
HIGHLAND LEADER (2007-2013) PROGRAMME 
OPERATING GUIDELINES
Name of Local Action Group
Highland LEADER Local Action Group (LAG)
Objective
Under the European Agricultural Fund for Rural Development (EAFRD), Council Regulation 1698/2005, The Highland LEADER LAG on behalf of the Highland Wellbeing Alliance will take forward the Highland LEADER Programme 2007 – 2013 Programme.

The Highland LEADER area will include all of the Highland Council area, except for the Settlement Development Area for Inverness (as given in the Local Plan) and the part of the Highland Council area within the Cairngorms National Park.
The Highland LEADER LAG will also run a Convergence Programme across the same area.

Structure and Composition
The LEADER Programme will be delivered through the Highland LEADER LAG, which consists of a strategic LAG and a suite of local area partnerships.  

There will be a number of different groups involved in the delivery of the future LEADER Programme, reflecting the recent changes to the Council structure while maintaining the broad LEADER ethos, of seeing delivery and project determination take place at the local/community level. This approach will result in a greater number of groups being involved than was the case in the previous LEADER programmes. 

Operating guidelines for these groups are set out below. 
Governance

The Highland Community Planning Partnership (CPP)
The CPP will provide strategic direction and high level leadership and will be responsible for overall governance. The CPP will identify spatial priorities, oversee strategic delivery and scrutinise the performance of the Programme. Specifically this group will:

· Act through its lead partner, The Highland Council, as the applicant body for the LEADER Programme 

· Establish Programme priorities
· Identify the most appropriate delivery mechanism

· Monitor performance and review

· Integrate Programme with other EU/Scottish Government funds

· Report to the Scottish Government

· Financial Programme and virement approval 
In its role as lead partner and recipient of Scottish Government/EU grant The Highland Council has particular financial responsibilities in addition to its community planning lead partner remit.  Correct financial scrutiny procedures require that the Council’s Resources Committee receive and consider an annual LEADER Programme monitoring report.
Operational Management

Strategic Partnership Local Action Group (strategic LAG) 
The Strategic Partnership LAG will be the Officer ‘working’ body responsible for the strategic Programme plan in consultation with the local area community planning partnerships, Wards and CPP. This group will be directly responsible to the CPP. Membership of the strategic LAG will reflect the aims of the LEADER Initiative regarding involvement of community representatives while achieving the necessary balance of statutory, private and community representation, i.e. 50% public maximum with the other 50% drawn from private/community representatives.
Members of the Strategic LAG;

Anne Rae 

Scottish Government Rural Payments and Inspections Directorate
Graham Neville

Scottish Natural Heritage

Sarah Allen

Crofters Commission

Bob MacKinnon

The Highland Council 

Ian Murray 

The Highland Council 

Andy McCann

The Highland Council 

Robert Muir

Highlands and Islands Enterprise

Richard Wallace
Forestry Commission Scotland

Patrick Krause

Scottish Crofting Foundation

Ian Wilson

National Farmers Union Scotland

Alan Gartshore

Voluntary Action Highland

Niall Smith

Voluntary Action Highland

Fay Thomson

Federation of Small Businesses
Anna MacConnell
Caithness Partnership

Jon Hollingdale

Community Woodlands Association
Gillian Slider

Highland Youth Voice
The above group are the formal voting members of the LAG; additional partners may be asked to attend in an advisory capacity.  

The strategic LAG’s role will be to oversee the successful establishment and operation of the Programme throughout the Highland LEADER Programme area.  In doing so it will;
· Meet at least 4 times a year 
· Consider reports from Development Manager concerning the delivery of the Programme. This shall include progress on applications received, approved, grant committed, grant claimed and progress on achieving the agreed output targets

· Consider annual reports, which on approval will be forwarded to the CPP and thereafter to the Scottish Government as part of their monitoring and evaluation process
· Consider regular financial reports, which will detail expenditure, accrued on the administration and delivery of the Programme and on projects. These will reflect the information submitted to the Scottish Government as quarterly financial claims

· Commission a mid term evaluation of the Programme

· Maintain liaison with the UK/Scottish LEADER Network and ensure representation at its meetings

· Review progress made towards achieving targets set in the business plan

· Set up and review monitoring and evaluation exercises

· Advise on communication and publicity strategies

This strategic LAG will also be required to:

· Take the lead on transnation/transregional aspects of the Programme; the Programme Manager and Local Development Officers
· Form a link to the local Regional Proposal Assessment Committee (RPAC) to ensure consistency and added value

· Recommend virement of resources to CPP within the Programme

· Ensure the horizontal themes of equal opportunities and sustainable development  are adhered to 
· In establishing the Programme the Strategic LAG will consider applications for funding to assist with the preparation and reviewing of local area development plans and subsequently will approve these local area development plans. 
· In the interim before the local area partnerships have an approved development plan and their Programme financial allocation, the strategic LAG will, after consulting with the local area partnership or equivalent, assess and approve individual project applications.
· The strategic LAG will, after consulting with the relevant local area partnerships, or equivalent, assess and approve project applications for individual pan Highland or projects that span more than one area.
Operational Delivery

Local Area Partnerships  
Local area partnerships will provide the local focus for the new LEADER programme and will be responsible for local delivery and, as appropriate and able, monitoring.  New or existing local structures will be used which will have local knowledge and expertise to facilitate the delivery of the Programme and determine project applications.   Local arrangements will be fit for purpose but the following guiding principle will need to be adhered to. Groups must reflect public, private and voluntary sector interest in their area and must be able to demonstrate through the preparation of a development plan and its implementation a link with the Highland LEADER Plan, i.e. 50% public maximum with the other 50% drawn from private/community representatives.

 Local groups will be expected to:
· Co-ordinate the preparation of and implement a local development plan for their area, which meets the aims of the Highland LEADER Business Plan
· Work with local groups to exploit opportunities offered through LEADER and other funding  streams

· Meet on a regular basis (as a minimum 6 times per annum)
· Promote the Programme across area

· Assist with the development of local project proposals/plans

· Once the local development plan is approved consider and make recommendations on applications seeking grant assistance up to £50,000
· Applications seeking grant assistance over £50,000 will be assessed by the Strategic LAG
· Ensure wide community involvement in line with the National Standards of Community Engagement
· Comment to the strategic LAG on projects which impact locally but are of a pan Highland or are of wider local area coverage
Lead Partner – The Highland Council (internal)

The CPP has agreed that The Highland Council will be the lead agency for the Programme. The Council will have a duty to provide appropriate levels of management and financial control; including:
· Meet regularly (to monitor progress of the Programme)
· Maintain contact with the Scottish Government regarding the delivery of the Programme

· Deal efficiently with communications from the Scottish Government
· Establish a financial reporting mechanism, which will meet the requirements of the Highland LAG, Scottish Government and EU

· Keeping  up to date records relating to all applications, including as detailed in Governance – annual reports to the Councils Resources Committee
· Ensure that the administration of the Programme remains within the administrative budget

· Provide a management structure for the Development Manager, Officers, the Programme Administrator and Clerical Assistant
· Ensure that the Strategic LAG is kept abreast of matters concerning the administrative delivery of the Programme

· Ensure that the Programme delivers relevant papers etc to the local partnerships and strategic LAG

· Acts as first point of contact with the UK (and Scottish) LEADER Network

· Processing claims and making payments
Finance
The Highland Council as Secretariat will hold accounts and bank statements for eligible expenditure and revenue. All monies received or raised by, for example, accrued interest from bank accounts will be applied to further the objects of the LEADER Programme and for no other purpose.

Delegated Authority
Authority is delegated to the Secretariat in respect of changes to approved applications, provided the amount of the original award is not exceeded. The following is a non-exhaustive list of example situations where this authority might be exercised:

· Where, during the course of an approved project, expenditure exceeds or is less than the indicative budget set, permission to switch budget between one budget head and another (without affecting the overall approved project expenditure), referred to as project virement, may be granted by the Secretariat.

· Where a project required an extension to the finish date the Secretariat may approve a change to that date.

· Where alternative, but sufficient, match funding is proposed, relative to the original application, the Secretariat may approve the necessary changes.

To ensure economies of scale and ensure financial procedures are adhered to the lead partner will handle all finance centrally.

Development Manager (s)
A Development Manager will be appointed to undertake the day to day running of the Programme.  

