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Introduction — 2022

Welcome to the second edition of The Governance Guide for British Cycling Regions.

The purpose of this Guide is to provide the Regional Board with a ‘one stop shop’ reference point for their
main local governance and process needs. It is hoped it will help the boards to drive greater consistency
across the Regions and improve efficiency by including details of the key processes, templates and best
practice.

The formal process leading to this Guide started in 2018. The content was developed to reflect several
surveys of Regions, and many discussions with volunteers and staff in them. The Guide also reflects the real-
life experience of our volunteers in helping to administer our British Cycling Regions, with a combination of
experience across several cycling disciplines and with both longer-term and recently appointed Regional
Chairs.

Good governance helps ensure that things run smoothly, improves efficiency, reduces risk and, increasingly,
is being looked to as an important measure of how well an organisation is run. Governance can, however,
also be a hinderance unless processes and procedures are appropriate and well defined. The guide will be
continuously reviewed and Regional Boards advised as and when changes are made, with a full review taking
place at least annually. The Guide should be used in conjunction with the Regional Review Document
(“Checklist’) to help ensure that examples of best practice can be shared with other Regions (via the
Federation Commission) and that assistance is sought as and when improvements are required.

British Cycling fully recognise the huge contribution made by our volunteers and are extremely grateful for
their energy and time commitment, it is hoped this Guide will make the role of the Regional board that much
easier to understand and to administer. It is intended to provide all Regional Board members with a shared
common understanding of the organisational structure, roles and responsibilities.

Any queries or suggestions for improvement should be advised to the National Governance Representatives
or direct to the Company Secretary:

Mike Ball
Company Secretary
mikeball@britishcycling.org.uk

-Ends-
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Foreword

Welcome to Version 2 of The Governance Guide for British Cycling Regions.

Our Regional Boards, volunteers, members, staff and stakeholders are all critical parts of British Cycling. In
particular, our volunteers help to grow and sustain participation across many activities and this includes the
delivery of cycle sport events, leading coaching sessions and delivering led rides, as well as running and
developing clubs across the cycling disciplines. The organisation and the sport would not be the same
without the commitment, energy, drive, and enthusiasm of our volunteers.

Our Regions have a pivotal role in delivering our strategy locally, and that success depends on the individual
structures and strength of each of the Regions. British Cycling recognises and embraces that each of our
Regions has a role and responsibility in leading the development, administration and governance of key
areas of cycling activity at a regional level. Regions working more effectively both individually and together
with other Regions will contribute hugely to the organisation’s mission of transforming Britain into a great
cycling nation.

In seeking to become more effective, Regional Boards have invited greater clarity and consistency to help
them to govern. This Guide is designed to provide a transparent and informative resource for Regions to
make it easier to strengthen their consistent administrative performance as leaders and representatives of
cycling and cycle sport in each Region.

By signposting best practice and highlighting key action and discussion points, this Guide aims to be as
helpful as possible in supporting all Regions to adopt modern, effective board operations. This will remove
uncertainty where possible and enable Regional Boards to focus upon their long-term Regional priorities,
and to attract, recruit and retain enthusiasts with the right skills, knowledge and experience to support the
Regions to achieve their objectives.

This Guide will be an essential reference point for all existing and future members of Regional Boards.

Readers’ Note: Future Updates

As with any guidance, there will be future changes to the rules, policies, procedures and
strategies in place, which are all likely to adapt and develop over time. Occasional updates and
amendments will be made to this Guide, whether prompted by Regions collectively asking for
further governance guidance, or by changes to the organisational operation and structure of
British Cycling.



What is sports governance?

Sport plays an important role in society; it educates and unites people by fostering shared values and
creating a social environment where people can meet new people and build their life experiences and
confidence.

A high standard of sports governance is one of the most important factors in preparing an organisation to be
fit for the future and on the path to sustainable success. More and more sports organisations have recently
undertaken initiatives to enhance the governance of their sport and to reinforce the trust of its members,
participants and stakeholders.

Put at its simplest, governance is about defining how responsibility for decision-making is delegated and
what accountabilities are built into the system. Additionally, through good governance we can maximise the
effectiveness of our decision-making processes.

However, the business of sport has changed rapidly in recent years and threats such as the possibility of
corruption, fraud, scandal and other integrity-related issues continue to present themselves. The challenge is
to make sure that procedures are in place to enhance our sports governance, while also both mitigating the
risk of inappropriate actions and ensuring there are procedures in place to deal with negative outcomes if
and when they arise.

What is good governance for British Cycling Regions?
Good governance can be defined as:

1. Each Region taking responsibility for ensuring their local decision-making meets the British Cycling
values of Integrity, Unity, Innovation and Passion, with Regions and British Cycling acting as one
connected organisation.

2. Each Region actively following the policies, procedures and processes in place to meet both British
Cycling’s legal requirements and the Articles, Bye Laws and Regulations under which we all operate
as part of the organisation.

3. Each Region setting out clearly what decision-making powers are allocated to each individual role
and groups and how they are held to account.

What are the benefits of good governance?

v’ Clarity of purpose for Regions, which significantly helps drive decision-making.

v" Well governed and efficient Regions that are effective in their role in developing the sport, and
ensuring it is financially sustainable for the future.

v' Consistent and structured approach to decision-making and the delivery of Regional aims.

v Accountability for decisions made on behalf of members and protection of members funds.

v" Support for succession planning and not being reliant on one person without whom the organisation
cannot function.

v"  Greater ability to attract future Regional Board members that are suitably skilled and motivated to
support the Region and drive it forward.

What challenges might a Region encounter in achieving good governance?

e Regional Board members may have differing levels of awareness of governance, therefore each
Regional Board should have a focus on inducting new members to ensure succession planning, and
ensuring existing members are supported to build their knowledge and experience.

e Some Regional Board members may have less appetite for change where there is a belief that what
has worked previously should still work today. Therefore, some changes that a Regional Board
decide upon might cause uncertainty and unfavourable comments from members and other
interested parties. Clear and transparent communication will help to facilitate understanding of
decisions and overcome any confusion.

e It might take time to achieve good governance in all areas, and a Regional Board should address
priority areas in sequence. Therefore, this Guide is designed to help Regional Boards to prioritise the
best practice measures which they can adopt.



What does good governance look like in Regions?

These statements are identified as key features from achieving good governance within a British Cycling

Region:

1.

Every member of your Regional Board can easily and consistently define why your Regional Board
exists, and its role.

The Regional Board engages widely with all its key stakeholders, members, affiliated groups, and key
external partners.

The Region has a long-term strategic plan showing where it wants to be, with realistic and
measurable goals that will focus the Regional Board on achieving progress each year towards the
long-term strategic plan.

Regional Board membership is aligned to the priorities of the strategic plan and has current and
relevant Regional Board role descriptions.

Every member of the Regional Board can easily and consistently describe where decisions are made
and any limits on authority.

Agendas, minutes, and supporting paperwork are always well prepared and circulated to best-
practice timescales, making for effective and engaging meetings.

Regional Board vacancies and skills required are widely advertised to highlight the opportunities for
volunteers to get more involved, and the Board pro-actively seek suitable candidates.

Regional Board members adhere to British Cycling’s Values and Code of Conduct to evidence their
commitment to effective practices.

Board strategies are based on satisfaction for clubs, members and all interested parties, and this is
tested periodically, with the findings integrated into the Regional Delivery Plan.

How to use the Governance Guide

In order to perform more effectively in each of those areas and achieve our Regional strategic aims, we have
created this, The Governance Guide for British Cycling Regions, and would encourage you to use this Guide
in the following ways.

Take some time to digest the principles outlined in each of the sections.

Continue to have effective and collaborative governance within your Region by exploring the
highlighted “Board Action Points” and “Board Discussion Points” referenced throughout this Guide.
Involve the relevant British Cycling staff members in your discussions where required.

Board Discussion Point: Getting Started on Governance

Exploring the subject of governance can be difficult. Some may be disengaged by the subject or
even feel negative towards the concept. To overcome this, Regional Board members should
work together.

Start by inviting Regional Board members to reflect on these two simple questions:

What would you like to see more of in our Regional Board meetings and interactions?

What would you like to see less of in our Regional Board meetings and interactions?

You will find that many of the responses can be linked to the subjects in this Guide. This will help
each Regional Board to focus on its priorities.



Please remember...

e This Guide is seeking to make it as easy as possible for Regional Boards to adopt consistent and best
practices, ultimately making Regional meetings and interactions as interesting and relevant as
possible.

e This Guide is just part of the support provided by British Cycling. Other support can include
induction sessions for new Regional Board members, peer group discussions with other Regions,
webinar events to expand on certain topics and direct one-to-one support from the BCRM.

e You will see many references to additional policies, templates, tools and documentation which are
available to help you achieve good governance. Additional references or support can be developed
upon request.

e British Cycling’s approach in this area is driven by the organisation’s Board of Directors and senior

leadership teams, with principles aligned to the Code for Sports Governance. More on the Code for
Sports Governance can be found in Appendix 1.



The Key Components of Good Governance for British Cycling Regions

This Governance Guide is presented through 12 key components:

1 - British Cycling Strategy and Values

The strategy provides the principles, purpose, priorities and values that provide direction and focus in the
run up to the 2024 Paris Olympic and Paralympic games.

2 - Overview of the National Structure and Ways of Working of British Cycling
The Regional Board and Workgroup members understand the national structure of British Cycling and the
requirements and relationships which exist.

3 - Overview of the Regional Structure and Ways of Working of British Cycling
The Regional Board and Workgroup members understand the local structure and have properly constituted
Board and Workgroup structures responsible for establishing and driving long-term success.

4 - People

The Regional Board and Workgroups attract people with an appropriate mix of diversity, independence,
skills, experience and knowledge. All individuals should have clear roles and responsibilities and work
together to lead the Region’s work going forward.

5 - Integrity Standards

The Regional Board and Workgroup members involved in the local leadership are the guardians of the sport
in the Region. They understand and uphold the highest standards of integrity and will act in the interests of
the Region.

6 - Inclusivity and Diversity

The Regional Board and Workgroups are committed to inclusivity and recognise the benefits to the sport of
including, at all levels, a diverse group of individuals from different backgrounds, who each bring a variety of
personal experiences, values, skills, and views.

7 - Strategic Planning
The Regional Board has established clear objectives and a strategic approach, with a Regional Delivery Plan
to put these into effect.

8 - Finance
The Regional Board and Workgroups operate with robust financial management to ensure longer term
sustainability.

9 - Policies and Processes

The Regional Board and Workgroups have a good understanding of the environment in which they operate
and the policies and procedures in place to support the administration and governance of the sport, which
meet legal requirements and demonstrate best practice.

10 - Effective Communication
The Regional Board and Workgroups have clear lines of communication with regional members and other
interested parties.

11 - Stakeholder Engagement
The Regional Board has a clear understanding of and links with those stakeholders who can best help the
Region to achieve its goals.

12 - Risk Management
The Regional Board identifies, assesses and manages the local operational risks to ensure its strategic
objectives have the best opportunity of being achieved.



Key Component 1 — British Cycling Strategy and Values

Below is an overview of British Cycling’s strategy, principles, purpose and priorities which were agreed in the
Summer of 2021. The organisation publishes an Annual Report which highlights the progress which the
organisation has made in working towards its long term strategic aims. To read the British Cycling Annual
Report, click here.

A full summary of the British Cycling Strategy can be found here.

British Cycling Strategy Overview

Our principles

Our strategy and all of the work which follows it will be underpinned by five guiding principles:

Communities first

Providing positive experiences for our people should
be at the core of everything we do — whether they are
our members, volunteers, employees or another vital

link in our chain.

Governing with infegrity

We should always strive towards truly world-class
governance of our sport, and safeguarding both the
interasts and wellbeing of those in our communities.

Building for the fufure

Building for future success in a sustainable way requires us
to put the right foundations in place. This means working
towards the long-term health of every part of our sport,
being innovative and data led in how we deliver our
services and working with partners who share our goals.

Always inclusive

We want everybody to feel welcome and able to join our
communities, regardless of their age, gender, ethnicity,
sexual identity or disability. Diversity and inclusion is
embedded in everything we do.

Lead, champion, cheer

Understanding where we are best placed to lead
and deliver, as well as working with and supporting
others through championing and cheering, will drive
prioritisation of our activities, and mean we work in
a more collaborative and innovative way, ultimately
maximising the benefits for cycling.

Our purpose is:
Lead our sport

Inspire our communities


https://www.britishcycling.org.uk/publications?c=EN
https://pedals.sharepoint.com/sites/Intranet/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FIntranet%2FShared%20Documents%2FBritish%5FCycling%5Fstrategy%5F2021%2D24%5F23394%2Epdf&parent=%2Fsites%2FIntranet%2FShared%20Documents

We at British Cycling know we exist to govern the sport of cycling — we are responsible for bringing together
riders, clubs and competitions. But we also know we stand for much more than that.

Through leading our sport, we will be able to reach and inspire all of our cycling communities; riders,
families, volunteers, fans, officials, as well as grow our communities, thus bringing the benefits of cycling to
more in society.

Our strategy
To fulfil our purpose, we have identified Seven priorities to Paris.

In building our strategy we identified seven key priorities for British Cycling between now and the Paris
Olympic and Paralympic games. We believe putting our focus here between now and the end of 2024 will
benefit everyone in cycling, not just over the next few years, but also will put our sport on a firm footing for
the longer term.

The seven priorities are not everything that British Cycling will do but show where we believe we can have
the greatest impact over the next few years. Our priorities are all interconnected, and indeed in many cases
there are cross interdependencies - we won’t be able to achieve one strategic priority without achieving the
other.

Leading means Inspire our
our sport we communities
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Our Values

Underpinning our strategy are our organisation-wide values that establish our beliefs around how strategy
should be delivered.

Unity
We pride ourselves on inclusivity and diversity and are committed to working in partnership within our
organisation and with others.

Integrity
We accept personal responsibility for all our actions and always act with transparency and honesty to build

trust.

Innovation
We pursue innovation and continuously search for new ideas and improvements.

Passion
We are passionate about winning in the right way.

Key Component 2 - The National Structure and Ways of Working

An Explanation of our National Structure

British Cycling’s headquarters are in Manchester at the National Cycling Centre. The organisation has staff
based at its headquarters and other regionally or nationally-based roles.

As the internationally recognised governing body for the sport in Great Britain, British Cycling is committed
to promoting and protecting the sport of cycling through high standards of governance and professional
administration.

Main Board of Directors

The main Board, led by the Chair, is responsible for the overall leadership, strategic direction and
governance of the organisation. The Board meets at least four times a year. The Board strategy is delegated
to the CEO, who along with the Executive Leadership Team has the responsibility for delivering the strategy.
Details of our main Board can be found here.

https://www.britishcycling.org.uk/about/article/bcst-contact-Board-of-Directors-Board-of-Directors-0

A summary of the main Board’s strategy is further explained in Key Component 1 — British Cycling Strategy
and Values.

Executive Leadership Team

The Executive Leadership Team is the management group of our staff directors who each lead a directorate
within the organisation. The ELT leads and oversees the day-to-day business operations of the organisation,
implementing actions to achieve the key objectives set by the main Board.

Details of our Executive Leadership Team can be found here.

Operationally, the organisation’s primary focus is to govern, administer and develop cycling in all its forms in
the UK, and to lead the Great Britain Cycling Team towards achieving success on the world stage. To achieve
this, the organisation works closely with the British Cycling Regions, with the respective governing bodies of
Scottish Cycling and Welsh Cycling, and with a range of other partners and stakeholders.

Committees and Commissions

The Board has set up Committees to take detailed responsibility for certain aspects of Board business. They
are not decision-making bodies and they report to the main Board. In some cases, the members are
independent members who bring specialist experience and skills.

The Board has set up a structure of Commissions to support the ongoing development and growth of the
sport. These enable the Board to consult and engage fully with staff, members, regions and other interested
parties, in overseeing and embedding high standards of governance and administration practices.


https://www.britishcycling.org.uk/about/article/bcst-contact-Board-of-Directors-Board-of-Directors-0
https://www.britishcycling.org.uk/leadershipteam?c=EN

A diagram of the Commission and Committee governance structure can be found below:
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Discipline Commissions, Sport Commission, and Technical Commission

The Discipline, Sport, and Technical Commissions provide expert advice, support and guidance to the Board
and senior management team.

Discipline Commissions

The Discipline Commissions relate to eight cycle sport disciplines: BMX Freestyle, BMX Race, Cycle
Speedway, Cyclo-cross, MTB Endurance, MTB Gravity, Road and Track. There is also a Commissaire and
Referees Commission to oversee and support the training and development of key cycle sport officials.
Commission members are appointed by the Board for a term of three years. They may serve for a maximum
of three consecutive terms before stepping down.

The Board appoints members to act as Chair of each Discipline Commission, and the Chairs help appoint up
to 11 other Commission members from annual applicants.

Commissions tend to meet two times per year formally, and several times informally, and those meetings
tend to take place during the working week. Members may be asked to contribute to debates and issues via
email from time to time outside of the face-to-face meetings.

Details of our Cycle Sport Commissions can be found here.

https://www.britishcycling.org.uk/about/article/bcst-British-Cycling-Commissions-Home-0?c=EN

Terms of Reference for each Discipline Commission can be found here.
https://www.britishcycling.org.uk/about/article/20190318-about-bc-static-British-Cycling-commissions-
application-information-0

Board Discussion Point: Discipline Commission membership

Regional Boards can help with the continuing need to check that the best use is made of all
volunteer’s knowledge and experience.

Annually there is a refresh and recruitment process for the eight Discipline Commissions,
Commissaire and Referees Commission, and Technical Commission. Maybe there is a member
of the Regional Board or a Workgroup who would also be interested and able to apply for such a
Commission role.


https://www.britishcycling.org.uk/about/article/bcst-British-Cycling-Commissions-Home-0?c=EN
https://www.britishcycling.org.uk/about/article/20190318-about-bc-static-British-Cycling-commissions-application-information-0
https://www.britishcycling.org.uk/about/article/20190318-about-bc-static-British-Cycling-commissions-application-information-0

Sport Commission

One of the responsibilities of each Discipline Commission Chair is to sit on the Sport Commission, which
considers cross-discipline matters. It provides an important point of connection and engagement between all
represented parties. It is a forum for discussion on a wide range of topics, both those that are happening
directly in disciplines, but also on matters of British Cycling policy and procedure. This Commission is a
valuable source of counsel and experience for British Cycling staff who regularly seek its advice on key
matters. This Commission is chaired by a member of the Board and reports directly to the Board.

Technical Commission

The Technical Commission is responsible for overseeing the consistency, appropriateness and development
of the Technical Regulations across the disciplines. The Commission will consider feedback and
recommendations from Discipline Commissions and consider the impact of regulation changes on specific
disciplines as well as the wider impact across other disciplines. The Commission reports directly to the Board.

Federation Commission

The Federation Commission is a key peer group forum, made up of representatives (usually the Regional
Chair) from each of the 10 English Regions, from Wales and Scotland, and from the Board.

This Commission meets at least four times a year and, as with the Sport Commission, it provides an
important point of connection and engagement between all represented parties. It is a forum for discussion
on a wide range of topics, both those that are happening directly in Regions, but also on matters of British
Cycling policy and procedure. The main purpose is to share best practice amongst the Regions and tackle any
issues collectively. This Commission is a valuable source of counsel and experience for the executive staff
who regularly seek its advice on key relevant matters. This Commission is chaired by a member of the Board
and reports directly to the Board. The Regional Boards are held to account by the Federation Commission,
and in turn, the main BCF Board.

Board Discussion Point: Peer group support and consultation

As the Regional Board decides on its strategy and objectives, it may wish to identify any similar
initiatives that other Regions have already actioned. Asking about peer group successes (or
difficulties) is a great co-operative way of using the experiences from across the UK to inform
your own work.

Each Regional Board should consider any questions about its strategy that might usefully be
raised at a Federation Commission meeting.

Each Regional Board member should also refer to the minutes from these meetings to ensure
they are aware of relevant updates.

The Terms of Reference for the Federation Commission can be found here.
Committees

In addition to Commissions, the Board also oversees the work of a number of Committees. The Board
appoints members to each of the Committees and the oversight also extends to a Board member being
appointed to Chair each of the Committees, except for the Clinical Governance Committee which has an
Independent Chair.

National Council

National Council is the formal annual meeting of all regional representatives and delegates to make certain
key corporate decisions.

National Council is where:

- Four elected board directors are elected by votes, in staggered three year terms.


https://www.britishcycling.org.uk/about/article/bcst-British-Cycling-Commissions-Home-0?c=EN

- The President is elected by votes every three years.

- The Annual Report of the Chief Executive is reviewed and accepted.

- The annual accounts of the organisation are received.

- The appointment of the auditor is confirmed.

- Any propositions from the Board, Home Countries or Regions regarding amendments to the
Articles and other such current matters are discussed and voted upon.

- The Board is held to account by the membership, generally by a series of written questions and
responses.

Regional representatives from the 10 English Regions are elected to that representative role by each
Regional Council. See Key Component 3 - Regional Structure for more details of the Regional Council election
meetings to appoint these representative roles.

See Appendix 2 for a graphical representation of how Regional Councils link into the national structure via
Regional Boards and the Federation Commission.



