be considered at the
meeting;

b) the written request is signed by at least one-third of the

Members of the Authority; and

C) the written request sets out the need for an extraordinary
meeting and the reason why the matters to be considered
should not be considered at the next ordinary meeting of
the board of the Authority.

Written Resolutions

A written resolution shall be as valid and effectual as if it had been
passed at a meeting of the board of the Authority provided that:-

(@)  the resolution is circulated by email to all the members of the
board of the Authority;

(b) members shall have at least three days to respond to the
resolution;

(c) no fewer than one-third of the members of the Authority
respond; and
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4.4

43.1

4.3.2

4.3.3

4.5

45.1

4.5.2

4.5.3

4.5.4

(d)  the majority of those responding are in favour of, and approve,
the resolution.

Notice of Meetings and written resolutions

The Chair of the Authority shall notify members of the dates of the
Ordinary meetings of the board of the Authority in any calendar year at
least one month before the beginning of that year.

Want of service of notice on any member shall not affect the validity of
an ordinary meeting.

The Chair of the Authority shall notify members of the date of an
extraordinary meeting or written resolution to be considered by the
board of the Authority and shall provide members with such notice as is
reasonable in the circumstances.

Agendas

The Chair of the Authority, in consultation with the Chief Executive,
shall determine the Agenda for all meetings of the board of the
Authority.

The following matters shall be standing items on every agenda for an
ordinary meeting of the board of the Authority:-

a) Apologies;

b) declaration of interests;

C) Chair’s briefing;

d) reports from the Chief Executive and directors; and
e) reports from Committees and Working Groups.

A member desiring a matter to be included on an agenda shall make
his/her request to the Chair at least 10 working days before the
meeting, and should include appropriate supporting information.
Requests made less than 10 days before a meeting may be included
on the agenda at the discretion of the Chair.

No business other than that set out in the Agenda shall be considered
at a meeting of the board of the Authority, except where the Chair
considers that the nature or urgency of the matter is such that it would
be desirable to consider the matter at that meeting.
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4.5.5

4.6

46.1

4.6.2

4.6.3

4.6.4

4.6.5

4.6.6

4.6.7

4.7

4.7.1

Agenda items which are not considered at a meeting shall be carried
forward for consideration at the next ordinary meeting, unless
considered at an extraordinary meeting.

Distribution of Papers

The Chief Executive shall endeavour to ensure that agendas and
supporting papers (where possible) are sent to members in good time
before a meeting of the board, and shall normally send out such papers
five working days before the meeting,

Agendas and papers may be distributed by such method as the Chief
Executive considers appropriate, including by email.

Agendas and papers for a meeting, including those sent by email, shall
be deemed to have been received on the day following the day they
were sent.

Provided that the agenda and/or papers for a meeting have been sent
to members in accordance with this Standing Order, their non-receipt
by any member shall not invalidate the business transacted at that
meeting.

Papers may be tabled at a meeting of the board of the Authority only
with the permission of the Chair.

Papers for consideration by the board of the Authority or a committee
of the Authority shall be presented in the standard template approved
by the Chief Executive.

The papers considered by members at a meeting of the board of the
Authority shall be published in accordance with the Authority’s Policy
on the Publication of Authority and Committee papers and shall be
made available to the public in accordance with the Authority’s
Publication Scheme and the Freedom of Information Act 2000.

Chair of Meeting

At any meeting of the board of the Authority, the Chair, if present, shall
preside. If the Chair is absent from the meeting, the deputy Chair shall
preside. If the Chair and Deputy Chair are absent, such member as
the Members present shall choose, shall preside.

4.7.2 If the Chair of the Authority is absent temporarily or is disqualified from

participating on the grounds of a declared conflict of interest the Deputy
Chair, if present, shall preside. If the Chair and Deputy chair are
absent, or are disqualified from participating, such Member as the
members present shall choose, shall preside.
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4.7.3

4.8

48.1

4.8.2

4.8.3

4.8.4

4.9

49.1

4.9.2

4.9.3

49.4

The decision of the Chair of the meeting on questions of order,
procedure, relevancy, regularity and any other matters shall be final.

Quorum

No business shall be transacted at a meeting unless at least one third
of the members are physically present at that meeting.

Members shall not be permitted to attend meetings of the board of the
Authority by telephone or videoconferencing.