The duties of the Development Manager will encompass;
· Co-ordination of Highland LEADER LAG

· Implementation of the decisions of the strategic LAG and local groups

· Promotion of the Programme at Highland and local area level

· Establishment of Programme procedures etc 

· Liaison with Local area Partnership Officers and partners 

· Assisting the outposted staff  in the execution of their LEADER duties

· Delivery of training seminars

· Project assistance, development and advice

· Ensure compliance with EU/domestic requirements

· Project assessment where needed  

· Liaison with local applicants 

· Initial eligibility appraisals of applications

· Maintenance of accurate project and finance records

· Monitor financial commitments and make recommendations to the HLG on the reallocation of funds to take account of emerging priorities

· Monitor and evaluate the progress of the Programme to ensure that outcomes are being achieved at priority and measure level

· Compilation of monitoring and evaluation reports for the Highland LEADER group from project monitoring sheets and claims

· Ensure the availability of progress data to facilitate the timeous submission of quarterly claims to the Scottish Government
· Promote networking between the areas, share best practice and build confidence

Programme Administrator/Clerical Assistant
A Programme Administrator and a part time Clerical Assistant will be appointed to facilitate the work of the Highland LEADER LAG and to act as liaison between the Programme and the Scottish Government.  

The duties of this post will include;

· Servicing the Highland LEADER LAG
· Servicing the local partnerships re: LEADER programme allocation  
· Liaison with the Scottish Government
· Preparation of reports to be submitted to the strategic LAG and local area partnerships
· Liaison with the Highland Council regarding maintenance of financial records, which will form part of the input to the monitoring and evaluation, reports to the Programme management and to the Scottish Government
· Assisting the Development Officers in the execution of their duties
· Submission of technically eligible applications to the relevant ward/ local group
· Liaison with applicants to ensure a timeous claims process
· Assisting the Local area Partnerships/Ward Managers in relation to the LEADER Programme
· Maintenance of accurate project and financial records
Local Development Officers
The LEADER Programme will recruit 3 out posted Development Officers who will support the local area partnerships and be responsible for: 

· Project assessment for projects falling within their boundary 

· Inform the strategic LAG of their recommendations

· Report on local allocation – commitment and project progress

· Track and monitor local projects

· Give an informed view via the local area partnerships to the strategic LAG on projects which span more than one ward area

· Report to the strategic LAG on LEADER activities within the local area

Additional Rules Of Procedure For The Strategic LAG 
Conduct of Meetings
Meetings of the partnership will be arranged to ensure that they are as accessible as possible to all members of the partnership and that timing, venues and the need for video / teleconferencing are suitable. Meetings will be arranged with a minimum of one month’s notice where possible to avoid conflict with other commitments.  
All meetings will be minuted (by the Secretariat) and those minutes will be freely available and posted on the Highland LEADER website.

Quorum
At any meeting of the strategic LAG there must be at least 50% of partners present, and at least 50% of those must be voluntary and community partners. 
If a quorum is not present, at the Chairperson’s/Vice-Chairperson’s discretion, the meeting shall proceed and any decisions taken will be homologated at the next meeting or by written procedure if appropriate.
Partners shall identify substitutes to attend meetings when the nominated representative is unable to attend.  For purposes of the quorum, participation of partners by video-conferencing links will be considered as present.
Where a large number of LAG members declare an interest in an item, leaving the meeting inquorate for that item, the remaining members of the LAG shall be competent to debate and decide that item at the earliest opportunity, using whichever procedure is expedient. 

Chair
The strategic LAG will appoint a Chairperson.  At all meetings of the LAG, the elected Chairperson, or in their absence, the Vice-Chairperson shall preside over the meeting.
If both are absent, partners will choose a member to preside.  Members should respect the authority of the Chairperson who will decide matters of order, competency, relevancy and urgency.
The Chairperson’s duty is to preserve order and ensure that all members/partners are given a fair hearing.  The Chair and Vice chair will be appointed for an interim period of one year and then for a period of two years.