Key Component 3— Overview of the Regional Structure and Ways of Working

An explanation of our regional structure

British Cycling’s work is delivered in England via a zonal method of 6 regional areas covering the 10 English
Regions. There are a range of employed staff in each Region, reporting on an employer/employee basis via
the Manchester HQ. The regional teams work closely on a local level with members, clubs, event organisers,
partners and a Regional Board of experienced and knowledgeable volunteers.

In Scotland and Wales we work with the respective governing bodies, Scottish Cycling and Welsh Cycling.

The map below shows the geographical make-up of the 10 English Regions:
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Why is the Regional Board structure important?

Our regional structure is critical to the administration, governance and development of cycling.

It has the potential to be a strong mechanism for delivering our national and regional strategies, and by
working effectively together, the Regions will have a pivotal role in transforming Britain into a great cycling
nation.

A strong regional structure depends on the individual strength of each of the Regions.



What do Regions do?
At the Regional Council AGM meeting:

e Regions elect a Board of officers to help decide and deliver volunteer-led cycling activity in
accordance with British Cycling rules, regulations and policies.

e Regions elect delegates (called National Councillors) to attend the British Cycling AGM (which is
called National Council).

At Regional Board and other Workgroup meetings:

e Contribute to, support and help implement Regional Delivery Plans.

e Discuss, agree and schedule related Board Action Plans.

e Regions, attend Federation Commission meetings to share best practice and topical action points,
usually through the elected Regional Chair.

In this Section we focus on the following areas of a Regional Board:

e QOrganisational structure
e Composition

e Terms of Reference

e Byelaws

e Workgroups

Regional Board — Organisational structure

It is essential that the Region has a clear and appropriate structure with a properly constituted Board
responsible for its long-term success.

It is important to think about structure in two different ways when considering the English Regions:

1. Legal structure
2. Organisational structure

Legal Structure

Legal structure is how your organisation is constituted in the eyes of the law.

The Articles and Bye Laws of British Cycling outline the creation, definition, and running of English Regions.
Accordingly, all 10 English Regions are within the British Cycling company incorporation.

Throughout this Guide there will be many references to the British Cycling policy or procedure in a given
area of operation. With Regions being part of one corporate legal structure, all Regional Board and
Workgroup members should be aware that compliance with appropriate policy is mandated in many areas.
Good governance balances Regions having responsibility for certain matters with their being accountable for
the decisions they make. Equally, in legal and financial terms, Regions, as part of British Cycling, have the
potential to bind British Cycling and it is therefore appropriate that there are limits on that ability and that
decisions takes place within an appropriate framework. There is an overview of the most relevant policy
implications in Key Component 8 — Policy and Procedures.

Regions have also requested support for a strong organisational structure, including:

e Standard and consistent approach to Regional Board composition and membership across all 10
Regions.

e Clear authority and responsibility requirements.

e Role descriptions for key roles undertaken within the regional structure.

e Standard Terms of Reference for the 10 Regional Boards set by, and agreed with, British Cycling.

e C(Clear accountability for Regional Workgroups (through example Terms of Reference) and separation
of roles — specifically strategic and operational roles.

Regional Board - Composition

British Cycling complies with the Code for Sports Governance in its own corporate structure, in that its Board
has no more than 12 members. For British Cycling, there are 12 members who are a mix of elected,
appointed and independent directors, as well as the CEO.



British Cycling has adopted a similar approach to its Committees and Commissions with a recommendation
that each has no more than 12 members. Best practice demonstrates that this makes for a sufficiently scaled
Board that can draw upon a range of experience and skills, while maintaining focus on the key strategic
decisions facing the organisation.

Regional Council - Appointing Regional Board members
As highlighted above, Regional Boards are elected to office by the membership in that Region.

Annually, usually in September, there is a full meeting of all regional club and non-club delegates in the form
of a Regional AGM. This meeting of all club and non-club delegates is called a Regional Council meeting. It is
at this meeting that the Region determines who will represent the local membership in key roles, through
the defined election, nomination, or proposal processes:

- Electing formal roles and members of the Regional Board (see later in this Section for more on the
formal roles)

In addition, at this Regional Council meeting, the club and non-club delegates decide upon:

Electing delegates (National Councillors) to attend National Council.

Making nominations for the election of main Board Directors at National Council.
Making nominations for the election of President at National Council.

Making proposals to amend British Cycling Articles to go forward to National Council.

Listed below are the mandated formal roles required within a Regional Board:

e Regional Chair

Regional Vice-Chair
e Regional Secretary
e Regional Treasurer

Up to 8 other Regional Board members are elected or appointed. See Key Component 4 — People for more
details about election choices and composition within a Regional Board.

(Note: To avoid any actual or perceived Conflicts of Interest in decision-making, British Cycling-employed
staff or Regional Competition Administrators (RCA) in a Region are not to be an elected voting member of a
Regional Board, and therefore sit outside of the formal structure of a Regional Board.)

It is recognised that in planning to achieve success in many initiatives across a Region that a Regional Board
might need to call upon the experience and knowledge of more than 12 Regional Board members. In such a
case, there is also scope for additional co-opted non-voting members to work with the Regional Board. It is
recommended that there should be no more than 3 such additional non-voting members of the Regional
Board, thus making a total full meeting size of 15 Regional Board members.

Regional Council — Appointing National Council delegates

The AGM of British Cycling takes place usually in November each year at a National Council meeting. Each
Regional Council appoints a number of delegates (based upon the membership size of the Region) called
National Councillors, to attend this meeting in a voting capacity on behalf of the Region. It is at National
Council that a number of formal corporate actions take place:

- Four elected main Board Directors are elected by votes, staggered over a three year period.

- The President of British Cycling is elected by votes for a three year period.

- The annual report of the Chief Executive is reviewed and accepted.

- The annual accounts of the organisation are accepted.

- Any propositions from the Board, Home Countries or Regions regarding amendments to the
Articles and other such current matters are discussed and voted upon.

- The appointment of the auditor is confirmed.

At National Council there are also a number of presentations and workshops in key areas for British Cycling,
where the views and experience of the National Councillor delegates from each Region are welcomed.
Accordingly, those National Councillor delegates that each Regional Council appoints should be from a broad
representation of the disciplines and activities within a Region and should have a good level of
understanding of the current Regional and/or sport discipline structure and practices in order to fully take
part in any discussion. Usually it is a Regional Board member who is regularly involved in the development of



the regional and strategic plans that is best placed to represent the Region, but this might not always be the
case.

A template role description for a National Councillor is included in Appendix 5G.

Board Discussion Point: Appointment of National Councillor delegates to attend AGM

While the Regional Board does not decide who is appointed as a National Councillor delegate
(this is done at a Regional Council meeting of all club and non-club delegates) the Regional Board
is none the less able to make strong recommendations on candidates.

Each Regional Chair is encouraged to ensure the appointment of its National Councillor
delegates is openly introduced and explained fully prior to any voting process.

Prior to National Council, there is a requirement for Regions to hold a further open Regional Council
meeting, to discuss the National Council agenda. This local discussion at a further Regional Council meeting
provides an opportunity for the elected National Councillor delegates to best understand the wider views of
the Region’s membership (views from both Regional Board and non-Board members) on voting matters for
the National Council meeting.

Such pre-National Council meetings are not therefore a mandate meeting, and do not bind the National
Councillor delegates to the view expressed at that local meeting. In the same way that Regional Board
members are elected to make decisions for the best interests of the Region, so National Councillor delegates
are elected to make good decisions for British Cycling, being mindful of the impact for Regions. National
Councillor delegates are empowered to take into account all debate, amendments and discussions at the
National Council meeting in determining their voting options.

Regional Board - Terms of Reference

With a clear set of roles, responsibilities and authorisations, Regional Boards are empowered to operate with
effectiveness and authority as part of the wider British Cycling governance structure.

Accordingly, as noted earlier there are standard Terms of Reference for all 10 Regions in England. The Terms
of Reference are attached in Appendix 3 — Regional Board - Terms of Reference.

From time-to-time, it is useful for all Regional Boards to revisit the Terms of Reference and ensure they are
understood and followed:

e Re-clarifying the Regional Board’s purpose and activities within the Terms of Reference.

e In setting out the Regional Board structure, including titles and how members are elected or
appointed.

e In defining the limits of authority, including spending.
e In outlining the roles and responsibilities within the Regional Board.

¢ In highlighting the accountabilities of the paid and unpaid workforce (in its widest meaning) with
regard to each core area of the Region’s operation.

e In defining the local reporting frameworks, so that there is sound oversight by the Regional Board
and transparent communication between each Workgroup.

Regional Boards should identify if the Terms of Reference remain fit for its current purpose. Where there are
areas of uncertainty, ambiguity or new developments not within the current Terms of Reference, the
Regional Board should raise a query via the Federation Commission with the Main Board.



Regional Board - Bye Laws

British Cycling and the Regions operate to the Memorandum and Articles of Association, various policies,
Technical Regulations, other regulations and a set of Bye Laws.

While the Terms of Reference outline the roles and responsibilities for Regions, the Bye Laws establish the
formal structure within which Regional Boards operate.

Board Discussion Point: Bye Laws

Regional Board members, both individually and collectively, should be checking and challenging
its procedures to ensure that the Regional Board works within the authority of the Bye Laws.

If there is a matter that is not sufficiently covered by the Bye Laws, upon which further guidance
is required, this can be raised directly via the Company Secretary or via the Regional Chair at
peer group Federation Commission meetings.

The Bye Laws also set the key programme of annual meeting requirements. Appendix 4 — Timeline of Key
Regional Dates sets out the timeline of key regional dates, the purpose and reason for certain meeting dates,
and also the notice period that is required to be followed to ensure meetings have validity. Where certain
notice period dates are not followed, meetings and decisions might subsequently be ruled invalid and a re-
run of the timely process will be required in order to enact the correct process.

Regional Board - Workgroups

Given the range of activities within a Region, and the naturally limited time of volunteer members to cover
the detail of so much activity, Regional Boards often create workgroups to assist the Region in carrying out
its duties and to provide operational coordination and support to the Regional Board.

The primary reason for a Regional Board’s decision to establish a particular Workgroup is to focus on a
specific area of the sport or activity. In some Regions, a form of Workgroup might already exist, with whom
the Regional Board already works on a collaborative basis.

Whether establishing a new Workgroup or collaborating with an existing group, it is essential for good
governance that Regional Boards and Workgroups are clear on their areas of responsibility. This can be
defined in a Terms of Reference for the group (refer to Appendix 10 — Regional Workgroup Template TOR,
for details).

A sufficiently clear Terms of Reference will ensure that the Workgroup understands its role, and the
importance of working to an established strategy to deliver against clear objectives. For new developments
outside of the Terms of Reference, it will be the responsibility of Workgroups to make written
recommendations to the Regional Board, who will then make a decision on implementing those
recommendations. Regional Boards will know that the recommendations being made to it will be by those
people best placed to make them. Whilst Workgroups might have some clearly defined and delegated
authority, they should be accountable to the Regional Board which has oversight of all Workgroups and how
consistent development is working to achieve the regional strategic plan.

The size and scope of a Regional Board and its Workgroups will be influenced by the range of needs,
objectives and interests of a particular Region.

Workgroups would ordinarily benefit from retaining a direct link to the Board through the Chair of that
workgroup also being an elected Regional Board member.

Board Discussion Point: Strategic vs operational discussions

The role of a Regional Board is to make local strategic and policy decisions to ensure the Region
can be run effectively and sustainably in the longer-term, and to then monitor and review the
action points it has agreed, to ensure focus remains on those strategic and policy decisions

Sometimes the enthusiasm for a topic might result in detailed operational discussions that
should be dealt with at a Workgroup level.



Board members, both individually and collectively, should be checking and challenging the Chair
where necessary, to ensure that the Regional Board works at a strategic level, avoiding
operational distractions.

Not all Workgroups will be permanent. Some may be established for short-term projects by the Regional
Board, perhaps in relation to a specific event or to mark a celebration. Such Workgroups would have Terms
of Reference for a specified period of time, and on completion of the project the Workgroup would cease to
meet or exist. Workgroups can be helpful because they enable Regions to engage people with relevant skills
for specific projects, providing much-needed support and agility when responding to a specific need.

In some sport or geographic circumstances, it might be appropriate to work with another Region to establish
a joint Workgroup to develop a specific strategic objective. One region might take the lead in overseeing that
particular initiative, for example, with each Region retaining responsibility for the overall development
within its own Region.

Board Action Point: Workgroup Terms of Reference

Whilst a Workgroup will have an oversight function for a specific area of regional operations, it
may or may not have responsibility for delivering the work. Make sure that the Regional Board
and Regional Workgroup are clear in defining the Terms of Reference for each Workgroup so

that all members know what is required, and how they are accountable to the Regional Board.

The following shows a possible Regional Board structure that includes Workgroups:

Board Action Point: Regional organisational structure

Whilst most Regions have a broadly similar structure, there may be unique aspects for each. The
organisational structure for each Region should be reviewed by its Regional Board periodically to
ensure it remains relevant. As a group, dedicate some time to ensuring that the range of
Workgroups in the Region are still relevant to achieving the strategy and objectives of the
Region.



Changes in the strategy might warrant a revised structure, perhaps with some new Workgroups
covering emerging development needs.

Such a diagram (see above) is also a useful tool in communicating and understanding a Regional
Board’s governance structure, that can sometimes be confusing for new volunteers unfamiliar to
the sport.

In the course of the Regional Board seeking to establish the optimum structure for the Region,
make sure that the structure is compliant with the Bye Laws and is reflected in the various Terms
of Reference.

Board Discussion Point: British Cycling staff on committees

Each Region has access to the insight and support of a British Cycling Regional Manager (BCRM).

It is important that you work with them to establish how you think they can support the Region
and vice versa, and what you believe their role is within the decision-making structure and
process.

Key regional staff should be encouraged to attend the regular Board meetings to enable
collaborative working and assist the Regional Board with decisions based on data and insight.
This is covered in more detail in Key Component 4 — People.

Regional Secretaries Group

The Regional Secretary of each Region is invited to attend regular update calls with the other Regional
Secretaries, arranged by the Company Secretary. This allows collaborative working and the sharing of ideas
and issues, improving communication throughout the Regions. The Regional Treasurers may also arrange
update calls to share thoughts and best practice, offering support to others in the role.



Key Component 4 - People

In Key Components 2 and 3, we highlighted the structure of British Cycling and that of its Regions.

Within each Region, the effectiveness of the structure and the ability of the Region to achieve its aims and
objectives will be highly dependent on the working relationships and the level of engagement amongst the
Board.

The Regional Board has the lead role in making key strategic and policy decisions that are supported by
clearly defined requirements to ensure the organisation can be run effectively and sustainably.

To be effective in developing the Region, all individual members of the Regional Board should ensure that
they are aware of and recognise the following:

Role descriptions Ensure that the Regional Board and key individuals understand their role within the
Region, and the relevant skillsets and expertise which are required in key areas of
the Region’s activities.

Terms of Reference Ensure that all Regional Board members are aware and have clear understanding of
the British Cycling Terms of Reference for the Regional Board, to define the purpose
or reason for being involved.

Ways of working Ensure that all Regional Board members are committed to the ways of working
within the Region and in doing so follow the British Cycling values, integrity
standards and the policies and procedures.

The following pages look at each in more detail.



People - Role descriptions

Role descriptions for both Regional Board and Regional Workgroup members are very useful in outlining the
expectations of the roles. Much like a job description for any employee, the role description should detail
the widest possible range of duties required by the role, the key relationships and communication points, to
whom the role is accountable, as well as the skills, experience, and knowledge beneficial to that role. Role
descriptions should also include the length of term of office.

Good communication of role descriptions will help each Region recruit, appoint, guide and develop its future
volunteers.

Key Roles

What are the key roles within a Region? As identified in the Key Component 3 — Regional Structure, there are
four mandated roles for all Regions:

e Regional Chair

e Regional Vice-Chair
e Regional Secretary
e Regional Treasurer

Regional Chair

The Chair of the Region is a pivotal role in delivering successful and productive meetings. Whether this is
Regional Board meetings, informal discussions, or annual general meetings, it is important the Chair is a
focussed and capable leader.

Appendix 5A is a role description for a Regional Chair.

Appendix 6 — Tips for Chairing a Meeting contains some best practice examples and guidance on how an
effective Chair operates.

Other support for all Regional Chairs is also available through several channels : through the BCRM, the
induction process for new Chairs, the staff at HQ, and the Federation Commission network of other
Regional Chairs.

Regional Vice-Chair

The Vice-Chair brings added skills, experience and perspective as well as helping to share the leadership role.
If the Chair is away, indisposed or ill, it is appropriate to have a clearly designated person the Regional Board
can turn to first to chair meetings, and to keep the momentum on action points between meetings.

A good Vice-Chair is someone a Chair can trust as a sounding board to give them support, giving informal
feedback, honest advice and a fresh perspective. Also, if there are tensions among the board, a Vice-Chair
potentially has the informal authority to mediate, perhaps to see the issues more independently and help
bridge the gaps.

Succession planning is an important task for Regional Boards to undertake, and many elected Vice-Chairs go
on to be elected as Regional Chairs which serves well in retaining that experience. However, not all Vice
Chairs want to be (or are suited to being) Regional Chair so it is important to have an understanding openly
when taking office as a Vice-Chair, that there is no automatic expectation to go on to be Regional Chair.

Appendix 5B is a role description for a Regional Vice-Chair

Regional Secretary

The Regional Secretary is the key organiser and record keeper for Regional Board’s administration and
meetings.

Accordingly, the Regional Secretary should be able to demonstrate exceptional organisational skills as well as
an understanding of the timescales and documentation requirements for the Region’s annual cycle of AGM
and Board meetings and activity. To help ensure the Regional Board works efficiently, Regional Secretaries
should demonstrate the importance of meeting preparation, timely circulation of agendas, accurate
preparation of minutes, and recording of agreed action points.

Appendix 5C is a role description for a Regional Secretary.

Regional Treasurer

The Regional Treasurer fulfils an essential role in managing the Region’s financial resources.



A solid understanding in finance and accounting is essential, as is the ability to communicate financial
concepts and explain the rationale for future budgets to Regional Board members. To ensure the Regional
Board has up-to-date information on finance, the Regional Treasurer should demonstrate effective meeting
preparation, timely circulation of budget and financial statements, future financial planning and of following
the key processes for handling monies and finances.

Appendix 5D is a role description for a Regional Treasurer.
Other roles

Other Regional Board members are elected or appointed, up to a total number of 12. Where more than 12
members of a Regional Board are considered necessary or advantageous, there is scope to appoint up to
recommended 3 co-opted non-voting Regional Board members on an annual basis.

Other examples of Board roles within a strong Regional Board might also be:

e Digital and Communications Officer

e Youth Development

e Women and Girls Development

e Disability Development

e Diversity and Inclusion Development

e Volunteer Development

e Facility Development

e Representative for Road

e Representative for Track

e Representative for Cyclo-Cross

e Representative for Mountain Bike Gravity and/or XC
e Representative for BMX

e Representative for BMX Freestyle

e Representative for Cycle Speedway

e Representative for Recreational Cycling

As part of its ongoing Regional Board review process in line with its annual review of strategy for the Region,
the Regional Board should consider what roles are essential for achieving key strategic aims, and should then
consider that it has a Board role, and possibly a Workgroup, both with relevant role description/Terms of
Reference, to focus upon delivering that key strategic impact.

An example template role description for various other of these positions are in Appendix 5E.

Not all Regional Board members need to have a specific role, but without a specific role all other Regional
Board members should none-the-less be aware of their requirements as a board member.

An example template role description for a general Regional Board member is in Appendix 5F.

Board Action Point: Creating additional role descriptions

While standard template role descriptions are available within this Guide, sometimes it might be
necessary to tailor a particular role description so that it is specific to a Region’s needs. This will
help the description to be relevant and engaging for prospective candidates to the Regional Board
or Workgroup vacancies.

Such a role description should be the subject of a formal approval process by the Regional Board.

Other people operating within a regional structure
Workgroup Chairs

In Key Component #3- Regional Structure, reference is made to the creation of Workgroups to focus on
the development of a specific area of the sport or activity. Applications should be sought from suitable
candidates to be the Chair of each workgroup, and the process may include the submission of relevant
CVs for the role or even a brief presentation by each prospective Workgroup Chair to the Regional

Board. Where there is an existing form of Workgroup, the views of existing group members can also be



considered in consultation. After such consultation process, Regional Boards should have the decision-
making authority on who is appointed.

Where possible and relevant with suitable knowledge, skills and experience, Regional Board members
should be appointed as chairs of Workgroups. This enables the Board to have specific oversight of the
activities of that Workgroup.

However, given the number and remit of certain Workgroups it might be relevant for a Regional Board
to appoint a non-Board volunteer as Chair of a Workgroup. In such circumstances, the Workgroup
Chair should ensure there is good communication between the workgroup and the Board but
understanding that this does not automatically make them a Regional Board member, nor give them
any authority outside of the Terms of Reference for that Workgroup.

Many of the skills as identified in the Regional Chair Role Descriptor will be equally applicable to
Workgroup Chairs.