In determining whether or not there is a quorum, the Chair shall take
into account the provisions of section 4 (4) of Schedule 1 of the Act
regarding the composition of the Authority. If the quorum comprises a
majority of non-lay members, the Chair of the Authority may decide that
a particular vote or decision cannot be taken. The decision of the Chair
on such matters is final.

Any member (including the Chair of the Authority) who has been
disqualified from participating in the discussion on any matter and/or
from voting on any question by reason of the declaration of a conflict of
interest, shall no longer count towards the quorum. If a quorum is then
not available for the discussion and/or the decision on any matter, that
matter may not be discussed further or voted upon at that meeting.
Such a position shall be recorded in the minutes of the meeting.

Voting

The Authority shall normally seek to achieve consensus on issues
requiring a decision by the members.

Where the Chair determines that a vote is necessary, the nature of that
vote shall be at the discretion of the chair, and may be by oral
expression or show of hands or by paper ballot if a majority of the
members present so request.

Only those members (including the Chair of the Authority) actually
present at the time that a vote is to be taken, shall be entitled to vote.
Voting by proxy is not permitted.

Where a vote is held, the issue shall be decided by a majority of the
votes of the members who are present at the meeting (including the
Chair of the Authority) and who have not been disqualified from
participating in the decision by reason of any declared conflict of
interest.
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4.9.5 In the event of the number of votes for and against a motion being
equal, the Chair of the meeting shall have a second or casting vote.

4.10 Minutes

4.10.1 The proceedings of every meeting of the board of the Authority shall be
formally recorded.

4.10.2 The Chief Executive shall ensure that an Authority employee is present
at every meeting of the board of the Authority to act as secretary to that
meeting and to produce the minutes of the meeting.

4.10.3 The names of the Chair and Members present at the meeting shall be
recorded in the minutes.

4.10.4 The minutes shall not normally record:-

a) the names of individual members who made specific comments,
contributions or suggestions at a meeting; or

b) the vote (or abstention) of individual members.

4.10.5 If a Member so requests, his/her vote or the fact that he/she abstained
from participating in a discussion or voting on any matter, shall be
recorded in the minutes.

4.10.6 The draft Minutes of the proceedings of a meeting of the board of the
Authority shall be drawn up and submitted for agreement by the
members at the next meeting, and the person chairing that meeting
shall sign the minutes with any agreed amendments which may be
necessary.

4.10.7 The minutes of the meetings of the board of the Authority shall be
published in accordance with the Authority’s Policy on the Publication
of Authority and Committee papers and shall be made available to the
public in accordance with the Authority’s Publication Scheme and the
Freedom of Information Act 2000.

4.11 Attendance and Reporting by officers and auditors

4.11.1 The following persons shall be entitled to attend all meetings of the
board of the Authority and to bring any matter to the attention of the
members:-

a) Chief Executive;

b) senior management team;
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C) head of internal audit; and

d) external auditors

4.12 Attendance of non members

4.12.1 Observers from the Department of Health and the Human Genetics
Commission and employees of the Authority may attend ordinary
meetings of the board of the Authority, whether or not the public are
also invited to that meeting.

4.12.2 At any meeting of the board of the Authority, the Chair may require all
persons who are not members (including officers and employees) to
withdraw for any part of a meeting, if the Chair considers it desirable for
the members to meet in private.

4.12.3 Where members of the public are invited to a meeting, the Chair may
require any person whose presence the Chair considers to be
disruptive to the proceedings, to withdraw from the meeting.

4.12. The Chair of the Authority may invite such persons as he or she
considers desirable to attend a meeting of the board of the Authority
and to advise the members on any matter on the agenda for that
meeting.
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5.1

5.11

List of reserved matters

The following matters shall be reserved to the Authority and shall not
be delegated:

a)

b)

c)
d)

e)

f)

)
h)

appointment of the Chief Executive, with the approval of
the Secretary of State;

disciplinary action against the Chief Executive;
approval and amendments of Standing Orders;

approval and amendments of Standing Financial Instructions
and Financial procedures;

establishing of committees and working groups;

agreement of the terms of reference and reporting arrangements
of committees and working groups;

receiving reports from committees and working groups;

requiring and receiving declaration of interests from members
and officers;

the appointment of Authority representatives on external bodies;
approving the strategic aims and objectives of the Authority;
approving the Authority’s 5 year Corporate Plan;

approving the Authority’s annual Business Plan;

approving the annual budget;

approving the annual report and accounts;.

