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1. INTRODUCTION

1. The West Sussex Welfare to Work Forum (hereafter referred to as ‘the Forum’) has been formed with the purpose, aims and objectives set out in these terms of reference.

1. The Forum recognises the existence of other local strategic partnerships and will rely upon local Jobcentre Plus operational teams, co-ordinated through the Surrey & Sussex District External Relations Team, to consult with these and other groups and individuals to further the development of all Welfare to Work initiatives at a local level.

1. In this respect, Welfare to Work initiatives includes all of the Jobcentre Plus managed New Deal initiatives, European funded programmes and those funded through and planned in partnership with the Learning and Skills Council for Sussex.

2. ROLES & FUNCTIONS

Jobcentre Plus, as a division of the Department for Work and Pensions, is the statutory body which retains Government accountability and executive responsibility for the delivery of Welfare to Work programmes.  In this respect, the Forum has a strategic advisory relationship with Jobcentre Plus.

JOBCENTRE PLUS ROLE

a. Jobcentre Plus remains legally responsible for the public money allocated to  Welfare to Work programmes, and must be able to show that it has followed all required procedures to ensure its proper use.  While Jobcentre Plus is not able to delegate its core responsibilities to other organisations, outside bodies and individuals will be consulted and encouraged to make recommendations about how national Welfare to Work policy is to be delivered within the local context.

1. Jobcentre Plus will provide information which may be reasonably requested by the Forum, on any matter related the Forum’s functions. Jobcentre Plus will additionally facilitate the exchange of information in relation to other current government initiatives and consult with the Forum about future policy developments.

THE FUNCTIONS OF THE FORUM

a. To advise Jobcentre Plus in West Sussex on :

· how Welfare to Work programmes and services can best be delivered to meet local needs;

· how Welfare to Work programmes and services can work in partnership with other initiatives;

· how Welfare to Work can develop and grow locally

b. To review the effectiveness of Welfare to Work :

· against objectives outlined in the delivery plans presented to Forum members; and

· against agreed Performance Indicators; 

taking into account the views of :

· employers and employer representative groups (recognising that many of the member organisations of the Forum are themselves major employers)

· customers and customer representative groups

· other voluntary and community based organisations

· contractors

c. To advise/recommend/lobby any external agency (including MPs) on issues related to Welfare to Work.

d. To work with other strategic bodies in the area and with communities of interest to ensure that Welfare to Work initiatives form a coherent element in the range of activities addressing economic development in general, and unemployment, regeneration, Child Poverty and social inclusion in particular.

e. To actively promote Welfare to Work initiatives within their own particular sphere of influence and, where appropriate, to take lead responsibility for developing specific aspects of Welfare to Work.

3. ANNUAL REPORT & REVIEW

1. The Forum will be responsible for receiving from Jobcentre Plus, and jointly acknowledging, an Annual Report.  This will include a summary of the past year achievement against agreed performance indicators, and a Forward Plan for the coming year.  It will be compiled by Jobcentre Plus, following a format/content agreed by the Forum, at a time agreed after the end of each operational year.

1. As part of the annual review procedure, the Forum will undertake to consider the effectiveness of the Forum itself and its structure, membership and role. Any changes recommended will be included within the Annual Report.

4. MEMBERSHIP

1. It is an essential requirement of membership that all are objective, whilst being influential representatives of their parent organisations.  This enables the membership to include organisations which may be contracted, directly or indirectly, to deliver elements of Welfare to Work, in a wholly open and transparent approach. Such members should be prepared to share their experience of delivery with the Forum.

1. In the interest of openness, any member(s) of the Forum who holds a contract to deliver elements of Welfare to Work programmes will be recorded at Annex 1.

1. In addition to a regular review of the Forum’s composition as a part of the Annual Review mechanism (para 3b above), the Forum will consider application(s) for membership received from any other organisation, at any time. The Forum may also, at its discretion, choose to directly approach other organisations to seek representation, whether on a temporary or permanent basis, as needs dictate.