Regional Competition Administrator (RCA)

Each Region has authority from British Cycling to contract with an RCA. This is a contractor role and
does not provide the RCA with any authority outside of the contract terms, nor is the role a voting
member of the Regional Board. To avoid any conflict of interest in determining the events calendar
within that Region, the RCA should not also be an elected Regional Board member.

British Cycling — Regional Manager (BCRM)

There are a number of British Cycling employed permanent staff and a Regional Manager allocated to
each British Cycling Region. The current BCRM role title is Regional Manager (RM). While not being a

voting member of a Regional Board, the BCRM will have a vital and beneficial role from being involved
in the Regional Board’s meetings.

The BCRM will be able to assist decision-making by providing high-quality status reports relating to a
range of programmes, events, activities, and partnerships, and will support the Region to share best
practice both within the Region and from other Regions, including any necessary recommendations
based on relevant insight and data. The BCRM can also support the flow of information between the
Region and British Cycling HQ, while having input into key decisions. This co-operation between staff
and volunteers generates a much greater sense of togetherness and also helps attract additional
volunteers through clarity of purpose.

Keys to establishing a good working relationship with the regional British Cycling staff team

Clarity of accountability - Being clear within your regional documentation who is accountable
between staff and Regional Board for certain decisions and activities. By making the decision-
making process very clear, each Region will have a more effective team approach to progressing
its challenges.

Decision-making - An organisational hierarchy of the local employee team will provide a clear
understanding of the chain of decision-making for the Regional Board.

Ways of working - Establish and agree ways of working with the Region’s BCRM to ensure
updates, reports and information are shared at the right times with the right people.

Good communication — Formal and informal communication with relevant Regional Board
members.

Board Action Point: Who'’s accountable — Regional Board, Workgroup, or staff?

Each Region should have a clear schedule of the key operations in its Region together with a
name accountable for that area. The regional staff are led by the BCRM and are line managed by
BCHQ but work closely and collaboratively with the Regional Board to develop cycling in the
Region.

From time-to-time, it is beneficial to walk through that schedule and check that the recorded
responsibility remains valid. Undertaking this exercise will help re-establish a Region’s approach



to key areas of operations and help identify where the Regional Board has a responsibility to
encourage volunteers to take a more active role.

At any time, it is entirely appropriate for a Regional Board member to seek to clarify this
responsibility.

Roles and term limits

It is important to give a volunteer enough time to fulfil their role, without making the term served feel either
overly-lengthy or conversely appearing to block others who are keen to contribute.

The Code for Sports Governance introduced a requirement for national governing bodies to apply term limits
to Board Director positions. As a cascade of good governance, British Cycling is taking a similar view on the
length of terms for all its Commissions, Regional Boards and Workgroups. Accordingly, all Regional Boards
and Workgroups will also operate according to principles of the Code for Sports Governance.

Regional Board members will be eligible to serve three terms of 3 years (i.e. 9 years in total) after which
there must then be a 3 year gap before being able to seek election again. This means an individual will have
the opportunity to serve on the Regional Board for a maximum of 9 years before stepping down and
allowing someone else to contribute. In exceptional circumstances to help with succession planning, a key
individual may serve a further one-year period.

It is also important to maintain continuity at Regional Board level and it is therefore best practice to stagger
terms so that only one third of the Regional Board is replaced and refreshed each year. Additionally,
Regional Boards should ensure agenda time is given to a succession plan to identify and encourage members
into Regional Board roles. This is covered in more detail later in this Guide.

Regional Board resignations

It should also be recognised that during a Regional Board member’s three-year appointment period, there
might be changes in their circumstances that make remaining a member difficult or impossible. For example,
moving away from the Region through work or family commitments, or no longer having the volunteer time
to commit to being a Regional Board member. It might also be the case that a Regional Board member
wishes to apply for another role on the Regional Board (such as Vice-Chair or Chair) before completion of
their current three-year role.

In such circumstances a Regional Board member might choose to resign their appointment and that vacated
Board position will then become available.

Where there are Regional Board vacancies in between annual Regional Council election meetings, these can
be dealt with on a temporary basis by the Regional Board in accordance with the Bye Laws. A formal election
process would then take place at the next Regional Council meeting.

Does a Region need to appoint a President as well as a Chair?

Some Regions have an elected President role. It is possible that your Regional Chair has many unseen
duties to attend to, including those occasions when the Region simply has to be represented at an
official function or prizegiving. A President’s role is often acting as the figurehead or ambassador for
the Region, whilst chairing a Board is very different and requires experience of managing agendas
effectively.

Whether a Region chooses a President or not, the role should have a clear role description to ensure
its remit and authority is understood by all.

Support for Regional Board members

It is inconceivable that a member of staff would be employed in any organisation without a suitable
induction upon their arrival, or that they would not have an appraisal of their performance on an ongoing
basis. Good governance requires this same principle to be applied to Regional Board volunteers.

Board Member induction

Since all Regions are likely to have an annual turnover of Regional Board members this makes it important to
have support in place to help them have a productive and enjoyable start to their term in office.



An induction to Regional Board membership should ensure that the volunteer is comfortable with their remit
and ready to hit the ground running at their earliest opportunity.

In each Region, a suitable local induction for a new Regional Board member may include:

e A handover opportunity with the previous incumbent of the role.

e Scheduled meetings with key people in their area of involvement.

e A new Regional Board member pack containing access to resources such as:
0 The Governance Guide.
O Regional Board Terms of Reference.
O Regional Delivery Plan.
0 Meeting notes and Regional Board reports from the past 12 months.
0 Details of fellow Regional Board members and British Cycling staff.

At the first meeting after a new member joins the Regional Board, a dedicated ‘getting to know you’ agenda
item, will be a friendly and useful way for all other Regional Board members and relevant British Cycling staff
to further develop a relationship.

Nationally, British Cycling runs a series of volunteer induction meetings for new joiners to its Discipline
Commissions and Regional Boards. These help to outline British Cycling’s Values and strategic aims, as well
as covering the key policies and procedures that new joiners might need to be aware of.

All Regional Board members will also receive invitations to attend relevant training or networking events
provided by British Cycling.

Reviewing Regional Board performance

It is important that Regional Board members review their own performance, both as individuals and
collectively. A periodic review process allows the Regional Board to identify where its activities and
behaviours have both enabled or hindered achieving effective development. Changes to activities and/or
behaviours that could help to achieve better results can then be implemented.

Regional Board reviews are most effective where individual and collective strengths are recognised and can
be built upon, but also where weaknesses are identified and addressed. There are no hard and fast rules
about how reviews should be carried out. However, before conducting such a review-there are several
factors worth considering:

e Reviews of Regional Board performance need to be a genuine exercise of exploring areas for
improvement.

e Reviews require a positive attitude to change and improvement from individuals and the Regional
Board collective. It has no value if it is viewed as a ‘tick-box’ exercise where everyone ticks the ‘we
are doing well’ box without exploring potential areas for improvement.

e Reviews need to be specific for the Region and should involve a focus and process that is relevant to
its circumstances.

e Reviews should reflect the Region’s current stage of development, future plans, and its complexity.

e Reviews might also need to allow for feedback from the membership, clubs, and staff.

Board Discussion Point: Is everyone best suited in their current Regional role?

As Regional Boards develop their strategy and objectives there is a continuing need to check that
the best use is made of all volunteers.

Regional Boards should be willing to review the current and future volunteer membership of
both the Regional Board and any Workgroups respectively. Although perhaps a challenge to the
status quo, Regional Boards should be willing to have difficult conversations about
recommending moving a Regional Board member’s place in the organisational structure. Such a
move would allow volunteers to better serve the sport and support the Region to continue its
development. For example, a Regional Board member might repeatedly be absent from
Regional Board meetings due to other commitments, perhaps as a coach or volunteer within a
discipline.



Board Action Point: Volunteer workload and priority areas

Community sports of all types are finding it increasingly difficult to find volunteers to undertake
roles — particularly where there is a significant amount of accountability and workload. Consider
the following questions to sense check if your approach is going to attract and enable the right
people to get involved.

e Have you considered what the priority areas are for the Region?

e What would happen if no volunteers could be found?

e Have you thought about how you might attract people with the right skills to get
involved?

e Have you made it clear what skills you need, and have you made the role sound
attractive and interesting? For example, is there a role description or project scope?

e Have you thought about using different communication channels to get the message
out?

e Would the Region consider paying someone (a staff member, a consultant or a
contractor) who can then be held accountable for this area of operations?

e Would the Region simply stop doing that activity and lower its sights on what it is
capable of delivering?

Board Discussion Point : Support and performance

It is important to consider supporting and developing all members of the Regional Board to be
the best they can be. This can be achieved by:

v Induction and support.

v" Mentoring and guidance for new Board members.

v Providing opportunities to build a range of relevant experience and knowledge.
v Sharing knowledge and highlighting best practice.

v" Reviewing individual and collective Regional Board performance.

Regional Board members should be open to discussing development or knowledge requirements
and the Chair of each Regional Board should ensure that a suitable agenda item is included on a
periodic basis.

Succession planning

There are many reasons why it is becoming more difficult to attract the right volunteers to serve on
volunteer boards and workgroups across many sports. These include perception of:

An increasing workload for a diminishing number of people.

Fear that the role is swamped by too much responsibility.

Concern that some volunteers have served the organisation so long that it appears to be a private
empire and therefore not welcoming to new members or ideas.

What we know to be true is that when a Region operates with effective governance practices, and openness
and transparency, continuing to recruit high-quality volunteers with relevant experience and skills is
considerably easier in the future.

Succession planning is the active process of looking beyond the current incumbent and preparing for a time
when they will no longer fulfil that role.

Reasons to undertake succession planning:

Having a succession plan allows the current incumbent to work knowing that they can, at the end of
their term, step back and enjoy their sport purely as a participant again.

Having a successor who is prepared allows for an appropriate handover, making the change less
stressful for all involved.

A new person coming in may bring new ideas, ways of working or outside experience which would
be hugely beneficial to the Region and the sport.



e Having a successor stops other Regional Board members from having to ‘pick up the slack’ should a
role be unfilled.

e Having a successor saves the Region from possibly having to change or even stop activities when
there is not a person to carry out that function.

e Having a successor can save the potential embarrassment of there being unfilled roles when the
AGM comes around.

Board Action Point: Board succession plan

For each of the full range of Regional Board and Workgroup Chair roles in the Region, should be
recognition that good governance requires there to be an official term length for that role.

Identify the current incumbents, the current tenure lengths and the remaining terms that are
possible. Explore whether there is a likely successor in place for those roles when the current
term concludes. If not, the Regional Board should take action or delegation to detail the steps
required to find one.

To effectively fulfil the duties and responsibilities of the Regional Board and its Workgroup Chairs,
representatives should be sought out and invited both to be nominated for Regional Board elections, and to
apply for key roles. By using sufficiently detailed role descriptions and a Nominations Workgroup, Regional
Boards are able to draw talent from all sections of the Region.

Nominations Workgroup

Rather than relying upon volunteers to emerge, some organisations identify their Board members based on
a set of criteria that they are looking for, and a Nominations Workgroup can be useful to help identify
potential candidates. It need not be a permanent Workgroup but can be established for a short period, when
the risk of a role being unfilled is identified.

A Nominations Workgroup is generally made up of existing volunteers who understand the commitments
required for the role(s) they are seeking to fill. Having a Nominations Workgroup does not exclude other
candidates from applying but should ensure that each vacancy has at least one candidate who has been
identified for their ability to contribute to the Region in that specific role.

One key benefit of using a Nominations Workgroup is that the representatives on that group can be focussed
on the role needing attention, and can ensure that all relevant local members are made aware of the
volunteering opportunities that exist to serve the Region’s interests. It is therefore helpful if the Nominations
Workgroup is made up of an appropriate cross section of the Region’s membership. Once those
opportunities have been promoted widely, it is then best to select based on skills.

Board/Nominations Workgroup Discussion Point: Readiness for the Regional Board

Many people fulfil other roles before they are nominated for membership of the Regional Board.
This progression helps those volunteers to fully understand the ways of working in the Region
and should be encouraged.

Checklist: Recruitment

To help you in your efforts to get the right people on your Regional Board you should consider
the following as priorities:

v Undertake skills-based recruitment.

v Review or establish role descriptions for Regional Board/Regional Workgroup
positions.

v Ensure Regional Board/Regional Workgroup member actions are aligned to British
Cycling standards and Code of Conduct

v’ Establish a Nominations Workgroup where required

v’ Create a succession plan



People - Terms of Reference (ToR)

Regional Board membership

Terms of Reference was covered in detail in Key Component 3 — Regional Structure. British Cycling has a ToR
for each of its formal 10 Regional Boards so that there is an element of uniformity and standard in how the
Regional Boards operate and perform their duties.

They are used to provide a framework for a group to work within by defining the purpose and structure so
that all those involved are clear about the parameters of the group.

The ToR for a Regional Board is attached in Appendix 3.

Regional Workgroup membership

Similarly, there is an outline ToR for Regional Workgroups, (see Appendix 10) but with scope for a Regional
Board to adapt a ToR to meet the needs of the Workgroup when it is formed.

All Workgroups should have a ToR from its Regional Board so that there is a clear and agreed understanding
of its remit.

For people interested in more detail about Terms of Reference for Regions and/or Workgroups, please refer
to Key Component #3 — Regional Structure, for more information and clarification.

Terms of Reference are not intended to be confidential documents. Therefore, if anyone in a Region wishes
to have sight of ToR for the Board and/or its Workgroups, these will be available.

People - Ways of working

A Regional Board'’s effectiveness is determined not just by who sits on it, but also by what it does and how it
acts.

As noted in the introduction to this Key Component section, this Guide seeks to outline sufficient details to
ensure that all people who are Regional Board members are aware of and committed to following the British
Cycling Values, integrity standards and the policies and procedures that bring these to life as part of their
membership of Regional Boards and Workgroups.

Running effective meetings - Tips and advice for the Chair roles

The Chair of the Regional Board (and Regional Workgroups) is a pivotal role in delivering successful and
productive meetings. Whether this is Board/Workgroup meetings, informal discussions or annual general
meetings, it is important that the Chair is a focussed and capable leader.

All Board members should be familiar with the importance of meeting preparation, timely circulation of
agenda items, of providing support yet challenging in a constructive manner and being an essential elected
member of the Board with relevant authority to act in the best interests of the Region.

Appendix 6 provides some best practice tips and guidance on how an effective Chair operates.

Effective meetings are also best supported by clear and consistent documentation, that readily links from
previous Regional Board decisions to current agenda items and to addressing agreed action log points.

To support each Region to work in this clear and consistent manner, templates for agendas, minutes and
action logs are attached as appendices:

Appendix 7 Regional Board Meeting Agenda Template
Appendix 8 Regional Board Meeting Minutes Template
Appendix 9 Regional Board Meeting Action Log Template

It is also important that a Regional Board is aware of the key deadlines and timescales that it should be

following for its meetings, both to ensure compliance with the Bye Laws, but also to follow best practice. A
summary of key dates is set out in Appendix 4 -Timeline of Key Dates for Regional Boards

Board Discussion Point: Readiness of agenda items




One of the most common points of friction or timewasting within bodies that rely upon
collaborative governance is where a Board agenda item or Board member becomes too involved
in the detail of operational management that should be referred directly to staff and/or a
Workgroup, or where there is simply not enough information being provided currently to enable
a high-quality decision to be made.

Maybe you can think of a recent example where the Regional Board allowed an agenda item to
stray into detailed matters for which it was ill-equipped or uninformed to make a
recommendation.

It is the Chair’s responsibility to take steps to ensure that the Regional Board retains its strategic
role, and that Agenda items are ready for discussion, with support from all Regional Board
members where appropriate.

Other aspects of an effective meeting are:

e Managing Conflicts of Interest.
o Upholding the Values of British Cycling.
e Ensuring adherence with the Code of Conduct.

These all relate to matters of integrity and are covered in Key Component 5 — Integrity.

Summary of Key Component - People considerations for a Regional Board

Checklist for a Regional Board

Schedules a minimum of four Regional Board meetings a
year, including one dedicated to the review of the strategic
plan and goals of the organisation.

Empowers the Chair to enforce effective meeting rules to
increase effectiveness.

Embraces and reviews its Terms of Reference and role
descriptions to ensure that it operates with clearly
established accountability and authority.

Embraces responsibility for preparing, responding to and
reading key meeting paperwork in support of the Regional
Secretary’s requirements.

Embraces its responsibility to achieve the goals established
as part of the Regional Delivery Plan.

Works from a well-documented Regional Delivery Plan, with
supporting financial information.

Manages a staggered rotation system with a
minimum/maximum term of office.

Embraces a diverse nominations workgroup to promote
volunteer opportunities in every area of the local cycling
landscape, and then identifies and attracts representatives
based on their skillset and experience.

Supports a proactive induction programme and offers
educational and development opportunities.

Undertakes a Regional Board performance review, perhaps
in liaison with other peer Regions, at least once every three
years.




Key Component #5 - Integrity Standards

Integrity in sport often refers to threats such as results-fixing or doping, and while it is important that cycling
is protected from these, integrity also relates to the behaviour of the leadership and management of each
Region. Regional Board members are the lead guardians of the sport in their area. Accordingly, all Regional
Board members need to be aware of, and uphold, the highest standards of integrity and act in the interests
of the Region and of British Cycling at all times.

Integrity is one of the four British Cycling Values. These Values are explored in Key Component 1 — British
Cycling Strategy and Values

What do we mean by integrity?

The leadership and management of the Region must act in the Region’s best interests. While this seems
straightforward, it’s important that all Regional Board members have a good understanding of what it
means. Integrity can be viewed as the actions of both the organisation as a whole, and also individuals
themselves.

Organisational integrity

Integrity relates to the actions of the Regional Board as a whole. For example, Regional Boards are regarded
as the guardians of the sport in their area, and in formulating the Region’s strategy it is important that the
Regional Board appreciates the demands and requirements of all those interested parties in the Region, who
need to feel that their leaders are acting in the best interests of the organisation. Regional Boards should
therefore take note of their Workgroups’ views in the Region and communicate clearly on the longer-term
goals and objectives.

Individual integrity

Integrity also relates to individual Regional Board members’ actions and behaviours. For example, a Regional
Board member may have personal views or aspirations for the Region which are not agreed by the Regional
Board to be part of its strategy. Choosing to disregard the agreed strategy while predominantly pursuing
those personal views or aspirations would be acting against the integrity of the Board’s decisions and against
the best interests of the Region. It is important for Regional Board members to deal with conflicts of interest
and loyalty to ensure the Region’s purpose and strategy are the most important part of all decisions.

Why is integrity important?

Regional Board members and the Region’s leadership have ultimate responsibility for the Region’s success,
including its reputation. Regional Board members should ensure that they keep the respect of local
members, affiliated groups and interested parties by ensuring that all Regional Board members and the
Regional Board as a whole are visibly behaving with integrity. Failing to do this risks bringing both individuals
and the Region into disrepute.

In circumstances where a Regional Board member loses their personal integrity and continues to publicly
take a differing view than the Region, the Regional Board might need to convene to consider appropriate
action. Such action might range from encouraging the person to desist, or if their view remains publicly
opposed, to consider a Regional Board vote on removing that individual from the Regional Board.

Board Discussion Activity — Individual integrity

Where a Regional Board member does not agree with an agreed main board or
Regional Board decision or action, this might lead to publicly outspoken comments
that place that Regional Board member into conflict with the organisation. Such
comments can be verbal, through the press or via social media.

All Regional Board members should be aware of their personal integrity on such
matters and any Regional Board member should feel empowered to raise such
points of conflict with the Regional Chair or wider Board membership.

Conflicts of Interest




Conflicts of Interest often exist when member organisations elect or appoint people into positions on
Regional Boards. A Conflict of Interest occurs in situations which may undermine a person’s impartiality
because of:

1 The possibility of a clash between the person’s self-interest, professional interest or public interest.
For example: Family or personal benefit
A Regional Board member may have a conflict of interest if they or their family would benefit
personally from a Regional Board decision. For example, they are involved in an events company or
supplier that wishes to be involved in particular events in the Region and the Regional Board is
discussing decisions on organiser or supplier choices. The Regional Board member would have a
conflict of interest: on one hand they must act in the best interest of the Region and pick the best
option for the success of the Region, while on the other hand, they have their own business interests
to think about.

2 Their responsibility or sense of loyalty elsewhere may limit their ability to act in the best interest of
the Region.
For example: Loyalty to friends or other groups
A potential Conflict of Interest may arise when a person is elected to the Regional Board by a specific
group in the Region. They may then be faced with making a strategic decision which would be
unpopular with the group who elected them, but which is in the best interest of the Region. At
Regional Board meetings, the Regional Board member has a duty to consider and make decisions in
the best interest of the Region, even if this means disappointing other groups.

A conflict is not necessarily a negative situation, but it can be a problem if a lack of recognition, transparency
and objective decision-making creates a loss of individual or organisational integrity.

Conflicts of Interest and conflicts of loyalty can always be present and should be recognised as soon as
possible. In following the British Cycling policy and recording Regional Board member conflicts in a separate
register (see Appendix 11) there is an open and robust procedure for managing them. By recognising,
managing and recording Conflicts of Interest, all interested parties will be able to have confidence that
Regional Board members will not be able to unduly influence a decision to their benefit.