(in consultation with the Department of Health and the Treasury)
approving the structure and level of fees levied on licence

holders and applicants for licences.

monitoring of the Authority’s performance against the annual
plan and budget;

determination of all policies relating to the performance of the
Authority’s functions under Section 8 of the 1990 Act;
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5.2

5.2.1

5.2.2

5.2.3

5.2.4

S) ratification of any urgent decisions taken by the chairman in
accordance with paragraph 5.2 of these Standing Orders.

Emergency Powers

The powers which the board of the Authority has reserved to itself in
paragraph 5.1 may in an emergency be exercised by the Chair of the
Authority and the Chief Executive.

An emergency is any situation in which decisions or action are required
and such decisions or actions cannot be postponed until the next
meeting of the board of the Authority.

The Chair of the Authority shall, before exercising emergency powers
under this section, make best endeavours to obtain the views of
members of the Authority on the required decision or action.

The exercise of emergency powers by the Chair of the Authority and

the Chief Executive shall be reported to the next meeting of the board
of the Authority, and may be ratified by the members.
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6.1

6.2

6.2.1

6.2.2

6.2.3

6.2.4

6.3

6.3.1

6.3.2

6.3.3

Power to delegate

The matters below are delegated in accordance with section 9A of the
Act.

Litigation

Decisions on litigation against or on behalf of the Authority, shall be
delegated to the Chair of the Authority.

Before making a decision on litigation, the Chair of the Authority may
consult with the Deputy Chair of the Authority and the Chair of the Audit
and Governance Committee, or where appropriate, with two other
members of the Authority.

Subject to 6.2.4 below, the Chair of the Authority shall ensure that
members are regularly updated on key decisions and stages reached,
in respect of litigation affecting the Authority.

Where the Chair of the Authority considers that it would be
inappropriate to update members on litigation issues because there are
associated matters that are yet to be determined by a committee of the
Authority, including licence applications, the Chair may defer updating
members until the associated matters are determined by the relevant
committee of the Authority.

Licensing Functions

The Authority shall establish and maintain an Executive Licensing
Panel composed of staff employed by the Authority.

The Authority delegates to the Executive Licensing Panel:-
a) the exercise of its routine licensing functions, as set out in annex
B to these Standing Orders as amended from time to time by the

Authority; and

b) the power to issue directions under sections 24(5A) to (5E) and
section 24(13) of the Act.

The Executive Licensing Panel shall be constituted and shall operate in

accordance with the Executive Licensing Panel Protocol set out in
annex C to these Standing Orders.
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6.3.4 In accordance with Section 9A (2) of the Act, the Authority shall
establish and maintain a Licence Committee, and a Research Licence
Committee composed of members of the Authority.

6.3.5 The Authority delegates to the Licence Committee and the Research
Licence Committee:-

a) the exercise of its novel, complex or controversial licensing
functions, as set out in annex B to these Standing Orders as
amended from time to time by the Authority; and

b) the power to issue directions under sections 24(5A) to (5E) and
section 24(13) of the Act.

6.3.4 Save when considering representations under Section 19(4) of the Act,
the Licence Committee and Research Licence Committee shall be
constituted and shall operate in accordance with the Licence
Committee Protocol set out in annex D to these Standing Orders.

6.3.5 When considering representations under Section 19(4) of the Act, the
Licence Committee and Research Licence Committee shall be
constituted and shall operate in accordance with the Human
Fertilisation and Embryology (Procedure for Revocation, Variation or
Refusal of Licences) Regulations 2009 (as amended).

6.4 Reconsideration of licensing decisions

6.4.1 In accordance with section 20A of the Act, the Authority shall establish
and maintain an Appeals Committee.

6.4.2 The Authority delegates to the Appeals Committee the power to carry
out its functions under section 20 of the Act.

6.4.3 The Appeals Committee shall be constituted and shall operate in
accordance with the Human Fertilisation and Embryology (Appeals)
Regulations 2009.

6.5 Delegation to other Committees and Working Groups

6.5.1 The Authority may agree from time to time to the delegation of
functions and powers to other committees, sub-committees or working
groups.