1. Continued membership by individuals or organisations will be subject to review if they fail to be represented at two consecutive meetings.

1. The Membership of the Steering Group is listed at Annex 2.  Updates to this list will be dated and issued to members as changes occur.

5. ARRANGEMENTS FOR MEETINGS

CHAIR

The responsibility of the Chair shall be to run Forum meetings, determining quorum status and ensuring all members have equality of opportunity to contribute to discussion. The Chair shall also hold responsibility as the signatory of external communications issued on behalf of the Forum and for approving notes of meetings prior to circulation. The position of Chair will usually be held by the Operational Manager of Jobcentre Plus in West Sussex.  In order to manage circumstances where the Chair is unexpectedly unable to attend a meeting, a Vice Chair may be appointed on agreement of members present.

SECRETARIAT

This role will be provided by Jobcentre Plus.

SUBSTITUTES

Individuals who represent organisations may nominate a substitute to attend specific meetings. Substitutes will be required to have the full authority to act and speak on the full member's behalf.

VACANCIES

As each vacancy occurs, membership will be reviewed. Organisations with membership will not necessarily be offered automatic replacement.

6. MEETINGS

Meetings will be called as necessary to deal with emerging business and issues arising from or relating to Welfare to Work programmes. Unless agreed otherwise by members, there will be a minimum of four meetings per year.

AGENDA

An agenda and appropriate supporting papers will be issued at least five working days in advance of meetings.

QUORUM

Recognising the advisory capacity of the Steering Group, there shall be no formally determined minimum number of members required to be in attendance for a meeting to take place, however it is normally expected that if there are fewer than one third of members present, no action will be taken as the result of decisions reached without prior referral to those members unable to attend or be represented by a substitute.

RECORDS OF MEETINGS

A written record will be produced of all decisions and action points agreed at meetings.

Copies of these records will be circulated to all members following approval by the Chair.

Records of the meetings will be a public record, and available to anyone who requests to see them.

CONFIDENTIALITY

a. Unless it has been approved by Jobcentre Plus/DWP Ministers and released in the form of Press Briefs, Management Information relating to Welfare to Work and provided by Jobcentre Plus shall remain confidential to individual members of the Forum.

b. All information which is to be accepted by members of the Forum in confidence will be clearly identified (where verbal) or marked (where printed).

7. URGENCY PROCEDURES

1. Issues to be addressed by the Forum will be usually be raised by inclusion on the agenda for meetings, with opportunity for members unable to attend to provide comments (in writing, either to the Chair or Secretariat).

1. In some instances the need to consult members and seek advice as a matter of urgency may preclude the calling of a meeting.  In such circumstances the Jobcentre Plus team shall co-ordinate communications, either by mail or by telephone, e-mail or facsimile.

8. SUB COMMITTEES/GROUPS

1. In order to provide the Forum with specialist advice and information on specific issues of concern to the Forum’s function, or to take a lead in developing a particular aspect of work, the Forum may appoint ad-hoc groups.  Membership of such groups need not be confined to members of the Forum.

ANNEX 1 – WtW forum member organisations which hold contract(s) with DWP

	Provision
	New deal
	ESF
	Other

	Susan Allen

WSCC
	
	Pathways to Work west Sussex
	

	
	
	
	


Annex 2 – Surrey and Sussex Welfare to Work Forum membership List

	Organisation


	Named Representative
	Role

	Jobcentre Plus
	Angie Elliott-Dickson
	Chair

	Jobcentre Plus
	Dionne Bennett
	Secretariat

	Jobcentre Plus
	Mike Burgess
	Assoc Member

	Jobcentre plus
	Janet Hughes
	Assoc Member

	Citizens Advice Bureau
	Ann Rodrigues
	Member

	Arun District Council
	Paul Askew
	Member

	Learning & Skills Council
	Paul Stoggles
	Member

	Martlett Homes
	Rachel Bryan (prev Katie Ford)
	Member

	Adult services, WSCC
	Jane Taylor (prev Sue Allen) 
	Member

	W Sx Economic Partnership
	Caroline Wood
	Member
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