Tips for managing conflicts of interest:

e Identify all real, perceived or potential conflicts and record them in the meeting minutes.

e Once recorded, the individual is in a safer position from any accusations. If conflicts are not disclosed
and later become an issue, the individual may find themselves in a difficult position.

o The Region will find it useful to ask for declared Conflicts of Interest at the start of each meeting in
relation to the agenda items. Regional Board members should then declare any further conflicts that
arise during discussions. Dependent upon the matter being discussed, the Chair might exclude the
relevant Regional Board member from any debate on the decisions where they may have a potential
conflict.

e If a Board member thinks they may be conflicted they should raise this ahead of the relevant
discussion or decision and the Chair should manage how this is handled.

Board Action Point - Conflicts of Interest

Check that the Regional Board understands how real and perceived
Conflicts of Interests can affect the Region’s performance and
reputation.

Check that the Regional Board identifies, deals with, and records
Conflicts of Interest as a matter of routine and the register is made
available to all Regional Board members. (See Appendix 11)

Check that Regional Board members are invited to disclose any
actual or potential agenda conflicts at the beginning of meetings,
and that the Chair deals with these in a consistent manner.




What is a code of conduct?
A Regional Board'’s effectiveness is determined by who sits on it, what it does and also by how it acts.

British Cycling has a Code of Conduct for all members, to help regulate and manage their behaviour, and this
code is linked to British Cycling’s Values.

The Code of Conduct helps to foster an environment where Regional Board members feel they can openly
debate matters in a constructive manner and are clear about how meetings are run and what is expected of
them. The Chair of the Regional Board also has a key role in creating the right environment and running
meetings according to the policies and practices of the organisation. Regional Board meetings are more
productive and enjoyable when the Chair is clear about the meeting rules, and ensures these are
consistently applied.

Board Discussion Point: Awkward moments, and enforcing the Code of Conduct

There will, inevitably, be points when a Regional Board meeting strays ‘off-track’ or becomes
heated.

Given that the Regional Board members are all volunteers, there is often a reluctance from the
Chair to be seen to criticise those volunteers and bring the meeting to order.

How prepared is a Chair to intervene, and would a Chair feel more supported with a code of
conduct to assist?

Where a Board openly agrees to follow a code of conduct, the Chair is empowered to intervene,
and those moments are far less awkward when it is seen as simply ensuring effective
governance.

Conclusion

What does a Regional Board acting with integrity look like?
A Regional Board will be acknowledged to be acting with integrity when:

e It visibly and clearly acts in the best interests of the Region and its interested parties, and where the
Regional Board is not unduly influenced by individuals or groups who may have special interests. It is
seen to be collectively independent in its decision-making.

e The conduct of the individual Regional Board members, staff and those representing the Region is
ethical and in line with British Cycling’s Values, and where the conduct is not, that prompt action is
taken to address this.

e It adheres to the British Cycling Code of Conduct, which sets out expected standards of behaviour,
and responds promptly when this is not the case.

e |tis recognised for safeguarding and promoting the Region and British Cycling’s reputation.

What are values?

Values are the guiding principles which apply across the Region and underpin how its work is carried out.
They are basic beliefs about what matters to the individuals involved in the Region and what binds them
together. They should guide how things are done across the whole Region and assist the creation of the
strategic plan.

Regional Boards can refer to British Cycling’s Values in Key Component 1 of this Guide, which can be an ideal
way to help identify the most suitable candidate volunteers that will represent your Region in all areas of
activity. The volunteers each Region selects should reflect the type of organisation that we are, and the
values we seek to uphold.

A useful reference in addition to British Cycling’s own Values, and which many organisations also look to
guide them, are the Nolan principles. The seven principles of public life, known as the Nolan Principles, were
defined by the Committee for Standards in Public Life. They are a standard basis of the ethical standards
expected of public office holders.

Nolan Principles



Selflessness - Holders of public office should act solely in terms of the public interest. They
should not gain financial or other benefits for themselves, their family or their friends.

Integrity - Holders of public office should not place themselves under any financial or other
obligation to outside individuals or organisations that might seek to influence them in their
work.

Objectivity - Holders of public office must act and take decisions impartially, fairly and on merit,
using the best evidence and without discrimination or bias. This may include making public
appointments, awarding contracts, or recommending individuals for rewards and benefits.

Accountability - Holders of public office are accountable for their decisions and actions to the
public and must submit themselves to whatever scrutiny is appropriate to their office.

Openness - Holders of public office should be as open as possible about all the decisions and
actions that they take. They should give reasons for their decisions and restrict information only
when the wider public interest clearly demands it.

Honesty - Holders of public office should be truthful. They have a duty to declare any private
interests relating to their public duties and to take steps to resolve any conflicts that arise.

Leadership - Holders of public office should promote and support these principles by leadership
and example.



Key Component 6 - Inclusivity and diversity

What is meant by inclusivity and diversity?

Inclusion...

is about being welcoming as a sport in its widest sense, where anyone can join in with minimal
barriers.

is attracting and developing talent wherever it exists.

is allowing everyone in the organisation to reach their full potential.

Diversity...

is about understanding, recognising, respecting and valuing differences.

is ensuring a cross-section of representation of genders, races, religions, sexual orientations, and
ethnicities.

is having a respect for all cycling disciplines and volunteer opportunities within the sport.

Why is inclusivity and diversity important?

Regional Boards and Workgroups need to stay relevant and in touch with their local membership,
communities and interested parties, who in turn need to know that they are truly represented within British
Cycling.

There are two main reasons why inclusivity and diversity are important:

1.

Ethical considerations

Everyone deserves to be treated equally and to have the opportunity to be involved in an organisation
if they have the necessary skills. It is simply the right thing to do to include everyone and ensure that
people are not excluded. Being inclusive and open to all is a necessary requirement for all businesses
and organisations and is an expectation within society more widely.

Breadth of skills and experiences

It is evidenced in many sectors that boards with individuals from different backgrounds and with
different experiences are more likely to encourage debate and to make better strategic decisions.
Interested parties that believe their voice is being heard are more likely to join and remain members
of British Cycling. In addition, many sponsors and funders require diversity and inclusivity before
committing to provide financial support to organisations.

What do we mean by inclusivity and diversity - are we just talking about gender?

Often when talking about inclusivity and diversity, reference is made to the legislation that governs equality
within the UK. The Equality Act 2010 legally protects people from discrimination in the workplace and in
wider society. It lists nine protected characteristics:

1.

9.

O No U A WN

Gender

Age

Disability

Gender reassignment

Race

Sexual orientation

Religion or belief

Marriage and civil partnership
Pregnancy and maternity

In broad terms the Equality Act makes it illegal to discriminate against an individual on these grounds.

It is important to remember that equality refers to fairness and in particular to universal access,
while diversity is about recognising and embracing differences within an institution, workforce or society.

Each Region within British Cycling must be committed to the organisation’s aims for inclusivity and diversity.
Each Region recognises the benefits of including, at all levels, a diverse group of individuals, with different
backgrounds and a variety of personal experiences, values, and views.



The benefits of inclusivity and diversity include:

e Members, affiliated groups and other interested parties all feel engaged and see that the
organisation and its activities represent them.

e There are accessible opportunities for involvement for everyone within the organisation.

e Healthy debate in Regional Board discussion ensures well-balanced decisions are taken. Research
demonstrates the dangers of ‘group think’ and the benefits of healthy discussion from a more
diverse group of individuals.

e Potential funders see a socially responsible organisation and are more likely to fund it.

What about inclusivity and diversity on the Regional Board?

It is important for Regions to recognise the value of an inclusive and diverse Regional Board and make sure it
reflects its region more widely by having an open and inclusive recruitment policy. Regional Boards without
this inclusivity and diversity may unwittingly inhibit development. Embracing inclusivity and diversity is
essential for organisations to remain reflective of the ever-changing needs of society. Regions should look for
individuals who have wide experience and skills as well as those who have different backgrounds, to be
recruited either as Regional Board members or into roles on Workgroups to help achieve the Region’s aims.

Board Discussion Point: Diversity and addressing imbalance

When looking at the composition of the Regional Board it is important to maintain diversity
whilst also representing the makeup of your Region.

Regional Boards might wish to explore whether the current Regional Board members and
candidates represent the balance of diversity from both your regional membership and also of
wider cycling-interested parties — covering age, gender, cycling ability, social background etc.,
seeking to avoid unconscious bias wherever possible.

Regional Boards should seek to identify potential new Regional Board members who are able to
bring such diversity and wider thinking, alongside key skills that are needed. This may mean a
differing process in contacting and supporting potential Regional Board members. It may also
mean advertising vacancies in a way that encourages applications from a wider community of
interested parties and not just an existing group of individuals.

Being a popular person or someone who already commits hugely to volunteering in the sport
shouldn’t be the only criteria for being nominated for election to a Regional Board. It is
important for effective decision-making that the Regional Board is diverse, and that the
individuals are appointed because they contribute appropriate skills and experience.

[See also Key Component 4 — People about performing Regional Board skills audit.]

Living by a set of values

British Cycling, like many organisations, has a set of defined Values which helps to guide the actions and
behaviours in all areas of activity.

British Cycling’s Values are covered in greater detail in Key Component 1 - British Cycling Strategy and
Values, and Key Component 5 - Integrity Standards.

Please click here to read British Cycling’s Equality, Diversity and Inclusion Strategy, Our Ride.


https://www.britishcycling.org.uk/about/article/20210709-about-bc-news-British-Cycling-publishes-landmark-equality--diversity-and-inclusion-strategy-0

Key Component 7 - Strategic planning

What is a strategic plan?

A strategic plan is an overarching master plan which maps out where you are now, where you want to be in
the future, how you intend to get there, the goals and objectives you want to achieve on the way and when
you expect to reach key milestones. Put simply, it is a plan for success.

Many Regions may already have an outline approach they are taking. It is important for unity that this is
expanded to cover the key priorities in the Region, documented and explained clearly so that it can be
shared with everyone, understanding the ‘Lead our Sport, Inspire our Communities’ vision for British Cycling
in the Region.

Strategic planning is essentially a disciplined process for identifying and defining priorities and goals and
these will help inform and support decision-making at different levels - getting to the important decisions
about priorities and focus, and the plan is simply the document that contains these decisions. A strategic
plan allows each Region to create some targets and measures to put collaborative governance into action
and set about creating a strong identity and culture that will hopefully result in high levels of future success.

British Cycling Strategy overview

An overview of the British Cycling Strategy can be found in Key Component 1 — British Cycling Strategy and
Values.

The national strategy provides a clear vision and plan for the future.
Regional Delivery Plans (RDPs)

The RDP is the name given to the overall strategic plan for each Region. In recent years, through the work of
the regional staff and the Regional Boards, the ten English Regions have each created their own RDPs that
aims to capture the regional priorities across all British Cycling programmes, activities, events and
partnerships, whilst clearly aligning these to the national strategy. The RDP can be used as an important
point of reference for a range of regional and national stakeholders.

The BCRM will lead on developing the RDP through consultation and collaborative working with the Regional
Board whilst ensuring that respective key elements of both staff and Regional Board align to the national
strategy and the outcomes of key partners and funders. Through this collaborative approach, both regional
staff and Regional Board priority strategic objectives will be included in the RDP, and ownership of these
objectives can be agreed, assigned, and documented.

Each of the ten RDPs across the English Regions adopt and use a consistent template. Whilst all plans align to
the British Cycling national strategy and aims, each governed region will have bespoke plans tailored to
regional needs and aims.

For ease of reference, it is useful to highlight that each RDP is aligned to the seven strategic priorities:
Inspiring performances: Sustain inspirational global elite cycling success

Grow communities: Grow and serve our cycling communities

Engage the next generation: Encourage more children and young people to make cycling a lifelong habit
Flagship events: Host world class major events to excite and inspire

Cycling for everyone: Ensure cycling is open to everyone

Work together: Work together with everyone who makes cycling happen

Equipped for success: Deliver our strategy effectively and efficiently

The RDPs focus primarily on a 12-month programme of delivery while also setting out some aspirations for
the next 3-5 years.

In each case, whether the specific actions to achieve the RDP are owned by staff in the Region, by the
Regional Board, by Regional Workgroups, or a combination of the 3, those ownerships are captured in the
one RDP so that there is a single strategic plan of action for the Region.

Overall, it is important that the Regional Board, Regional Workgroups and Regional staff have joint
responsibility for the delivery of the RDP.



Regional Board actions within the RDP

As noted above, the Regional Board contribute and collaborate with the BCRM in the development of the
RDP. For each of the priority strategic objectives it has contributed to the RDP, the Regional Board should
decide how this needs to be tracked more closely in Regional Board meetings.

For example, the Regional Board may commit to establishing certain Workgroups (e.g. Inclusivity and
Diversity, or discipline specific). In doing so, Regional Boards can create a specific Board action log item so
that progress will more easily be subject to specific attention. In such example, the strategic establishment
of a specific Workgroup would be included in a detailed plan of action prepared as part of a Regional Board
Action Log. This will ensure that actions required to achieve priority strategic objectives for a Regional Board
are effectively summarised and captured for updating at each subsequent Regional Board meeting.

Board Discussion Point: Why bother with strategic planning?

Many Regional Board members may be doubtful about the value of undertaking a strategic
review of the Region. This can arise from negative personal experience of wordy business plans,
or simply because it feels like a distraction from the “real” issues in cycling.

If you need a compelling reason to start this process, a good exercise is to spend ten minutes as
a Regional Board identifying the negative aspects of your time on a volunteer board. Then ask
whether those challenges would be more easily overcome if everyone in the Region was working
to one plan.

Tracking and monitoring progress

Having a plan will help to provide structure and focus especially if the goals and objectives are time-bound
and they can be tracked and measured so that progress is monitored. The regional staff will be key to
supporting this process and they will have access to a range of data and insight reports and tools to track
progress. Some progress reports will be required to form part of national reports for a range of stakeholders
whilst a regional report will also be provided by the BCRM to help track progress locally.

For any of the larger and more complex objectives of a Regional Board, the plan behind the action log might
need to identify the SMART goals (Specific, Measurable, Achievable, Relevant and Time-bound) that the
Regional Board is committed to achieving. This gives each Region a scoreboard that the Regional Board can
then monitor, taking whatever steps are necessary to keep the Region focussed on that particular objective.

The relationship with people in the Region will be improved if Regional Boards can outline the excellent work
that is being done on their behalf, showing evidence that Regions are achieving their goals, and even a
compelling image of the planned improvements over the coming years.

The RDP involves the Board and regional staff working collaboratively to:

e Create a vision for the future of the Region.

e Develop objectives and priorities to achieve that future.

e Act as custodians of the work carried out to develop the sport in the Region.
e Ensure that good governance is embedded in the Region.

If anyone reading this Governance Guide would like a copy of the Regional Delivery Plan for a particular
Region, copies of these are available from the BCRM in that Region.

Financial aspects of strategic planning and alignment to the RDP
Why is financial management important?

Financial policies, procedures and planning are all important components of good governance and
administration. Effective financial planning and forecasting will provide much needed visibility for Regional
Board members and it will support the Region to make informed decisions to ensure the Region is not only
financially sustainable but also to make sure that any monies are invested appropriately.

Having the right policies and procedures that are understood by the Regional Board, staff and volunteers will
help to ensure effective management of the Region’s finances. These are covered in more detail in Key
Component 8 - Finance.

Discipline-specific plans

In addition to the overarching British Cycling Strategy and the RDPs there are also a number of other
plans that may be relevant to a Region when developing its plans.



For example, through the work of HQ staff in conjunction with expert advice provided via the Discipline
Commissions, (see Key Component 2 — National Structure) there are a number of discipline-specific
plans which provide a strategy for the development and growth for each cycle-sport discipline. The
discipline plans can be found here.

The BCRM will be able to help draw on these plans to ensure that the Region continues to establish
connections to key priorities of cycle-sport development through the RDP.

Board Discussion Point: Liaison with Discipline Commissions and Discipline Plans

As the Regional Board and Workgroups decide on strategy and objectives, particularly in relation
to specific disciplines, there is a continuing need to check that the local plans are complimentary
to national discipline plans where possible and that best use is made of all local volunteers.

Regional Boards should check that strategy developments have invited comment and additional
engagement with members of any of the Discipline Commissions, who might be able to add
valuable insight and knowledge.

Benefits of each Regional Delivery Plan
There are significant benefits for a Regional Board of working to achieve its RDP’s goals:

v' Greater success for the Region with a consistent approach towards a manageable number of key
objectives.

v' Greater unity and morale amongst volunteers and employed staff, with a common approach to the
future direction of the Region.

v' Agreement on accountability for each important area of the Region’s business, and identification of
any training gaps to help achieve those goals.

v" Having a clear purpose and narrative for interested parties that want to better understand the work
of the Region and the progress being made.

v' Greater unity on what makes your Region special, and why people would want to be part of British
Cycling.

v" More focussed and efficient Regional Board meetings, with agenda items prioritised towards
achieving the Regional Board'’s strategic objectives from the RDP.

v" Improved selection and onboarding of Regional Board members, identified for their knowledge and
commitment to specific areas of the RDP, and with clarity in their roles.

v Continuity of aims from year-to-year and after any change in elected Regional Board members.

v" A more professional approach to the collaborative governance of the Region, resulting in a more
rewarding term of office for volunteers.


https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.britishcycling.org.uk%2Fabout%2Farticle%2F20210602-Supporting-the-cycling-disciplines-0&data=05%7C01%7CSophieOverend%40britishcycling.org.uk%7Caa46d76c224141990ed508da5ea223ff%7C3255a076e8484c6c8b8040a322d59250%7C0%7C0%7C637926347734432472%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=KHBG0QL7j7v0qIo7i960hcsCai%2Bajc9iEhPV0NUyy2g%3D&reserved=0

Key Component 8 - Finance

Why is financial management important?

Alongside the work of the Regional Treasurer, Regions must operate with solid financial understanding and
management. An annual financial plan helps guide the Regional Board on the scope for actions set out in its
Regional Delivery Plan (RDP).

For many of the actions within the RDP, there is a British Cycling HQ (BCHQ) agreement with a national
and/or local partner such as a Local Authority. The funding and management of these agreements is dealt
with by the regional staff and the team at BCHQ and is not directly within the governance scope of the
Regional Board. The BCRM will coordinate and manage these agreements locally and will be best placed to
provide any information or insight required.

For the funding that is within scope of Regional Boards, the financial policies and procedures of British
Cycling are an important part of the overall governance framework.

What does a Region with good financial management look like?
This key component is broken down in three sub-sections:

e Overall financial plan and budgeting
e Income sources
e Expenditure processes

Overall financial plan and budgeting

Annually, led by the Regional Treasurer, Regional Boards should have a dedicated agenda item and give
sufficient time to discuss the planned budget and forecast which will link to key objectives in the Regional
Delivery Plan. Through focussing on the plan and the available finances, the Region will be able to target its
key areas of operation. The BCRM may also be able to access some funding from BCHQ to support the
delivery of elements of the RDP, specifically those that link back to national priorities and partner objectives.

While some value of funds might be budgeted to certain or all Regional Workgroups, it is ultimately the
Regional Board that is the authority on confirming financial budgeting, income generation, and expenditure.

Board Discussion Point: Budgeting by the Regional Board

Ensure that the whole Regional Board is engaged and understands the Region’s budgeting
policies and procedures. The Regional Board should have a clear understanding of the level of
funds available for developing key objectives in the Regional Delivery Plan in the immediate
future, and the assessment process the Regional Board, Workgroups or other parties need to
follow to gain approval for such investment.

Financial Arrangements

The Regional Boards are responsible for managing their own finances in support of British Cycling’s strategy
and their own regional delivery plans. Each year they submit their own budget proposal and manage not
only approved funds but also accumulated reserves. Each board operates its own bank account and is
responsible for maintaining good control and oversight of all financial matters: keeping proper accounting
records, preparing financial statements and reporting/reviewing the financial position at each of its
meetings.

Regional Boards do not have the power to incur any liability on behalf of or in the name of the Federation, for
example by entering into credit agreements or employment contracts or consultancy agreements with third
parties. The Executive Leadership Team shall have the power to inspect the financial records of any Region at
any time.

Further details of the regional financial regulation can be found at Appendix 12.

Board Action Point: Benchmarking financial planning with other Regions

It is common for organisations to compare their performance to other equivalent bodies in other
areas of the country.



Benchmarking against other Regions will shine a spotlight on where a Region may be under or
over-performing and perhaps provide some achievable targets for others to pursue.

This can be explored through discussion and feedback as part of the Federation Commission
agenda items.

Communicating Financial Decisions

An open and transparent financial policy will instil confidence in those entrusted with significant regional
funds. The sharing of key financial decisions as part of Regional Board minutes (subject to confidentiality) will
be important in ensuring these decisions are understood and respected.

Income Sources

As noted in Key Component 3 — Regional Structure, Regions are part of the British Cycling organisation.
Accordingly, when considering how to bring in income, Regional Boards should be aware of the policies and
procedures that British Cycling has in place.