6.5.2 The constitution and terms of reference of these committees, sub-
committees or working groups, and their specific delegated powers
shall be approved by members at meetings of the board of the
Authority, and the minutes of that meeting shall record the matters
delegated by the Authority.
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6.6 Delegation to Officers

6.6.1 Those functions of the Authority, which have not been reserved by the
Authority or delegated to the Chair or a committee or working group of
the Authority, shall be exercised by the Chief Executive on behalf of the

Authority.

6.6.2 The Chief Executive shall determine which functions he/she will
perform personally and shall nominate officers to undertake the
remaining functions for which he/she will retain accountability to the
Authority.

6.6.3 The Chief Executive shall report periodically to the Authority on the
exercise of powers delegated to him or her.
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7.1

7.11

7.1.2

7.1.3

7.1.4

7.2

7.2.1

7.2.2

7.2.3

7.2.4

7.3

7.3.1

7.3.2

7.3.3

Power to establish committees and working groups

In accordance with section 9A (2) of the Act, the Authority shall
establish and maintain the committees set out in Annex A to these
Standing Orders.

In accordance with paragraph 9 of Schedule 1, the Authority may
from time to time, establish working groups of members.

A proposal to establish a working group shall identify the purpose of the
group, the likely budget and staff resources needed; the outputs
required of the group, and the timeframe for which the group shall exist.

The Chief Executive shall ensure that a person is appointed to act as
secretary to each committee or working group and to take the minutes
of each meeting.

Membership of committees and working groups

This paragraph does not apply to the Appeals Committee.

The Chair of the Authority shall appoint the Chair and members of
committees and working groups established by the Authority.

The Chair of the Authority shall only appoint persons who are not
members to a committee where the Authority has agreed that such
persons are suitable for appointment to a committee of the Authority.

The remuneration for persons who are not members of the Authority
but who have been appointed as a member of an Authority committee
shall be as agreed from time to time with the Appointments
Commission.

Conduct of meetings of committees and working groups

This paragraph does not apply to meetings of the Licence Committee,
Research Licence Committee or Appeal Committee.

Subject to paragraph 7.3.3 and 7.3.4 below, and in accordance with
paragraph 9 of Schedule 1 to the Act, committees and working groups
established by the Authority may, regulate their own proceedings.

The Chair of the committee or working group shall at each meeting:
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7.3.4

7.4

7.4.1

7.4.2

7.5

7.5.1

7.6

7.6.1

a) inquire whether any member has any interests to
declare, and if so, ensure that such interests are recorded;

b) where potential conflicts are identified, ensure that the
committee or working group refers to and follows the Guidance
on Conflicts of Interests approved by the Authority;

C) sign the minutes of any previous meetings with any agreed
amendments that may be necessary;

d) ensure that the proceedings of the committee or working group
comply with the terms of reference and delegated powers set
out in Annex A to these Standing Orders or established by the
Authority; and

e) prepare a report for the next meeting of the board of the
Authority.

With the permission of the chair of the committee or working group,
members may participate in a meeting by the use of video conferencing
facilities, by email or other virtual means, however attendance by
telephone shall not usually be permitted.

Distribution of agenda and papers

The committee secretary shall send the agenda and papers to all
committee members in good time before the meeting, and usually no
less than five working days before the meeting.

Papers shall be distributed by such method as is determined by the
chair of the committee.

Minutes of meetings

Paragraph 4.10 of these Standing Orders shall apply with appropriate
modifications.

Publication of papers

The minutes of the meetings of committees established by the
Authority shall be published in accordance with the Authority’s Policy
on the Publication of Authority and Committee papers and shall be

made available to the public in accordance with the Authority’s
Publication Scheme and the Freedom of Information Act 2000.
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8.1 Application of Seal

8.1.1 The application of the Authority’s Seal shall be authenticated by the
signature of the Chair or Deputy Chair of the Authority.

8.2  Signing of documents

8.2.1 The following members and officers of the Authority shall be authorised
to sign deeds or other documents on behalf of the Authority:

a) Chair of the Authority;

b) Deputy Chair of the Authority;
C) Chief Executive; and

d) senior management team

8.3  Signing of contracts
8.3.1 Officers and employees of the Authority shall be authorised to sign
contracts on behalf of the Authority in accordance with the authorised

delegations for ordering goods and services set out in the Financial
Procedures approved by the Authority.
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