
APPENDIX 1

Breckland Council & South Holland District Council

Programme Boards

Terms of Reference

Definition

The new arrangements distinguish more clearly between activities, projects and programmes.  
The following definitions are used:

Project – is a specific piece of work with a clear start and end which delivers a particular output

Programme – is a group of linked projects and activities which together deliver a strategic 
priority

Purpose

The aim of the programme boards is to keep the Council’s on track to deliver their priorities and 
monitor service performance.  They bring together and co-ordinate the complex projects and 
other work which deliver the priorities, which usually involves working across departments.  
Their focus however should be strategic rather than involved in the day to day management of 
this work.

Role

 Ensuring that the Programmes deliver the outcomes anticipated and to agreed 
timescales; 

 Overseeing and delivering a cohesive set of actions and activity across the work 
streams that achieve those outcomes; 

 Maintaining an overview of the work streams to ensure integration and synergy 
between work, timescales and outcomes and avoiding duplication;

 Authorising the formation of projects as necessary; 
 Ensuring that risks to the successful completion of the Programme are identified and 

managed; 
 Building a shared understanding and view on action across work streams, 

organisations and stakeholders through effective engagement and communication;
 Advising and updating CMT and the Cabinet on progress and key issues and seeking 

advice as necessary.  

Board Members

1. The Portfolio Holder for Performance

They have ultimate responsibility for the programme, ensuring that it remains on target to 
deliver both its priorities and service outcomes, and that it provides value for money.

Specific roles include:

 Ensuring there is a coherent programme structure and logical plans
 Managing political risk and ensuring the right stakeholders are involved in the right way
 Agreeing governance arrangements



 Assessing the impact of potential changes to the programme plan
 Chairing programme board meetings

2. Deputy Chief Executive / Director of Commissioning

They are responsible for overseeing the various projects and work strands and making sure the 
programme produces the required outcomes, to the required standard of quality and within the 
specified time and cost constraints

Specific roles include:

 Overseeing planning and monitoring of the programme, ensuring that work strands are 
on track and risks are managed

 Ensuring the right links are made between programmes and work across the Council’s is 
co-ordinated

 Supporting the Portfolio Holder for Performance with operational advice and guidance

3. Performance Team

They are responsible for co-ordinating the Project Board meetings, ensuring agenda’s are sent 
out, programme performance reports are generated and minutes taken and distributed. They 
will also support the other board members with additional information as required.

Attendee’s

 Relevant Portfolio Holders (on Programme Boards request)
 Managers as required (on Portfolio Holders request)
 Officers as required (on Managers request)

Meetings

 Meetings will be held on quarterly basis, however the Chair shall have authority to call 
special meetings when these are required;

 Wherever possible, agenda items and supporting papers will be circulated to Members 
and Officers at least 7 days prior to a meeting;

 Draft minutes will be circulated to Members and Officers within 10 working days of the 
meeting

Meetings will cover:

 Progress against the Corporate Plan.
 Exception reporting against service business plans 
 Risks and the instigation of remedial actions
 Decisions to initiate or close projects

Accountability

The Programme Boards will be accountable to the Corporate Management Team and the 
Cabinet.

Review Arrangements

The Terms of Reference to be reviewed through the duration of the Programme and at least 
annually.