Income from within British Cycling

Regional Boards shall submit to the Federation a budget proposal by 15 January for the financial year
commencing 1 April. The budget proposal shall be in the form prescribed by the Executive Leadership Team
and must be aligned to the Federation's strategy, regional development plans and/or discipline plans.
Nominated representatives of the Federation shall review the budget proposal and determine the level of
funding to be awarded to each Region. Regional Boards will be notified of their funding award by 1 March.

Income from outside British Cycling

Regional Boards have the authority to develop supplementary income to support the delivery of its activities.
This might be through sponsorship, organising events (whether competitive, participation or functions),
volunteer contributions or value-in-kind, etc. When considering such sources, Regional Boards should
consider the implications (both benefits and risks) from such areas.

Details of any anticipated supplementary income shall be specified within the budget submission where
possible.

Where seeking to enter into any formal agreements or contracts to generate third party income, Regional
Boards should be aware of the consequential commitment that these contracts might have upon British
Cycling as a whole. Accordingly, such contracts should be reviewed by HQ prior to completion.

Expenditure processes

In making decisions to take certain actions, set up Workgroups, or organise events, Regional Boards should
ensure that full consideration is given to the value of expenditure that is thereby being committed. Ideally,
such action plans should have an expenditure budget developed to make an informed decision.

Alongside these action plans will follow consistent controls on expenditure — who can spend how much and
on what, and what expenditure needs special permission at a local or national level.

Paying the bills is an important part of fulfilling your obligations as a Regional Board, but it is imperative that
you are comfortable with the protocol for doing so. Authorisation of expenditure should require at least two
signatories, perhaps from a total number of three eligible persons. Such a process helps to protect Region’s
resources from risk of fraud or loss of funds.

Expense claims by volunteers

While it is recognised that many volunteers incur travel costs themselves to take part in certain volunteer
activities which they do not seek to have reimbursed, it should not be expected that this will be the case for
all volunteers. Regional Board decisions should respect that some volunteers will need to seek full
reimbursement for expenditure.

There is a British Cycling expenses policy that sets out the requirements and details of permitted and
allowable expenses. Regions must ensure that this policy is followed when reimbursing volunteers expenses.
Copies or details of the policy can be obtained via the BCRM.



Procurement

Regions might seek to secure goods or services at any stage. In such cases there should be a suitable, open
procedure that ensures effective and competitive procurement takes place.

British Cycling HQ has a policy on procurement processes, and guidance can readily be obtained on the
application of this to ensure a Region’s planned purchases are compliant.

Asset register

Some purchases might be for longer-term facilities, stock or assets. In such cases an asset register should be
kept by the Region which :

e Describes the asset or stock.

e Identifies the number of items.

e |dentifies the value of the items.

e |dentifies the location of the items.

Alongside the asset register, it is also useful to have an indication of the current state of repair of assets.

Regional Boards with a regular process to update and monitor an asset register will have a better
understanding of what assets are available to help deliver and achieve its key objectives.

A template of a suitable Asset Register for all regions to use can be found in Appendix 13.
Valuable assets

The Region might also consider some form of numbered logging system that helps track location of any
valuable items which could include equipment or trophies.

Further for such valuable items, the Region should be clear on the replacement value and insurance
implications from the breakage of aged items, particularly where these items might be put to use across the
Region’s volunteer membership and where such items might be outside of the immediate control of a
regional official.

Board Action Point: Asset planning and financing

Does your Region have any assets which need to be replaced from time-to-time?

Is your Region proactive when planning future investment, or is it reactive when it comes to
providing funds to replace a broken asset?



Key Component 9 - Policies and procedures

Introduction

As noted within Key Component 1 - National Structure and Key Component 2 - Regional Structure, the 10
English Regions are within the overall British Cycling structure as a singular membership organisation.

Being part of the one organisation with a commitment to unity and integrity, each Region’s actions and
behaviours must therefore also respect, follow and conform to these values itself.

Accordingly, each Region and its Regional Board members should have a good understanding of the Articles
and Bye Laws of British Cycling and the policies it has in place. These Articles and Bye Laws can be found
within the British Cycling Handbook, produced annually. An up-to-date digital copy can be found on the
British Cycling website here.

Some of this knowledge might have been acquired from cycling roles held prior to being a Regional Board
member.

There will be scope within the induction process [see Key Component 4 - People] for new Regional Board
members to learn about the range of policies that - whilst not all legal requirements - can prove very helpful
towards achieving good governance.

Throughout all aspects of governing each Region, the appropriate policies and procedures should be
followed to enhance the Region’s management, and to mitigate risks both to the organisation and to its
Directors, staff, riders and volunteers. Wherever there might be doubt about a Region’s proposed activities
being compliant within policies, a referral question to HQ should be made before proceeding.

The following policies are those which are considered most likely to require Regional Board awareness. As
Regions further develop activities, there may be other areas which they will need to consider. Regions
should contact British Cycling HQ who may be able to help advise or can provide examples which already
exists elsewhere in the sport.

Safeguarding Adults
Safeguarding Children
Expenses

1 Code of Conduct

2 Conflicts of Interest

3 Data Protection and GDPR
4 Equality

5 Whistleblowing

6 Disciplinary

7

8

9

Codes of Conduct

British Cycling Code of Conduct has been developed for all those involved in British Cycling activities,
including participants, members, spectators, parents, volunteers and officials. This is a useful way of
explaining clearly to everyone the expected standards of behaviour. Regional Board and Workgroup
members will be required to comply with regular self-assessments to ensure appropriate standards of
behaviour are maintained.

The current Code of Conduct is available in the British Cycling Handbook, and is to be reviewed
for relevance to Regional Board activities.

Conflict of Interest Policy

British Cycling’s Conflict of Interest Policy sets out the process for managing the potentially conflicting
interests of Regional Board members, to ensure that decision-making is not unduly influenced by an
inappropriate conflict of interest.

It is inevitable that conflicts of interest will sometimes occur within Regional decision-making processes. It is
therefore important to be aware of the existing policy which ensures fairness in decision-making and that
any conflict is managed and registered appropriately.

There is more information on this topic in Key Component 5 — Integrity Standards.


https://www.britishcycling.org.uk/about/article/bcst_rulebook_and_constitution

Data Protection Policy & GDPR

British Cycling’s Data Protection Policy ensures that the information it holds about individuals is processed in
a fair and proper way, and that information is processed lawfully and in accordance with the Principles of
Data Protection Legislation, specifically the General Data Protection Regulation (GDPR) and UK Data
Protection Act 2018 (DPA).

The types of information that we may be required to handle include details of current, past and prospective
employees, members, athletes, customers, volunteers, suppliers, sponsors and others that we communicate
with. The information, which may be held on paper or electronically, is subject to certain legal safeguards
specified in the legislation.

Regional Boards will manage the personal data of all their clubs and potentially individual members. British
Cycling is the Data Controller for this information and is therefore ultimately accountable for ensuring that
any personal data held by Regional Boards is managed in line with the GDPR. This means that Regional
Boards must not hold this data outside of British Cycling-owned systems. Information may not be used for
purposes outside of British Cycling’s Data Privacy notice which is available here.

Equality Policy

British Cycling is fully committed to the principles and active promotion of equality of opportunity, and is
responsible for ensuring that no job applicant, employee, member or volunteer receives less favourable
treatment on the grounds of a protected characteristic. The protected characteristics are: disability, gender
reassignment, marriage or civil partnership, pregnancy and maternity, race, religion or belief, sexual
orientation, gender and age.

British Cycling will ensure that there will be open access to all those who wish to participate in the sport or
associated recreational activity and that they are treated fairly. The ‘active promotion of equality of
opportunity’ highlights that British Cycling is seeking to move from simply complying with legislation and
good practice towards embracing diversity.

British Cycling will ensure that no sections of the community are denied the opportunity to participate and
make progress in the sport or recreational activity. British Cycling will take steps to prevent discrimination or
other unfair treatment of its employees, members or volunteers, whether intentional or unintentional,
direct or indirect.

This area is a key strategic focus of British Cycling and its Regions, and greater detail on this area is included
in Key Component 6 — Inclusivity and Diversity.

Further support and guidance can be obtained here:

e Equality www.britishcycling.org.uk/about/article/bcst-Equality

e Diversity www.britishcycling.org.uk/about/article/20171130-about-bc-static-Diversity-0

e Qur Ride - Equality, Diversity and Inclusion Strategy British Cycling publishes landmark
equality, diversity and inclusion strategy

Whistleblowing

Regional Board members at one time or another may have concerns about what is happening in the Region.
It is the duty of everyone to speak up about genuine concerns. Knowing who to raise an issue with in the first
instance can be difficult, depending upon whether the issue is with a volunteer or a British Cycling staff
member. These concerns should be raised with the Chair, Vice-Chair or BCRM. Once any of these has been
made aware of a concern, they can undertake an initial assessment in order to decide what action should be
taken. This may involve an internal inquiry, a more formal investigation or an external review. The person
disclosing will then be made aware of who is handling the concern and how they can be contacted, and
whether they will be required to assist in the future.

Further support and guidance can be found here.
Disciplinary

British Cycling has its own existing regulations in respect of disciplinary matters. Regions should follow these
procedures in all relevant cases, and do not need further local rules for disciplinary or appeal matters.


https://www.britishcycling.org.uk/privacynotice
http://www.britishcycling.org.uk/about/article/bcst-Equality
http://www.britishcycling.org.uk/about/article/20171130-about-bc-static-Diversity-0
https://www.britishcycling.org.uk/about/article/20210709-about-bc-news-British-Cycling-publishes-landmark-equality--diversity-and-inclusion-strategy-0
https://www.britishcycling.org.uk/about/article/20210709-about-bc-news-British-Cycling-publishes-landmark-equality--diversity-and-inclusion-strategy-0
https://www.britishcycling.org.uk/safeguarding

If there are instances in which a Region believes the existing British Cycling Discipline Regulations do not
suitably cover an arising situation, further advice should be sought from the relevant HQ staff. Such referrals
are encouraged and supported to ensure that any examples can be updated in the Disciplinary Regulations,
and that enhanced best practice can be shared with all English Regions thereafter.

Further support and guidance can be obtained here.
Safeguarding Children and Safeguarding Adults

It is vital that Regions follow the respective safeguarding policies, so children and adults can participate
safely and any risk posed to the individual or the Region is managed effectively. This will particularly be
relevant where the Regional Board approves a representative regional team of youth/junior/female riders,
and a Team Manager and other support staff will accompany those riders.

Most people involved in cycling have regular contact with many other people and so have a crucial role in
supporting, identifying and reporting children and adults who they believe may be at risk of harm. This is
irrespective of their role, whether or not they are British Cycling members, involved in a professional or
voluntary capacity or as a spectator or participant.

Every Region should identify a welfare liaison person who will be available to help guide individuals towards
reference points for all safeguarding/welfare issues. Regional representatives need to ensure they are aware
of the processes to be followed when reporting a safeguarding concern, and whether further action needs to
be taken. For more information visit the safeguarding page on the British Cycling website where you will also
find guidance on roles that may or may not require a DBS check.

Further support and guidance can be obtained here.
Expenses

As referenced in Key Component 7 - Finance, there is a British Cycling policy on all expenditure including
payments of out-of-pocket expenses. Regional Board members need to ensure that the Regional Board and
Workgroups are aware of the expenses policy and that it is followed. Where expenditure outside of this
policy might be required, appropriate checks and authorisation should be obtained from BCHQ before
committing to the expense.

Conclusion
British Cycling can provide Regions with valuable support in many areas to help them on certain policies.

From time-to-time individual Regional Board members may need to seek advice about issues or concerns in
the Region in complying with policies, where these have not been resolved by referring to the Regional Chair
or Vice-Chair, and feel that escalation of the response on an issue may be required.

In these circumstances Regional Board member concerned should escalate and outline the concerns to the
BCRM in the first instance, and if unavailable should then escalate to the BCRM’s line manager at British
Cycling HQ.

Board Action Point: Board awareness of policies

Each Regional Board and Workgroup member should satisfy themselves that British Cycling
policies are being followed and are thereby protecting the Region from unnecessary poor
practice, or even creating unforeseen liabilities where none should exist. Consider working with
fellow Regional Board members to review your Regional Board’s current awareness of key
policies, in priority order.


https://www.britishcycling.org.uk/about/article/British-Cycling-Disciplinary-Home?c=SX%20?c=SX
https://www.britishcycling.org.uk/safeguarding

Key Component 10 - Effective communication

A well connected and engaged Regional Board is one that has positive, open lines of communication with its
members, clubs and stakeholders in the Region. Effective communication will help to build trust and
confidence with all interested parties, ensuring the Regional Board is transparent, accountable and that it is
engaging effectively.

Why is open communication and transparency important?

e Through clear and consistent communication more people are likely to contribute and engage in the
discussion.

e Transparency is vital to support increased engagement and connectivity for all members, volunteers,
and key relationships.

e Transparency can go a long way to building relationships and trust with all stakeholders.

e Transparency and clear communication are key elements of effective decision-making processes
where decisions and actions can be explained and justified.

This will involve fully understanding your regional audience and stakeholder needs and knowing how and
when to communicate with them. The more the Regional Board understands about the wants and needs of
the cycling community in its Region, the more informed and effective they will be in making the right
decisions to develop and grow the sport.

There are now multiple ways to communicate with people, from informal communication through digital
channels such as websites and social media channels through to more formal communication such as
meeting agendas, minutes and action points. A blend of the two are recommended and likely to be most
effective, enabling the Regional Board to reach a range of audiences.

British Cycling has policies and procedures for areas such as social media that should be adhered to at all
times, and these can be found here. There is also a British Cycling Code of Conduct that can be found in the
Handbook. It is essential that all Regional Board members are made aware of such policies to ensure that
they adhere to them at all times.

Given its importance it is recommended that the Regional Board identifies a Regional Board member to lead
on communications for the Region.

Use of online meetings to enhance regional communication

Regions should consider the use of online meetings, while being aware of the fact that they have both
advantages and disadvantages. For volunteer Regional Boards, it is likely that they are the most cost-
effective, convenient and time-saving modes of communication. However, they can also greatly reduce a
personal connection and each Regional Chair should seek to find a suitable balance between online and
physical meetings.

Advantages of online meetings

e Improved attendance: Regional Board members can attend meetings from any location and are less
likely to be impacted by work, family or other external factors.

e Easy access: Regions cover a wide geographic area, and it might not be easy for all Regional Board
members to travel to meet at one place, particularly in an evening.

e Cost saving: With no travel costs to reimburse, Regions make savings on their limited financial
resources.

e Environmental impact: Meeting online, without the need for travel, is better for the environment.

e Time-saving — enabling volunteers to reduce travel time for Regional meetings.

e Record keeping: Online meetings (or parts thereof) can readily be recorded for either accuracy of
records or when the meeting might be valuable for use as a presentation at a later date.

Disadvantages of online meetings

e Reduction of personal interaction: regional meetings can be particularly useful for new members
who are first getting to know other members of the Regional Board.

e Instability in connection: Poor internet quality may lead to disrupted meetings.

e Differing protocols: Attendees need to be more patient and adopt a different approach to taking
part in certain discussions to ensure that everyone’s voice is heard.


https://www.britishcycling.org.uk/safeguarding
https://www.britishcycling.org.uk/about/article/bcst_rulebook_and_constitution

What does effective communications look like for a British Cycling Region?

Forward planning is an important part of being an effective, well-organised and cohesive Regional Board. A
good starting point is to plan and coordinate activity for the year ahead to provide structure and consistency

to the ways of working.

There are a number of key dates across the calendar year that will help a Regional Board to build an annual
cycle of meetings and engagements. Creating and planning the calendar and fixing dates in advance for the
forthcoming year will create much needed visibility for the Regional Board and enable key preparations to be

made well in advance, ensuring that responsibilities are appropriately assigned.

A timeline of key regional dates can be found in Appendix 4.

Examples of key regional activities:

What

When

Lead

Regional Board meetings

At least four times per
year

Regional Chair

Regional Board Workgroup meetings

Four to six times per
year

Regional Workgroup
Chair

Key events in the Region

Across the calendar

Regional Board members

Regional Council September Regional Chair

National Council November British Cycling HQ

RDP end of year review February / March BCRM

Regional Volunteer Recognition Awards | Annually Regional Board members

Running effective Regional Board meetings

Thorough and timely planning and preparation are key components of running effective meetings. Setting
meeting dates well in advance and circulating and publishing agendas, minutes (with actions) and reports in

a timely manner are all part of being efficient, effective and transparent.

Board Action Point: Publishing agendas and minutes of regional meetings

Best practice states that a Regional Board should be absolutely transparent.

Regional Boards are not expected to breach confidential discussions or to put themselvesin a
difficult situation by disclosing any sensitive information. However, it is important that a way of

communicating decisions and a summary of Regional Board meetings is available to all
interested parties, whether they are a British Cycling member or member of a club or not.

Publishing approved minutes is standard good practice and should be followed. This should give
enough information for interested parties to adequately hold the Regional Board members to

account.

Example of good member engagement

With Regional Board members being elected from the local membership, the Board should make
sure that the organisation:

a) Keeps local members informed about the Regional Board’s work
b) Seeks, values, and takes into account local members’ views on key issues
c) Creates and highlights newsworthy items via BCHQ “Regional News” emails




Regional Board processes and procedures for communicating with members

Regional Boards must only communicate with members using the approved British Cycling email accounts.
This ensures that communications are credible, secure and accessible in the event of a GDPR Data Subject
Access or Erasure Request.

British Cycling members must have clearly opted in to receive promotional and marketing materials (e.g.
promoting events, etc) and these permissions are managed centrally by the British Cycling Membership
Team. It is therefore imperative that Regional Boards do not send marketing emails from local accounts and
should direct any requests to be sent out via the British Cycling distribution platform so that marketing
preferences can be respected.

For day-to-day communications with other Regional Board members on matters such as arranging meetings,
circulating minutes, dealing with feedback and complaints etc. do not constitute external marketing and
therefore can be sent directly to each other by the Regional Board.

Where sending an email to several recipients who do not know each other, the ‘blind carbon copy’ (bcc)
feature must be used to prevent an inadvertent data breach. Also be mindful when using the ‘autocomplete
function of Microsoft Outlook and double-check that you have selected the correct recipient before sending
the email. For more information please see British Cycling’s Electronic Messaging and Information Transfer
Policy. Regional Board members can access this by contacting the BCRM.

7’



Effective Communication Activities

Regional Board members have formally identified who has a legitimate
interest in the Region (members, clubs, staff, volunteers, partners,
suppliers and other stakeholders) and has a plan for regular and effective
communication with them on the Region’s priorities, values, work and
achievements.

Relevant information is regularly provided to interested parties
that enables them to measure the Region’s success in achieving its
purpose.

Regional Board members ensure that all interested parties are given the
opportunity to hold them to account at the full Regional Council meeting
annually in September.

1 The Regional Board will widely circulate a request for agenda
items in advance of the AGM date.

2 The Regional Board will widely circulate the agenda papers and
documents by the required minimum 10 days beforehand, in
accordance with British Cycling Articles (as referenced in the Key
Timeline in Appendix 4).

Regional Board members ensure there is suitable consultation on
significant changes to the Region’s services or policies, and involves
relevant interested parties in these decisions.

Regional Board members ensure that their communication is guided by
British Cycling’s Values, ethics and culture.

Regional Board members make sure that the Region collaborates with
local members to promote ethical conduct and social and environmental
responsibility.

What does a Region with effective communication look like?

Below are some indicators of a Region with effective communications:

Publishes minutes and reports.

Sends minutes and reports to clubs.

Regional Board members receive and learn from regular reports on the positive and negative
feedback and complaints given to the Region.

Below are some indicators of a Region with good transparency:

Encourages stakeholders to attend the Annual General Meeting.

Is clear and open about the ways that interested parties can participate in the Region.

The Regional Board ensures that there is a transparent process for making and handling a complaint,
and that any complaints, whether internal or external, are handled constructively, impartially and
effectively.

The Regional Board demonstrates that the Region learns from mistakes and errors and uses this
learning to improve performance and internal decision-making.

The Regional Board keeps a public register of interests and communicates how these are managed in
line with Key Component 5 - Integrity Standards.



Key Component 11 — Stakeholder engagement

Each Region should have strong lines of engagement not only with its clubs and members, but also with the
external partners who can help to achieve its goals.

The regional staff will engage and work with a diverse range of stakeholders on multiple levels to help
deliver specific elements of the Regional Delivery Plan. By working closely together, the Regional Board and
the regional staff will develop the relationships with internal and external stakeholders, strengthening the
foundations for future growth, investment and partnership working.

To better understand the key stakeholders in the Region and the role they can play, a worthwhile exercise
will be to create a stakeholder matrix or table. The Regional Delivery Plan will contain a stakeholder matrix
which is a good first reference point to better understand the range of stakeholders that have been
identified to support the delivery of the plan. This should be reviewed on an annual basis in line with the
submission of an updated plan.

Regional Board members can access a copy of the stakeholder matrix by contacting the BCRM for a copy of
the latest Regional Delivery Plan.

Board Discussion Point: Who are your stakeholders?

A stakeholder is anyone with an interest in your Region, from individuals, groups or
organisations that are involved in regional activity.

Some stakeholders will be internal to cycling, such as members, clubs, affiliated groups,
participants, volunteers and leagues, etc.