Declarations of Interest
LEADER declarations of interest are intended to produce transparency in regard to interests which might influence, or be thought to influence, your actions/decisions as a LAG member.
Where an interest has been declared from a group member as the applicant then they should withdraw from the meeting while the item is discussed.  Where an interest is declared from a group member directly involved with project delivery, that interest should be declared and they withdraw from the meeting while the item is discussed.  
For clarification, match funders, if they are not the applicant, are eligible to participate and vote on the discussions relating to the application.  Where a LAG member organisation shares Board Members, Directors or other Senior Officials with an applicant organisation, and the LAG representative of that member is aware or is made aware of such a connection, that representative should declare the connection as an interest.  
Where it is felt that this would not unfairly favour or prejudice the application, the remaining members present at the meeting may decide that the organisation declaring the interest need not abstain from the discussion of, and decision on, the relevant item.  Declarations of interest will be formally recorded in the minute of the meeting.

Where a member declares a financial or personal interest over and above that stated the LAG should decide if this would unfairly favour or prejudice the application and if required they should be asked to withdraw from the meeting while the item is discussed.

Order of Business
The main business of meetings will be to consider the progress of the LEADER Programme and strategic issues and, if required, to consider grant applications.
Notwithstanding this, the items of business will be considered in the following order:
· Those members present and apologies

· Declarations of interest by members

· Minutes of previous meetings will be considered as a correct record

· Matters arising

· Progress Reports

· Consideration of grant applications, as required
· Urgent business intimated at the start of the meeting 

· Any other competent business included on the agenda

· Date, Time and Location of next meeting

Voting
Subject to compliance with the LEADER guidelines as laid down by the European Commission and the Scottish Government as the Managing Authority, all questions coming or arising before the meeting will be decided on a consensus basis or failing this by a majority of the members present.
Views from partner organisations submitted in writing or by e-mail prior to the meeting will be accepted and included as part of the decision making process.

While efforts will be made to seek a consensus decision, where this proves not possible a vote may be taken by a show of hands.  In the event of a tie, the Chairperson will have a second or casting vote, or the discretion to refer the matter to the CPP for determination.
Role of Partners

The partners, in addition to submitting representatives to the strategic LAG , will provide overall guidance on policy and projects matters and, through its emphasis on ensuring a balanced representation of public sector agencies and community and the voluntary sector, to ensure a bottom up approach based on the ideas of local people, encouraging community involvement, partnership and innovation. 
It is the responsibility of partners to communicate with other organisations in the sector which they represent.  Organisations will be encouraged to appoint substitutes to attend meetings on their behalf if the usual representatives are unable to attend.

Special Meetings

Special meetings may be called at any time if the strategic LAG or Secretariat receives a request from partners setting out the purpose of the business to be considered at that meeting.
Additional Rules Of Procedure For Local Area Partnerships 

Conduct of Meetings

Meetings of the partnerships will be arranged to ensure that they are as accessible as possible to all members of the partnership and that timing, venues and the need for video / teleconferencing are suitable. Meetings will be arranged with a minimum of one month’s notice where possible to avoid conflict with other commitments.  All meetings will be minuted and those minutes will be freely available.

Quorum
At any meeting of the strategic LAG there must be at least 50% of partners present, and at least 50% of those must be voluntary and community partners. 

If a quorum is not present, at the Chairperson’s/Vice-Chairperson’s discretion, the meeting shall proceed and any decisions taken will be homologated at the next meeting or by written procedure if appropriate.

Declarations of Interest

LEADER declarations of interest are intended to produce transparency in regard to interests which might influence, or be thought to influence, your actions/decisions as a LAG member.
Where an interest has been declared from a group member as the applicant then they should withdraw from the meeting while the item is discussed.  Where an interest is declared from a group member directly involved with project delivery, that interest should be declared and they withdraw from the meeting while the item is discussed.  
For clarification, match funders, if they are not the applicant, are eligible to participate and vote on the discussions relating to the application.  Where a LAG member organisation shares Board Members, Directors or other Senior Officials with an applicant organisation, and the LAG representative of that member is aware or is made aware of such a connection, that representative should declare the connection as an interest.  

Where it is felt that this would not unfairly favour or prejudice the application, the remaining members present at the meeting may decide that the organisation declaring the interest need not abstain from the discussion of, and decision on, the relevant item.  Declarations of interest will be formally recorded in the minute of the meeting.

Where a member declares a financial or personal interest over and above that stated the LAG should decide if this would unfairly favour or prejudice the application and if required they should be asked to withdraw from the meeting while the item is discussed.