Some stakeholders will be external to cycling, such as local authorities, landowners such as the
Forestry Commission or National Trust, facility operators, police forces, highways agencies,
charities, funders such as Sport England, community groups or suppliers.

What is stakeholder management?

Stakeholder management is the process of identifying key stakeholders and putting a plan in place to
connect, engage and establish a working partnership or relationship with them.

Stakeholder management can involve:

e Understanding stakeholder interests and needs.

e Being responsive to stakeholder needs or requests.

e Using stakeholders to help shape the Region’s governance structure and strategic plan.

e Being open and honest about why the Region exists and what it is trying to achieve.

e Utilising the skills and knowledge of stakeholders to improve key focus areas such as improving the
diversity and inclusion of cycling in the Region.

e Empowering stakeholders to make good decisions by giving them the information they need to have
a positive impact in the Region.

Why is stakeholder management important?

Managing stakeholders well can be a huge benefit to the Region. If stakeholders have timely access to
important information about the Region, they will be in a better position to promote and support the Region
and help it to develop. The Region does need to consider the appropriateness of stakeholders to make sure
that there are no conflicts. A good example of this may be in relation to sponsorship, in that sponsors sought
regionally cannot be seen to conflict with a national partner to whom specific rights have been contracted by
the commercial team at British Cycling HQ.

A balance must be achieved between ensuring that disclosed information is meaningful, while not creating
an undue burden on the Region or overloading stakeholders. The overall aim is that enough information is
provided to stakeholders to enable them to have a good understanding of the Region’s governance,
structure, strategy, activities and financial position.

It may be that from time-to-time things don’t work out with a stakeholder and this may result in conflict. In
this scenario, depending on the nature of the dispute, it may need to be escalated to the BCRM for support.



Regions should not be afraid to disclose information about where they need to improve, as well as
publicising and celebrating their progress and achievements. Being able to define limitations and challenges
is just as important to stakeholders as hearing about successes.

It is vital that a Region has good engagement with stakeholders that both celebrates its successes and
demonstrates a willingness to learn so that it can make improvements in specific areas. This two-way
engagement and openness will help build trust and confidence and ultimately will ensure the Region will
build its credibility and develop a positive reputation among a wider audience.

What does a Region with good stakeholder engagement look like?

Example In
place?

Regional Board members have formally identified who has a legitimate
interest in the Region’s work (clubs, staff, volunteers, suppliers, funders
and other stakeholders) and has a strategy for regular and effective
communication with them about the Region’s purposes, values, work and
achievements. This is recorded in a stakeholder register which is
reviewed on an annual basis.

Regional Board members ensure that the Region’s performance and
interaction with its stakeholders is guided by its values, ethics and
culture.

Regional Board members make sure that the Region collaborates with
stakeholders to promote ethical conduct and social and environmental
responsibility.

The Region takes seriously its responsibility for building trust and
confidence in its work.

The Region is seen to have credibility in representing its clubs and
stakeholders at a regional and national level.

Regional Board members have considered how best to communicate
how the Region is governed, who the Regional Board members are and
the decisions they make.

Information is regularly provided to stakeholders which enables them to
measure the Region’s success in achieving its purposes including, where
available, comparisons with organisations working in the same
environment

Regional Board members ensure that there is suitable consultation on
significant changes to the Region’s services or policies, and involves
relevant stakeholders in these decisions.

Board Discussion Point: Identifying stakeholders

It is good practice to identify a list of key stakeholders for your Region and then plan how to
engage with each of them. Some will require more time and information than others and it is
important to tailor what you provide to fit their needs.

Work with your Regional Board members to identify your list and then look at how you currently
interact with them, and consider other ways that you could engage with them to the benefit of
the Region in the future.



The power/influence grid below can act as a helpful tool to identify and prioritise stakeholders in the Region.

High Power, Low Interest

Meet their needs
Keep Satisfied

Low Power, Low Interest

Less important
Minimal effort

Influence/Power of stakeholders

High Power, High Interest

Key Player
Engage Closely

Low Power, High Interest

Show consideraion
Keep Informed

Interest of stakeholders



Key Component 12 - Risk management

Risk is an everyday part of any organisation and managing it effectively is essential if the Regional Board
members are to safeguard their Region’s activity, funds, and assets.

Examples

Would the Region be able to operate with authority or access its funds if its Chair or Treasurer
was suddenly incapacitated?

If a Region’s assets were destroyed in a fire, would it have suitable insurance in place to replace
them, and how would it plan to operate in the interim?

Managing risk means reducing the likelihood or impact of any identified risk and/or putting in place
contingency plans in case a risk materialises. The Region should therefore identify, assess and manage risks
to ensure its strategic objectives can be achieved.

The risks that a Region faces depend very much on the size, nature and complexity of its activities and on its
finances. However, size is not the only factor, since smaller Regions will likely face the same risks.

Regional Boards should regularly review and assess the likely risks in all areas of activity and plan for the
management of those risks. It would be unhelpful to identify risks and then not do anything about them.

This guidance provides some key pointers on how to manage risk. Additionally, all Regions will be able to
share and discuss their approach to managing risks via the Federation Commission peer group.

What are the benefits of risk management?

Identifying and managing the possible and probable risks that a Region may face is part of leadership and
management. Effective risk management means that uncertainty does not deflect the attention of the
Region away from its strategic goals and objectives. It also enables effective contingency plans to be
considered and prepared so that quick action can be taken if a risk becomes reality.

The Regional Board is responsible for risk management and it can ensure that:

e Significant risks are known and monitored, enabling Regional Board members to make informed
decisions and take timely action.

e The Region makes the most of opportunities and develops them with the confidence that any risks
will be managed.

e Forward thinking and strategic planning is improved.

e The Region’s aims are successfully achieved.

How to create a risk management strategy?

A risk management strategy is a statement which outlines how the Region handles risk, and which identifies
major risks which could arise.

It can be set out in a narrative style that addresses:
e The Regional Board'’s responsibility
e Therisk identification process

e Anindication that major risks identified have been reviewed or assessed. This might be split
between the strategic risks that are the major focus of the Regional Board and more operational
risks which are monitored by particular Workgroups.

e Confirmation that appropriate control systems have been established to manage those risks.

What is a risk register?

Once a Regional Board has a risk management strategy, it will need to complete a risk register. This is a log
or a list of all the identified risks, their severity, and the actions to be taken to mitigate those risks.

It can be a simple document, spreadsheet or a database system, but the most effective is a tabular format. In
Appendix 14 is an example of a Risk Register template for a Region.



This template will record information in just a few pages and capture problems that threaten the success of
the Region. Actions are then identified and implemented to reduce the probability and the potential impact
of specific risks.

Regions can request assistance in this area from their BCRM, and via peer group discussions with other
Regions.

Some basic recommendations for completing a Risk Register are:
1. Adescription which sufficiently identifies a risk, alongside a classification of the risk, and whether it
is strategic operational.

2. Assess the likelihood of occurrence, along with the potential severity of the risk.

3. Risk mitigation actions to prevent, reduce, or transfer the risk, which may include production of
contingency plans.

4. Details of the individual responsible for ensuring that risks are identified, and countermeasures
undertaken.

5. As the register is a living document, it is important to record the date that risks are identified or
modified. Optional dates to include are the target and completion dates of actions to reduce risks.

Completing a Risk Register

Further details to guide a Region in completing a Risk Register using the above recommendations can be
found in Appendix 14.

Mitigation of risk

Once the risks are identified and assessed as outlined in Appendix 14, it is relatively straightforward to
establish those which pose the greater threat to the success of the Region. Each risk can then be
appropriately managed by the Regional Board taking actions to decrease either the impact or the likelihood.
The actions to be taken will be recorded in the Risk Register, together with the names of Regional Board
members or other persons with responsibility for effecting those actions, and dates to record decisions or
timescales to be followed.

Ongoing review

The Regional Board should ensure there is a planned review of the risks that pose the greatest threat to the
Region and ensure action is in place to mitigate the risks. It is good practice for the risk register to be a
regular item on the agenda for Regional Board meetings, but not necessarily each meeting.

It is unlikely that risks will remain constant and Regional Boards should be able to explain why a risk score
remains the same or why it has been altered. Some risk registers show a ‘residual risk score’ which is the
new score for the risk once the mitigation has been factored in.

Board Action Point: Review of a region’s risk register

As the Regional Board develops its actions and activities, there is a continuing need to check that
the relevant risks are identified, assessed and recorded in a single Risk Register document.

All Board members should take a part in ensuring that this review is actioned on a periodic basis
as part of a regular agenda.

Regional Boards should be willing to invite additional consultation via the Federation
Commission to ensure there is a consistent approach to Risk management across Regions.

Summary - Key terms for risk:

Risk



Risk is exposure to a threat, event or action that will adversely affect an organisation’s ability to
achieve its objectives.

Inherent Risk

This is the level of risk if there are no effective controls in place.
Likelihood

This is how likely it is for a risk to actually occur.

Impact

This is what the potential impact is if the risk materialises.

Risk management or mitigation

This is the task of effectively responding to risks to maximise the likelihood of the organisation
achieving its objectives.

Residual risk

This is the risk assessment after the controls have been put into place.
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Appendix 1 — The Code for Sports Governance

Introduced in April 2017, and revised in 2020, the Code for Sports Governance set out the levels of
transparency, accountability and financial integrity that will be required from those who ask for
Government and National Lottery funding. Organisations seeking public funding for sport and physical
activity must meet new gold standards of governance considered to be among the most advanced in the
world.

The Code has three tiers and will apply to any organisation seeking funding from Sport England or UK Sport,
regardless of size and sector, including national governing bodies of sport, clubs, charities and local
authorities.

The Code is proportionate, expecting the highest standards of good governance from organisations
requesting the largest public investments, including:

e Increased skills and diversity in decision-making

e Greater transparency, for example publishing more information on the structure, strategy and
financial position of the organisation.

e Constitutional arrangements that give boards the prime role in decision-making

e Development of a Diversity and Inclusion Action Plan

Tracey Crouch MP, who was Sports Minister when the code was introduced and has recently been
appointed to the British Cycling Events Board as an independent director, said: "It is vital that our domestic
sports bodies and organisations uphold the very highest standards of governance and lead the world in this
area. We want to ensure that they operate efficiently and successfully while being transparent and
representative of society. We have been clear that we will expect them to adhere to the new Code for
Sports Governance if they are to receive public funding in the future.”

Government agencies Sport England and UK Sport consulted over 200 organisations on what should be
included in the code, and found strong support for higher standards of governance, including:

e 98% agreed that councils in sports bodies should be more transparent.
o 78% agreed that there needs to be increased diversity in organisations receiving public funding.

Organisations seeking funding from both Sport England and UK Sport - typically national governing bodies -
will be jointly assessed, providing a streamlined process for them to demonstrate how they meet the
standards. The Code isn’t a barrier to organisations obtaining public funding. Indeed, many of the
requirements build on things already being done within the sector. The Code also includes clear guidance to
help organisations meet the requirements and raise standards. Sport England and UK Sport will support
organisations to achieve the standards.

A full copy of the Code for Sports Governance can be found here.


https://www.sportengland.org/campaigns-and-our-work/code-sports-governance?section=introducing_the_code

Appendix 2 — Graphical representation - Connecting the national and regional structures
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Appendix 3 — Regional Board Terms of Reference

Template Terms of Reference for a Regional Board

Y BRITISH
O CYCUNG

The British Cycling Federation (Company number 03943494) (Trading
as British Cycling)

Regional Boards
Terms of Reference

Mission of the Regional Boards

1. The Regional Boards' mission is to:

a.

b.

C.

Identify and implement activities and events, delivering and supporting programmes, to grow and
develop cycling in the Region in line with the British Cycling strategy.

Inform and assist a Region in shaping British Cycling's national priorities and activities.

Provide expertise on Regional matters to members within the Region.

Deliverables of the Regional Boards

2. The deliverables of the Regional Boards are to:

a.
b.

C.

Establish a Regional Delivery Plan in conjunction with the Federation's staff;
Issue an annual written report from the Chair to the Federation Commission; and

Issue an annual report for consideration at the Regional Annual General Meeting.

Duties and Responsibilities of the Regional Boards

3. The duties and responsibilities of the Regional Boards are to:

a.

Develop an annual Regional Delivery Plan for their Region, approve its publication, and monitor
progress on a quarterly basis in conjunction with British Cycling regional staff;

Approve the formation of any representative Regional Teams in line with Regional Delivery Plan
objectives and national initiatives in relation to development of cycling and proactively take
responsibility for their staffing and participation;

Ensure a balanced, accessible Regional events framework for all British Cycling recognised
disciplines, taking into consideration the national framework; facilitate its delivery, including the
administration of the competition calendar and approval of Regional events within this
framework, always collaborating with other Regional Boards in doing so;

On behalf of the National Board approve the affiliation and re-affiliation of clubs and teams in
the Region in line with British Cycling's requirements;

Engage with other Regional Boards, the Technical Commission and discipline-specific
Commissions as necessary in order to effectively carry out their responsibilities and to promote
cross-Regional working;

Aid the development of all cycling disciplines in the Region in line with the discipline plans;

Monitor cycling activity connected to the Federation's Talent Pathway, always ensuring that such
activity links to the Discipline Plans and Regional Delivery Plans;

Make cycling accessible to members in the Region, ensuring that diversity and inclusion is
promoted throughout all of its activities;

Aid the flow of information between the Regions and British Cycling head office;



Ensure good governance of the Region in line with the Federation's formal objectives and
Governance Guide for British Cycling Regions;

Administer for the benefit of the Federation all funds entrusted to the Region by National Council
and the Board in accordance with the Memorandum, Articles, Bye Laws and Financial
Regulations;

Abide by the Federation's Articles, Bye Laws, and any regulations or policies including but not
limited to the Technical Regulations, Financial Regulations, Disciplinary Regulations, Anti-
Doping Regulations, Safeguarding Regulations and the Equality Policy, as updated from time to
time, escalating any items of concern in a timely manner and supporting resolution process as
appropriate;

Appoint a Region Welfare Officer to support the work of the Federation’s compliance and
safeguarding team;

Review the Terms of Reference every two years and ensure they are fit for purpose; and

Ensure that any confidential communications remain within the Regional Board circulation group
only.

4. Regional Boards may wish to pursue or consider the following duties:

a.

How to manage and oversee consultants who work directly with the Regional Boards.

Responsibilities of the Regional Chairs

5. The responsibilities of the Regional Chairs are to:

-0 Qo0 T

Chair and Prepare for Regional Board Meetings
Oversee the Activity of the Regional Board
Oversee relationships on the Regional Board
Regional Board Evaluation and Development
Liaise with key Stakeholders

Liaise with the ELT and Board

Key Dates of the Regional Boards

6. The following are key dates for the Regional Boards:

a.

b.

An annual report is to be issued no less than 14 days prior to the Regional Annual General
Meeting.

An annual report to the Federation Commission for the Spring/Summer meeting.

Composition of the Regional Boards

7. The British Cycling Federation Board has committed to improving diversity and inclusivity on its
Committees, Commissions and Regional Boards in line with UK Sport and Sport England governance
guidelines.

10.

The Regional Boards shall include the following key roles:

a
b.
C.

d.

Chair
Vice Chair(s)
Secretary or Administrator

Treasurer

The minimum number of Regional Board members shall be 8 and the maximum shall be 15.

For the avoidance of doubt, members of the National Board, Company Secretary, President and British
Cycling staff shall be entitled to attend Regional Board meetings with the right to speak but not to vote.
They shall not be members of the Regional Board by virtue of this paragraph. The Regional Secretary or
Administrator shall ensure that a calendar of all Regional Board and Regional Council meetings and the
notice of all such meetings is provided to the Company Secretary in sufficient time to allow attendance.



11.

12.

13.

14.

15.

Where the full complement of Regional Board members has not been elected, a Regional Board may co-
opt up to 3 additional members into the Regional Board until the next Regional Annual General Meeting.
This is subject always to the Regional Board not exceeding 15 members.

If a member of a Regional Board resigns:

a. That Regional Board may co-opt an additional member until the next AGM of Regional Council.
For the avoidance of doubt, this shall not count towards the 3 additional co-opted members as
detailed in paragraph 10 but shall count towards the maximum membership of 15.

At the next Regional Annual General Meeting, a new member shall be elected for the remainder of the
term of the departing member. Any term served by an individual in accordance with paragraphs 10 and
11 shall count towards the maximum of 9 years on the Regional Board.

Regional Boards may have workgroups in key areas of development in line with the protocols in the
Governance Guide for British Cycling Regions. Any such workgroup is required to be established by the
Chair with the support of the Regional Board and should report back their work through the Chair. These
groups are likely to operate virtually to save on cost.

The Regions shall have regard to a robust succession planning process as part of their ongoing
development and planning activity.

Regional Boards Procedures

16.

17.

18.

19.

18.

19.

20.

21.

The Regional Boards shall meet a minimum of four occasions per year, but always as often as required
to fulfil its duties and to meet the deliverables and key dates.

A quorum for meetings shall be the greater of:
a. 5Regional Board members; or

b. 50% of the Regional Board members.

At the beginning of each meeting the Chair shall ascertain the existence of any conflicts of interest and
these shall be minuted accordingly. Where a conflict exists, the member shall take no part in the
discussion or voting upon that matter.

Every endeavour will be made to reach decisions on the basis of consensus but where a matter needs
to be put to the vote, this will be by show of hands and a decision will be on the basis of a simple majority.
All members of the Regional Board shall have one vote. In the event of a tie, the Chair shall have the
casting vote.

Minutes of each meeting shall be recorded, and the Regional Secretary or Administrator shall ensure they
are both published to be available to Members and forwarded to the Company Secretary within two
months of their approval.

Where these Terms of Reference are silent, the Regional Boards shall be free to determine their own
procedures in the running of their meetings, seeking guidance from the Company Secretary when
necessary. They shall not, though develop further Terms of Reference or similar.

The Chair of a Regional Board may escalate unresolved disputes relating to the Regional Delivery Plans
to the Chair of the Federation Commission.

All reasonable expenses for volunteers will be met.

Last updated: 30 June 2022

To be approved by the British Cycling Board
[14 September 2022]



Appendix 4 — Timeline of key dates for Regional Boards

Timescale Key Dates Articles/Bye Law/Governance
Reference
July or Regional Chair/Secretary/Board to Governance Guide — Best practice
earlier consider September AGM agenda: - People
- Communication
- Any Regional Board election - Secretary duties
opportunities
- Any national proposals, elections, or
matters to prepare for
- Send communication request to
regional members for any agenda
items
- Send communication request to all
Workgroups for annual report
All to be included in the Regional AGM
agenda
August Notice of Regional AGM including all Bye Law 4.3.2
paperwork to be communicated by Each Regional Council shall meet at
Regional Secretary to all regional least two times yearly for the following
affiliated organisations, and publicised | purposes:
otherwise for non-affiliated members, | To hold an AGM of Regional Council;
at least 10 days before Regional AGM | and
date. To consider the agenda for discussion at
the AGM of National Council.
Bye Law 4.3.3
Regional Councils may choose to meet
for a third time for the purpose of
reviewing the Region’s business since
the previous AGM of National Council.
Such meeting shall ordinarily be held at
the approximate midpoint between
AGMs of the relevant Regional Council.
Bye Law 6.4.1
Notices of AGMs of Regional Council
shall include;
the Agenda Paper of all matters to be
discussed or voted on;
all nominations for Regional and
National election;
Bye Law 6.4.2
Such notices shall be sent by the
Regional Secretary to:
the Secretary of each Affiliated
Organisation in the Region (via the
Federation’s membership team); and
all members who reside in that Region
(via the Federation’s membership team)
at least ten days before the AGM of
Regional Council.
September Regional AGMs to be held by 30" Bye Law 6.3
September of each year The AGMs of Regional Council shall be
held by 30 September of each year




Within 10 days of AGM, minutes of
the Regional AGM, any details of
proposals to change Articles/Bye
Laws, any nominations for national
elections, the updated listing of
Regional Board members and National
Council delegates, to be sent to HQ

Bye Law 6.4.3
The Regional Secretary shall, no more

than ten days after the AGM of Regionl
Council, send a report of the
proceedings, including the names and
addresses of the Officers, Regional
Board members and National
Councillors, to the Company Secretary
Bye Law 8.3.3

Notice of any motion for discussion at
the AGM of National Council shall be
given to the Company Secretary by 30
September, except as otherwise
permitted by these Bye Laws.

October National Council agenda and papers Bye Law 8.3.5
sent to all regions by HQ, at least 21 Notices of Meetings
days before National Council Notices of the AGM of National Council,
shall include: the Agenda of all matters
to be discussed or voted on; all
nominations for election. Such notices
shall be sent by the Company Secretary
to: all Members; all National
Councillors; the Secretary of each
Region; each organisation with direct
representation at the AGM of National
Council; and all Affiliated Organisations
at least 21 days before the AGM of
National Council. The day the notice is
served and the day of the meeting shall
not count towards the 21 days.
Regional Council meeting to take place | Bye Law 4.3.2
from between 21 days beforehand Each Regional Council shall meet at
and date of National Council. A full least two times yearly for the following
Regional Council meeting to consider purposes:
the Region’s views on elections and To hold an AGM of Regional Council;
proposals on the National Council and
Agenda, and to submit written To consider the agenda for discussion at
questions on the Annual Report. the AGM of National Council.
Notice of Regional Council meeting,
including all paperwork, to be
communicated by the Regional
Secretary to all regional affiliated
organisations, and publicised
otherwise for non-affiliated members,
at least seven days before Region pre-
National Council date.
November AGM of the National Council
October to Ongoing Regional Board meetings Bye Law 3.5.1
September The Regional Board shall hold at least

After each September AGM,
Chair/Secretary:

four meetings per year




- To consider frequency needed
to deal with Region’s business
at hand for the next 12
months

- Set forward plan of dates for
Regional Board meetings

- Some online meetings may be
more practicable

Seven days before each Regional
Board meeting, the agenda and all
Regional Board papers to be circulated
to Regional Board members

Governance Guide — Best practice
Regional Secretary Role description, to
enable pre-reading and effective
decision-making

10 days after each Regional Board
meeting, publish approved (redacted
where necessary) minutes of prior
Regional Board meeting

Governance Guide — best practice
Regional Chair/Regional Secretary Role
description, to ensure compliance with
Values and Code of Conduct




Appendix 5A: Role descriptions — Regional Chair

Role Description

Title: Regional Chair

Region: [Insert region]

Responsible for: Regional Board
Responsible to British Cycling Board

Term of appointment: [Insert term of appointment]

Relationships:
Internal: Regional Board,

Regional Manager,

Affiliated clubs, British Cycling members, and other British Cycling staff
British Cycling Board

Other Regions, Scottish Cycling and Welsh Cycling

External: Contractors

Key Responsibilities:

Elected at a Regional Council meeting by Regional Council and other Board members, this
leadership role is critical to the long-term success of each Region as the Chair leads the Board,
ensures the Board lives by the British Cycling values, and encourages all interested parties to
engage in the Region’s future.

A Regional Chair will chair the Regional Council meetings (AGM, and Pre-National Council

meeti

ngs) as well as approximately 6-8 Regional Board meetings per year, and attend the

Federation Commission meetings.

Summary of Main Duties:

Provide leadership and direction to the Board and enable the Board to fulfil their
responsibilities for the overall governance and strategic direction of the Region.

Ensure compliance of self and Board with the Code for Sport Governance, British Cycling’s
Regional Governance Guide and its Values and Code of Conduct.

Promote and support the British Cycling vision to ‘Lead our Sport, Inspire Our
Communities’, and the strategy to deliver that vision.

Ensure that the Region pursues its objectives as defined by British Cycling.

Work in partnership with the Regional Manager to achieve the aims of the Region and
optimise the relationship between the Regional Board, Regional Manager and the wider
membership of the region.

Facilitate well-rounded and carefully considered strategic decision-making and financial
planning.

Communicate with affiliated cycling clubs and members, providing strategic oversight of the
Region’s activities in each of the cycling disciplines.

Be proactive in the Region, supporting the development of links between the Regional Board
and other bodies.

Represent the Region at Federation Commission and ensure relevant information is
communicated from British Cycling Board to Regional Board, council and members as
appropriate.

Oversee the financial standing of the Region.

Provide and utilise Peer to Peer support with the other Regional Chairs.

By way of a greater explanation in certain areas:

In relation to the Regional Board




Support the Board and the Regional Manager in the development of one Regional delivery
plan and clear targets, with regular reviews of the long-term strategic aims, and a regular
evaluation of performance against that Regional delivery plan and targets.

Approve the annual cycle of the board meetings, meeting agendas, chair and facilitate
meetings, monitor actions and decisions taken at meetings and ensure they are acted upon
and implemented.

Ensure meetings are properly convened by the Regional Secretary with due notice and are
quorate; create an environment where there is open discussion and all members have an
opportunity to contribute; that there is carefully considered decision-making; each person’s
skills and knowledge are drawn upon; and that the majority vote of members is taken and
declared.

Liaise regularly with the Treasurer and British Cycling finance team to maintain a clear grasp
of the Region’s financial position and to ensure full and timely financial transparency and
information disclosure to the Board and British Cycling.

Annually review the Board composition, role and relationships and ensure implementation
of agreed changes/developments are carried out.

Ensure an annual evaluation of the Board is carried out.

Encourage team working among Board members, manage behaviours of Board members,
and encourage the identification and recruitment of new Board members, with the relevant
skills, as required.

In relation to the Regional Manager

Engage with the Regional Manager on matters of strategy, governance and finance.

Work collaboratively with the Regional Manager on the development, implementation and
review of the regional delivery plan.

In relation to the membership and code of conduct

Represent the Region as a spokesperson at appropriate events, meetings and/or functions.
Protect and manage the property and reputation of the Region.

Act as final adjudicator for any disciplinary and grievance procedures delegated to Regions
by British Cycling if required.

Facilitate change and address conflict with the Board, within the Region and liaise with the
Regional Manager to achieve this.

Ensuring adherence and compliance with British Cycling Articles, Bye Laws, and policies.
Ensure anyone holding regional roles carrying out designated activity have the appropriate
DBS checks and support British Cycling’s safeguarding work in the region.

Attend and be a member of other British Cycling committees or working groups when
appropriate in the role as Chair.

Skills & Knowledge
Essential:

Understanding and acceptance of the responsibilities and liabilities of the Region.

Commitment to British Cycling and the Region’s objectives, aims and values and willingness
to devote time to carry out responsibilities.

Strategic and forward looking vision in relation to the Region’s objectives and aims.

Good knowledge of cycling, the various disciplines and the structure of national, regional
and club level activity.

Sound knowledge of the British Cycling handbook, Byelaws and Regional Board Terms of
Reference.

Experience of working with a Board, Executive staff and volunteers.

Good, independent judgement, political impartiality and the ability to think creatively in the
context of the Region and external environment.

Good communication and interpersonal skills and the ability to respect the confidences of
colleagues, balancing tact & diplomacy with willingness to challenge and constructively
criticise.

Competent use of IT and access to transport.



Desirable:

. Skills and experience in one or more areas of non-executive governance and management
e.g. strategic planning, business management, financial.

Time Commitment

. Approximately 10-20 hours per month, which shall include preparation for and attendance
at 2 Regional Council meetings, 6-8 Region Board meetings and workgroup meetings as
appropriate, 4 Federation Commission meetings and the National AGM.

. The Chair is expected to attend the AGM and Federation Commission and to present the
Regional report.

Location
Meetings at a regional venue, or online where appropriate.

Notes

This is an elected voluntary position. Reasonable expenses incurred as part of the Chair activity
will be reimbursed by the Region.

June 2022



Appendix 5B: Role descriptions — Regional Vice-Chair

Role Description

Title: Regional Vice-Chair

Region: [Insert region]

Responsible for: Overseeing Regional Delivery Plan/Deputising for Chair as and
when applicable.

Responsible to British Cycling Board

Term of appointment: [Insert term of appointment]

Relationships:
Internal: Regional Board

Regional Manager

Affiliated clubs, British Cycling members, and other British Cycling staff
British Cycling Board

Other Regions, Scottish Cycling and Welsh Cycling

External: Contractors

Key Responsibilities:

Elected at a Regional Council meeting by Regional Council and other Board members, to support
and or deputise for the Chair in their absence. A Regional Vice-Chair will deputise the Regional
Council meetings (AGM and pre-National Council meetings) and Regional Board meetings in the
Chair’s absence and provide support.

Summary of Main Duties:

Promote and support the British Cycling vision to ‘Lead our Sport, Inspire Our
Communities’, and the strategy to deliver that vision.

Ensure compliance of self and the Regional Board with the Code for Sports Governance,
British Cycling’s Regional Governance Guide, its Values and Code of Conduct.

As Vice-chair, attend the Regional Council meetings (AGM, and Pre-National Council
meetings) as well as approximately 6-8 Regional Board meetings per year and workgroup
meetings as appropriate.

To deputise for the Chair and represent the Region at Federation Commission in the
Chair’s absence, ensuring relevant information is communicated from the British Cycling
Board to the Regional Board, Regional Council and members as appropriate.

To take on any duties as delegated by the Chair and/or Regional Board.

Support the Regional Board, Chair and the Regional Manager in the development of
Regional Delivery Plan with clear targets, regular reviews of the long-term strategic aims,
and a regular evaluation of performance against that plan and targets.

Assist to ensure the Board fulfils their responsibilities for the overall governance and
strategic direction of the Region.

Skills & Knowledge
Essential:

Be a member of British Cycling and be in either a club/team or Private member within
the relevant Region.

Understanding and acceptance of the responsibilities and liabilities of the Region.
Commitment to British Cycling and the Region’s objectives, aims and values and
willingness to devote time to carry out responsibilities.

Good knowledge of cycling, the various disciplines and the structure of national, regional
and club-level activity.

Sound knowledge of the British Cycling handbook, Byelaws and Regional Board Terms of
Reference.

Good communication and interpersonal skills and the ability to respect the confidences of
colleagues.



e Good, independent judgement, political impartiality, and the ability to think creatively in
the context of the Region and external environment.
e Balancing tact & diplomacy with willingness to challenge and constructively criticise.

Desirable:
e Experience of working with a Board, executive staff and volunteers.

Time Commitment

e Approximately 10-15 hours per month, which shall include preparation for and attendance
at two Regional Council meetings, and six to eight Regional Board meetings per year.

e The Vice-Chair might also attend Federation Commission as deputy to the Regional Chair,
to present the regional report.

Location
Meetings at a regional venue, or online where appropriate.

Notes

This is an elected voluntary position. Reasonable expenses incurred as part of the Regional Vice-
Chair’s activity will be reimbursed by the Region.

June 2022



Appendix 5C: Role descriptions — Regional Secretary

Role Description

Title: Regional Secretary

Region: [Insert region]

Responsible for: Regional Board/Regional Council
Responsible to British Cycling Board

Term of appointment: [Insert term of appointment]

Relationships:
Internal: Regional Board

Regional Manager

Affiliated clubs, British Cycling members, and other British Cycling staff
British Cycling Board

Other Regions, Scottish Cycling and Welsh Cycling

External: Contractors

Key Responsibilities:

Elected at a Regional Council’s Annual General Meeting by Regional Council and other
Board members, the Regional Secretary is the linchpin in ensuring effective regional
governance, with wide ranging duties that are crucial to a successful Board. Frequently
the key go-to point for not only the Board but British Cycling staff, members and other
volunteers, the post holder has considerable influence in planning for, directing and
communicating a broad range of activities to ensure the Board lives by the British Cycling
values and all interested parties have the opportunity to engage in the Region’s future.

The Regional Secretary will play a key role in supporting the Regional Council meetings as
well as approximately 6 Regional Board meetings per year. Responsibilities include:

Receive and respond to general enquiries as appropriate or ensure that they are directed
to the relevant person.

Arrange and minute Regional Board meetings and Regional Council meetings as detailed
below.

Approve kit design for those clubs/teams affiliated to the region and liaise with the HQ
membership team with any enquiries appertaining to this.

Maintain the Region’s Asset register

Summary of Main Duties:

Discuss with the Chairperson and Regional Board members prior to meetings in order to
collate and produce items to be placed on the Agenda. Make bookings for the meeting
venues as and when required and advise them of any special requirements (equipment,
seating arrangements, capacity, catering etc). Submit all meeting minutes to BC HQ
following completion.

Receive and deal with all correspondence relating to the Regions affairs, consult with the
Chairperson and all other Officers prior to answering contentious correspondence which
does not fall under the remit of any other Officials.

Receive all notices with regards to club/team approval together with their kit authorisation
and deal with as necessary any issues appertaining to such.

Maintain a list of names and contacts of all Regional Board members, National Councillors,
& Work Group members of the Region and all (except the Workgroup members) shall be
advised to Headquarters of any changes.

Notify all registered club secretaries and affiliated organisations together with all members
within the Region of the intended date for the Annual General Meeting of the Regional
Council, which must be held by 30™ September each year.

Prepare sign in sheets and suitable Ballot Papers for the Regional Annual General Meeting.
Subject to restrictions, this could be held virtually by the regions zoom platform.



e Within 10 days after the Regional AGM, submit minutes to BC HQ together with all reports
following confirmation from Chairperson.

e Advise the Regional Board where matters are of concern at the earliest opportunity.

e Prepare and maintain the Region’s Asset Register indicating all Regional Equipment that is
owned / retained by the Region and who it is held by (these are nominated holders within
the Region agreed by the Board).

Skills & Knowledge
Essential:

Be a member of British Cycling and be in either a club/team or Private member within the
respective Region

Understanding and acceptance of the responsibilities and liabilities of the Region
Commitment to British Cycling and the Region’s objectives, aims and values and willingness
to devote time to carry out responsibilities

e Good knowledge of administrative procedures

e Good organisational skills and competent use of IT

e Good communication skills, approachable and friendly

e Have an eye for detail

e A sound understanding of the British Cycling handbook, Byelaws and Regional Board Terms
of Reference.

Desirable:

Experience of working with a Board, Executive staff and volunteers

Time Commitment

Approximately 10-15 hours per month, which shall include preparation for and attendance
at two Regional Council meetings, and six to eight Regional Board meetings per year.
Attend the Regional Secretaries Group, a forum open to all Regional Secretaries that is
convened by the Company Secretary or on request of the Regional Secretaries, meeting as
required to discuss upcoming activities, events and development relevant to this role.

Location
Meetings at a regional venue, or online where appropriate.

Notes

This is an elected voluntary position. Reasonable expenses incurred as part of the Regional
Secretary’s activity will be reimbursed by the Region.

The Regional Secretary’s contact details will be made available on the British Cycling website
as point of contact for the region.

June 2022



Appendix 5D: Role description — Regional Treasurer

Role Description

Title: Regional Treasurer

Region: [Insert region]

Responsible for: Regional Board / Regional Council
Responsible to British Cycling Board

Term of appointment: [Insert term of appointment]

Relationships:
Internal: Regional Board

Regional Manager

Affiliated clubs, British Cycling members, and other British Cycling staff
British Cycling Board

Other Regions, Scottish Cycling and Welsh Cycling

External: Contractors

Key Responsibilities:

Elected at a Regional Council meeting by Regional Council and other Board members, to
effectively administer the Region’s finances by keeping accurate records of payments and
received, to reconcile the regions bank accounts in order to produce accurate end of year
accounts.

Summary of Main Duties:

Promote and support the British Cycling vision to ‘Lead our Sport, Inspire Our Communities’,
and the strategy to deliver that vision.

Ensure compliance of self with the Code for Sports Governance, British Cycling’s Regional
Governance Guide, its Values and Code of Conduct

Process all regional income generated from within the jurisdiction of the Region. All monies
received shall be held on deposit within the Regions Bank Account(s). The post also involves
liaison between Headquarters Finance staff and other members of the committees on which
they serve. Provision will also need to be made for the storage of all documentation received
for a period of six years.

Prepare the Annual Balance Sheets and Final Accounts in the form prescribed by the Board
for the preceding year. The Treasurer shall forward a detailed financial statement for the
preceding financial year to the Headquarters within 6 months of the end of the Federation’s
financial period in order for the Region’s National Councillors to obtain/retain their voting
rights and also be available for inspection/issue to the Regional Council Delegates at the
Regional Annual General Meeting.

Make payments on behalf of/directed by the Regional Board, by BACS or cheque (cheques
must be issued with a minimum of 2 signatories and the Treasurer shall ensure all signatories
at the Bank are kept up to date) and deal with all financial correspondence, releasing of other
expenditure and disbursements in the course of discharging the duties and obligations of the
Region.

Keep proper accounts of all funds, making any budgetary controls with approval and bearing
in mind cash flow predictions.

Efficient payment of invoices and bills.

Attend and report at various meetings throughout the year.

Advise Committee/Council members where any financial matters are of concern at the earliest
opportunity.

Research and propose opportunities for investment, sponsorship and Regional Board support
to assist the Regional British Cycling Delivery teams aims.

In order to protect the Federation’s finances, it would be a prerequisite for all applicants to be
willing to undertake a DBS check, and it should be noted that any person who is/has been an
undischarged Bankrupt would not be eligible to tend for/stay in the post of Treasurer.



Skills & Knowledge
Essential:

e Be a member of British Cycling and be in either a club/team or Private member within the
respective Region

e Understanding and acceptance of the responsibilities and liabilities of the Region

¢ Commitment to British Cycling and the Region’s objectives, aims and values and willingness
to devote time to carry out responsibilities

e Good knowledge of accountancy and banking procedures

e Good organisational skills and competent use of IT

e Sound knowledge of the British Cycling handbook, Byelaws and Regional Board Terms of
Reference.

Desirable:
e Experience of working with a Board, Executive staff and volunteers

Time Commitment

Approximately 10-15 hours per month, which shall include preparation for and attendance at two
Regional Council meetings, and six to eight Regional Board meetings per year.

Location
Meetings at a regional venue, or online where appropriate.

Notes

This is an elected voluntary position. Reasonable expenses incurred as part of the Regional
Treasurer’s activity will be reimbursed by the Region.

June 2022

Appendix 5E: Role descriptions — Regional Board Lead / Workgroup Chair

Role Description



Title: Regional Lead / Workgroup Chair

Region: [Insert region]
Responsible to Regional Board
Term of appointment: [Insert term of appointment]

Relationships:
Internal: Regional Board
Regional Manager
Affiliated clubs, British Cycling members, and other British Cycling staff
British Cycling Board
Other Regions, Scottish Cycling and Welsh Cycling

Summary of Main Duties:
e Act as the main point of contact and voice of British Cycling members for the Workgroup
in the Region
e Provide leadership and direction to the Workgroup

e Promote and support the British Cycling vision to ‘Lead our Sport, Inspire Our
Communities’, and the strategy to deliver that vision

e To promote participation and support cycling development

¢ Work collaboratively with the British Cycling Regional Delivery team and Regional Board
subgroups, helping them to achieve the aims of the Region and to identify more
opportunities to develop.

e Support the volunteer workforce supporting the Workgroup in the region.

Skills & Knowledge
Essential:

e Be a member of British Cycling and be in either a club/team or Private member within
the relevant Region.

e Understanding and acceptance of the responsibilities and liabilities of the Region.

¢ Commitment to British Cycling and the Region’s objectives, aims and values and
willingness to devote time to carry out responsibilities.

¢ Sound knowledge of the British Cycling handbook and Byelaws.

e Good communication and interpersonal skills and the ability to respect the confidences of
colleagues.

Time Commitment
Approximately 8-10 hours per month.

Location
Meetings at a regional venue, or online where appropriate.

Notes

This is a voluntary position. Reasonable expenses incurred as part of the Regional Lead /
Workgroup Chair’s activity will be reimbursed by the Region.

June 2022

Appendix 5F: Role descriptions — Regional Board Member

Role Description



Title: Regional Board Member

Region: [Insert region]

Responsible for: Ensuring the membership views are represented within the
governance of the region.

Responsible to British Cycling Board

Term of appointment: [Insert term of appointment]

Relationships:
Internal: Regional Board
Regional Manager
Affiliated clubs, British Cycling members, and other British Cycling staff
British Cycling Board
Other Regions, Scottish Cycling and Welsh Cycling

Key Responsibilities:
Elected at a Regional Council meeting by Regional Council and other Board members, to ensure

the board fulfils its responsibilities to the region’s membership.

Summary of Main Duties:

. Promote and support the British Cycling vision to ‘Lead our Sport, Inspire Our
Communities’, and the strategy to deliver that vision.

. Ensure compliance of self with the Code for Sports Governance, British Cycling’s Regional
Governance Guide, its Values and Code of Conduct.

. Assist the Board to fulfil their responsibilities for the overall governance and strategic
direction of the Region.

. Attend approximately 6-8 Regional Board meetings per year, the Regional AGM and Regional
Council meetings, and any workgroup meetings as required.

. At the first meeting following the Regional AGM, Elected members may be appointed with

specific duties in addition to the responsibilities as a board member.

Skills & Knowledge
Essential:

o Be a member of British Cycling and be in either a club/team or Private member within
the relevant Region.

o Understanding and acceptance of the responsibilities and liabilities of the Region.

¢ Commitment to British Cycling and the Region’s objectives, aims and values and
willingness to devote time to carry out responsibilities.

e Sound knowledge of the British Cycling handbook, Byelaws and Regional Board Terms of

Reference.

e Good communication and interpersonal skills and the ability to respect the confidences of
colleagues.

Desirable:

o Experience of working with a Board, executive staff and volunteers.

Time Commitment
Approximately 10-12 hours per month, which shall include preparation for and attendance at two Regional
Council meetings, and six to eight Regional Board meetings per year.

Location
Meetings at a regional venue, or online where appropriate.

Notes

This is an elected voluntary position. Reasonable expenses incurred as part of the Regional Board
Member’s activity will be reimbursed by the Region.
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Appendix 5G: Role descriptions — National Councillor

Role Description



Title: National Councillor

Region: [Insert region]
Responsible to National Council
Term of appointment: Elected annually

Relationships:
Internal: Regional Board
National Board, National Council
Other Regions, Scottish Cycling and Welsh Cycling

Key Responsibilities:
. Elected at a Regional Council Annual General Meeting by Regional Council and other Board
members, to represent the region at the Annual National Council meeting.

Elected annually and eligible to stand for election each year and including the eighth AGM
subsequent to their initial election in accordance with Byelaw 6.4.4.5.

Summary of Main Duties:

. Promote and support the British Cycling vision to ‘Lead our Sport, Inspire Our
Communities’, and the strategy to deliver that vision.

. Ensure compliance of self with the Code for Sports Governance, British Cycling’s Regional
Governance Guide, its Values and Code of Conduct.

o Attend Regional Council meetings, where there will be a discussion of the annual report and

agenda, to enable National Councillors to be mandated or given discretion with the views of
the Region’s councillors.

. Represent the Region at National Council and any meetings appertaining to such.

Skills & Knowledge
Essential:

¢ Be a member of British Cycling and be in either a club/team or Private member within
the relevant Region.

¢ Understanding and acceptance of the responsibilities and liabilities of the Region.

¢ Commitment to British Cycling and the Region’s objectives, aims and values and
willingness to devote time to carry out responsibilities.

¢ Sound knowledge of the British Cycling handbook and Byelaws.

e Good communication and interpersonal skills and the ability to respect the confidences of
colleagues.
Desirable:
o Experience of working with a Board, executive staff and volunteers.

Time Commitment
Approximately 8-10 hours per month, which shall include preparation for and attendance at two Regional
Council meetings per year, and the National Council meeting.

Location
Meetings at a regional venue, or online where appropriate.

Notes

This is an elected voluntary position. Reasonable expenses incurred as part of the National
Councillor’s activity will be reimbursed by the Region.

June 2022
Appendix 6: Effective Meetings - Tips and advice for the Regional Chair and Workgroup Chairs



The Regional Chair and Workgroup Chair roles are pivotal in delivering successful and productive meetings.
Whether this is Board/Workgroup meetings, informal discussions, or AGMs, it is important that the chair is
a focussed and capable leader.

What follows is some best practice and guidance on how an effective chair operates.
Meetings

In advance of any meeting a greater focus on appropriate preparation will lead to better discussions and
better decisions being made.

In particular, regular reports and updates should take the form of a written report within the circulated
Regional Board papers. This removes the time needed for verbal reports, and provides all Regional Board
members with an opportunity to prepare, noting any key points to check or clarify from each written
report.

Further, since key decisions of the Regional Board will be documented in action points in the minutes, a key
aspect of the Regional Chair’s role is in reviewing those and ensuring that these feature predominantly in
both the agenda and the written updates.

A successful chair will ask the following key questions to themselves and perhaps to those who are
attending. Having clarity on these questions will act as useful prompts should a chair need to bring the
meeting to order:

e  Why are we having this meeting?

e  What items will/must we discuss?

e What information must be provided in advance for these items?

e Who is going to contribute to the discussion and how can | help them prepare?
e Isit clear what decision is required?

e Do we need more information to inform the discussion?

e How much time is required for this meeting?

Role of a meeting chair

The chair of meetings should work to ensure that:

e Meetings start and end on time.

e The business on the agenda is relevant to the length of the meeting.

e The agenda focus remains on the key business in hand.

e Conversations remain focussed on the agenda item and do not go off-track.

e There is a balance between in-depth discussion and the main objectives of the meeting.

e All attendees have an opportunity to contribute (being aware of both outspoken and quieter
attendees) and state their views — for and against.

e Attendees are clear what decision(s) they are being asked to make.

e Thereis a clear conclusion, requested agreement, and/or a deciding vote taken on any
decision.

e At the end of each topic on the agenda there is a clear summary with actions noted and
allocated with timelines or deadlines.

e Minutes are recorded by the meeting secretary - the key facts and results as well as
disagreements.

e Sometimes the business on a meeting agenda cannot be completed in the allotted time. A
chair should not feel compelled to complete an agenda but rather to ensure there is a stated
plan to deal with any unresolved business. This can be either deferred to the next meeting or
progressed out-of-committee according to any delegated authority from that Board meeting.

Balancing healthy debate and efficient decision-making, while at the same time allowing the dominant and
quieter personalities equal opportunities to contribute to the meeting, is very important. It is also critical
that the chair never uses their position as an opportunity to dominate the meeting or put forward their
own view to the exclusion of others.

Dealing with difficult meetings and people




The role of the chair is important in managing difficult meetings and challenging people. Taking a proactive
approach to people management as well as the general behaviours and attitudes of the attendees is key to
successful meetings and will keep a meeting productive.

When dealing with difficult situations:

e Remind people of the meeting rules and general code of conduct that everyone has agreed to.

e Be firm and consistent in actions and ensure equal treatment of all attendees.

e Be aware of side conversations and ensure they are stopped out of respect for the speaker —
but remember to ask those people if they later wish to contribute anything to the debate.

e If a heated discussion breaks out, openly summarise the views and move the debate away
from the individuals involved and ask the other attendees for opinions.

e |f someone is monopolising the discussion, stop them, summarise their points, ask for any final
observations and then invite the group to discuss.

e If someone continually repeats a point, assure them that it has been heard and move the
conversation back the group.

e |f a topic might lead to difficulties, consider contacting the key antagonists in advance to affirm
their commitment to an effective meeting.

e Be prepared to approach a person outside of a meeting and explore behaviour in a sensitive
manner. They may not recognise their behaviour is inappropriate, or other factors may be at

play.

After and between meetings

An effective chair will wish to ensure that the Regional Secretary promptly completes the minutes and action
log from the meetings and is then able to review these in draft, before distributing to all Regional Board
members.

Where there are action points requiring completion in between meetings, the Regional Chair and Regional
Secretary should ensure that details of the progress on these should be kept updated in the meantime.



Appendix 7 — Regional Board meeting agenda template

10.

Y BRITISH
O CYCUNG

The British Cycling Federation (Company number 03943494)
(Trading as British Cycling)

[Name] Region — Board Meeting Agenda
[ xx Month Year ]

There will be a meeting of the [Name] Regional Board of British Cycling
at [Time] am/pm on [Date/Month/Year] at [via Microsoft Teams/Zoom — details will be sent separately]
[Address/Postcode]
Recording of attendees (and whether Regional Board or observer role) and apologies for absence
Declaration of Interests
Minutes of the last meeting held on XX Month Year (attached)
a. Approval (noting where redactions, if any, required for publication)
b. Matters arising
Action log updates (attached)
a. X
b.Y
Regional Delivery Plan update — RDM report (attached)
Chair update report (attached)
Other update reports (to be attached)
a) Treasurer
b) Secretary
c) Discipline Leads
d) Other
Specific new reports as required (attached)

AOB

Date, time and location of next meeting



Appendix 8 — Regional Board meeting minutes template

Y BRITISH
O CYCUNG

The British Cycling Federation (Company number 03943494)
(Trading as British Cycling)

[Name] Region — Board Meeting Minutes

Meeting held at [time/date/place/on-line/etc].

Board members present [name] — [name initials — their Regional Board role or title]
Record names to identify which of the elected Regional Board members is
present

Others in attendance [name] — [name initials — any Regional Board role or title]

Record names and sufficient detail to identify who else is present and their
relevance, e.g. British Cycling staff, other guests or visitors

1. Chair’s opening remarks — [perhaps a recognition of certain attendees, or any other information of
relevance at the start of the meeting]

2. Apologies for absence [name] — [name initials — their Regional Board role or title]
3. Declaration of Interests
4, Minutes of the last meeting held on XX Month Year

a. [Record of formal Approval (noting where redactions, if any, required for publication]
b. [Record of matters arising that were discussed]

5. Action log updates — The action log was reviewed and the following specific updates were noted:
a. Action 005 — [Commentary to reflect the update given to the meeting and any further
agreement on plans to address the action point.]

b. Etc

[Commentary to reflect the update given to the meeting and any agreement on existing or new action
points, on the following agenda items where they were covered.]

6 Regional Delivery Plan update

7. Chair update report

8. Other update reports — Treasurer/Secretary/Discipline Leads/Other

9. Other matters of tabled agenda items and discussions — including voted and agreed action points
10. AOB

11. Date, time and location of next meeting



Appendix 9 — Regional Board meeting action log template
(Table to be in landscape orientation please)

Y BRITISH
%) CYCLING

The British Cycling Federation (Company number 03943494)
(Trading as British Cycling)

[ XXX] Region — Board / [XXX] Workgroup Action List
Last updated [Date:Month:Year]

Mtg date / Action to be taken Action by By when Ongoing update
Minutes Ref




Appendix 10 - Template Terms of Reference for a Regional Workgroup

Whilst a Workgroup will have an oversight function for a specific area of regional operations, it
may or may not have responsibility for delivering the work. These Terms of Reference should
be amended by each Workgroup so that all members know what is required and how they are
accountable to the Regional Board.

Y BRITISH
O CYCUNG

The British Cycling Federation (Company number 03943494)
(Trading as British Cycling)

Regional Board Workgroup
Terms of Reference

Mission of the Regional Board Workgroup
The Regional Board Workgroup mission is to:

e Assist the Region in carrying out its duties and provide operational coordination and
support to the Regional Board.

e Consider, offer advice on and, where helpful, challenge activity regarding [insert
workgroup focus area/purpose].

e Make written recommendations to the Regional Board, who will then make a decision on
implementing those recommendations.

Deliverables of the Regional Board Workgroup
The deliverables of the Workgroup are to:
e Develop an in-depth understanding of [insert workgroup focus area/purpose].

o Offer recommendations and guidance to the Regional Board and, where applicable, to
endorse action.

e Maintaining appropriate consultation and communication routes with all relevant groups
in British Cycling.

e Encourage and assist British Cycling in the effective integration and implementation of
diversity and inclusion.

e Any further deliverables for the group will be based on the scope of works and to be
determined when the group meets.

Meetinas

The [insert Workgroup name] Group will meet [insert required number of meetings] times per
year, as determined by the level of business. Agendas and papers will ordinarily be circulated at
least one week in advance of Group meetings. Members may at any time request the addition of
agenda items via the workgroup Chair.

Reporting

The Group will report back to the Regional Board through the Chair, and Workgroups would
ordinarily benefit from retaining a direct link to the Board through the Chair of that Workgroup
also being an elected Regional Board member.

Copies of minutes / actions will be available to the Regional Board. Items to be discussed at
each meeting will be co-ordinated by the Chair of the group with input from the Workgroup
members.

Changes to the Terms of Reference

The Terms of Reference will be reviewed on an annual basis once the workgroup has been
established.

Last reviewed: 14 June 2022
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Appendix 11 - Template Regional Board Member Register of Interests

Y BRITISH
O CYCLING

The British Cycling Federation (Company number 03943494)
(Trading as British Cycling)

[XX] Region - Regional Board Member Register of Interests

The below are declarations of significant connections with the following organisation and/or
persons, such that it may be deemed that the interest involved might influence the responsibilities
and duties that you, as a Regional Board member, hold with regard to British Cycling, and may affect
items on the agenda for discussion.

Please also declare if your spouse, close family member, or person living at the same residence has
significant connections with the following organisations such that it may be deemed that the interest
involved might influence the discussion and items on the Agenda, with regard to British Cycling.

Board Member Organisation or person Nature of interest
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Appendix 12 - Regional Financial Regulations

DEFINITIONS AND GENERAL PRINCIPLES

These Regional Financial Regulations come into force on 1 January 2022. All Regional
Board members agree to be bound by and undertake to comply with these Financial

1.2

1.3

1.4

1.5

2.2

2.3

2.4

2.5

2.6
2.7

Regulations.

Definitions
Term Definition
Authorised Signatories on a Region's banking account who are authorised to
Person process and approve payments on behalf of that Region.
Executive The Executive Leadership Team of the Federation.
Leadership Team
Federation The British Cycling Federation.

Home Country

England, Scotland or Wales.

National Board

The board of directors of the Federation.

Region

A territory as established by the Board.

Regional Board

A body established to administer the affairs of the Region under

the Terms of Reference for Regional Boards and devolved authority
from the National Board.

Under-16 Riders under the age of 16.

Youth As described in the Synopsis of Age Categories table on page 170.

Unless the context otherwise requires, words in the singular shall include the plural
and in the plural shall include the singular.

Any obligation on a party not to do something includes an obligation not to allow that
thing to be done.

Any words following the terms including, include, in particular, for example or any
similar expression shall be construed as illustrative and shall not limit the sense of the
words, description, definition, phrase or term preceding those terms.

BANK ACCOUNTS

Each Regional Board shall be provided with a banking account into which all funding
award monies shall be paid.

Where a Region raises funds by way of entry fees for events, a further banking account
may be provided for the management of such funds.

All funds in such banking accounts shall be deemed to be held for the Federation and,
in case of dissolution of the Region, such funds shall be disposed of as directed by the
National Board.

Regional Boards must maintain at least two Authorised Persons at any one time.

An additional Authorised Person for each Regional Board’s banking account shall be
nominated by the Executive Leadership Team.

Payments must be processed and approved by any two different Authorised Persons.

Reserves pursuant to Regulation 3.8 may be kept in a separate banking account.
Should a Regional Board opt to transfer their reserves into the new banking account
as described in Regulation 2.1, those reserves shall be ring-fenced for the Regional
Board to spend at their own discretion.

REGIONAL FUNDING
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3.1 Each year, Regional Boards shall submit to the Federation a budget proposal by 15
January for the financial year commencing 1 April.

3.2 The budget proposal shall be in the form prescribed by the Executive Leadership Team
and must be aligned to the Federation's strategy, regional delivery plans and/or
discipline plans.

3.3 Nominated representatives of the Federation shall review the budget proposal and
determine the level of funding to be awarded to each Region.

3.4 Regional Boards will be notified of their funding award by 1 March.

3.5 A maximum of 70% of the funding award will be paid by 1 April. The remaining sum
shall be paid by 1 October.

3.6 From 2024, any surplus funds from the previous funding period will be carried forward
into the proceeding financial period. This surplus shall be offset against the second half
of the funding award to be paid by 1 October in each year.

3.7 If a budgetary deficit is anticipated, the Regional Chair or Treasurer must notify the
Federation as soon as a possible overspend is identified. Assistance will be provided to
the Region by the Federation where needed.

3.8 Reserves

3.8.1 Regional Board reserve funds which have accumulated over time to 31 December 2021
must be invested in the sport.

3.8.1.1 The Regional Board has the discretion to invest these reserves as it sees fit in line
with British Cycling’s strategy, regional delivery plans and/or discipline plans.

3.8.1.2 The Federation shall provide a funding uplift of 20% for all reserves spent each
financial year up to and including the 2025-26 financial year.

3.9 Supplementary Income

3.9.1 The Regional Board has the authority to develop supplementary income to support the
delivery of its activities.

3.9.1.1 Details of any anticipated supplementary income shall be specified within the
budget submission where possible. Where it is not possible to provide such information
within the budget submission, the relevant details shall be reported within the annual
financial report pursuant to Regulation 4.4.

3.9.1.2 Supplementary income shall not be offset against the funding award.

3.9.1.3 Supplementary income must be used within 12 months of being raised unless
otherwise agreed between the Regional Board and the Federation.

FINANCIAL REPORTING

4.1 The Regional Board shall keep proper accounting records of all financial activity of each
financial year in line with the Federation’s financial period (1 April to 31 March).

4.2 A common accounting approach is to be adopted across all Regions, details of which
shall be provided to the Regional Boards by the Federation.

4.3 The Regional Treasurer shall report to each meeting of the Regional Board on the
financial position of the Region. This shall include a summary of income and
expenditure made up to the end of the most recent accounting period including a
reconciliation of the bank account balance.

4.4 The Regional Board shall prepare financial statements in line with the Federation’s
financial period in the form prescribed by the Executive Leadership Team.
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4.4.1

4.4.2

4.4.2.1
4.4.2.2

4.5

4.6

52

53

54

55
5.6

6.1.1
6.1.2
6.2

6.3

6.4

Such financial statements shall be forwarded to the Company Secretary within six
months of the end of the Federation's financial period which shall be duly examined by
the Executive Leadership Team.

Financial statements must be prepared for all banking accounts held by the Region
and must include details of:

the level of retained reserves and a summary of reserves spend for the year; and
the level of supplementary income raised and spent.

Regional Boards do not have the power to incur any liability whatsoever on behalf of
or in the name of the Federation, for example by entering into credit agreements or
employment contracts or consultancy agreements with third parties.

The Executive Leadership Team shall have the power to inspect the financial records
of any Region at any time.

EVENT REGISTRATION FEES

The grant of a registration shall (except in the case of the events listed in Technical
Regulation G6.4) be subject to the payment of the current registration fee as
determined by the National Board.

Where a Home Country registers a race on behalf of the Federation, the Home Country
shall retain such registration fee.

Only one application, registration and registration fee shall be necessary in respect of
a track event.

Separate applications, registrations and registration fees shall be necessary for each
road race.

No registration fee shall be payable in respect of a national championship.

No registration fee shall be payable for a registration issued for events open only to
Under-16s, a track event or closed-circuit race confined to first claim members of the
same club.

EVENT LEVY

Each entrant in all events shall be subject to the payment of the current event levy as
determined by the National Board save for:

entrants in Youth events; and
events on the international calendar.

Where a rider enters an event comprising two or more races on the same day for which
a single entry fee is due, only one event levy must be paid.

Where a rider enters more than one race on the same day for which separate entry
fees are due, a race levy must be paid for each race.

Entrants for an event or events held over multiple days shall pay one race levy for
each meeting or each day’s racing.

EVENT INSURANCE

Third party liability insurance cover shall be provided for registered events subject to
payment of the relevant registration fees and levies set by the National Board.
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Appendix 13 - Template Regional Asset and Equipment Register

[XXXX] Region - Asset and Equipment Register

Location
(for regional assets split across multiple locations,
consider having a separate register for each location)
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Radio equipment (create a separate Register for valuable items, recording serial number or similar.)
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Appendix 14 - Template regional risk register, and guide to completing a risk register

(To be in landscape orientation please)

Y BRITISH
MCYCLING

The British Cycling Federation (Company number 03943494)
(Trading as British Cycling)

Regional Board Risk Register
Last updated ####H#H#H#H

Overview

The Corporate Risk Register is reviewed by the Regional Board at [insert frequency] meeting.
It was last reviewed in [June 2022] with an addition for [insert any risks added or amended].

Heat Map

A Heat Map has been developed and is attached on the following page.
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Heat Map
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1. Strategic

E.g. Loss of key role holder at 4 4 1. Regular communication 3 3 1. Succession
Regional Board. with Regional Board Regional Bc
1. members place and mr

2. Positive engagement with
all regional members who
may be interested in
joining the Regional Board

Operational

Financial

External

Legal
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In Key Component 12 — Risk Management, reference is made to a Regional Board considering and
assessing what risks might impact upon its future activities, and what actions can be taken to
mitigate those risks.

This guidance for completing a risk register involves the following recommended steps:

1. A Description to sufficiently identify a risk, alongside a classification of the risk, whether it is
strategic, operational, etc.

2. Assess the likelihood of occurrence, along with the severity of impact of the risk.

3. Risk mitigation, and actions to prevent, reduce, or transfer the risk. This may include
production of contingency plans.

4. The individual responsible for owning the risks and ensuring that the risks are identified, and
countermeasures are put in place.

5. Dates. As the register is a living document, it is important to record the date that risks are
identified or modified. Optional dates to include are the target and completion dates of
actions to reduce risks.

1. Identification of a risk

Risk identification and description should be undertaken with care - the analysis will contain some
subjective judgements. No process can identify all possible risks that may arise, however, it can
provide reasonable assurance to the Regional Board that all relevant risks have been identified.

A Region may want to consider the following areas when they are identifying risks:

e The nature and scale of the Region’s activities.

e The outcomes that need to be achieved.

e The Region’s reputation with its stakeholders.

e Past mistakes and problems that the Region has faced.
e Comparison with other Regions.

It is then useful to map out each identified risk across the following categories to capture the most
significant:
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Anything that might hinder or prevent the RDP strategy
being deliverad.

Loss of key role holders at Regional Board or
Workgroup level

Inappropriate organisational structure
Lack of skills on the Regional Board
Conflicts of interest at Regional Board level

Poor relationships with staff

Poor delivery of objectives

Doubts about security of Region's assets
Members not given good local service

Safeguarding issue in respect of a regional team

Inaccurate or insufficient finances
Dependency on limited income streams
Insufficient reserves

Poor reputation

Decline in club engagement

Poor knowledge of legal responsibilities

Poor knowledge of regulatory requirements

2. Assessment of a risk

Identified risks can then be assessed in two ways:

1. Likelihood - how likely a risk is to materialise.
2. Impact - the potential severity of the impact, or how bad it would be if the risk materialised.

A mapping process will allow the Regional Board to identify the risks that fall into the major risk
category.

Begin by considering each risk and giving it a score out of 5 for both likelihood and impact using the
guidelines below. Scoring often involves a degree of judgement or subjectivity, but what is important
is that you have a process in place for identifying and assessing risk.

Likelihood assessment:
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LIKELIHOOD IMPACT ON SERVICE AND REPUTATION

DESCRIPTION

Remote May only occur in exceptional
circumstances

Unlikely . Expected to occur in a few circumstances

-

Probable - Expected to occur in many circumstances

Highly probable Expected to occur frequently and in most
circumstances

Impact assessment:

IMPACT SCORE IMPACT ON SERVICE AND REPUTATION
DESCRIPTION

Insignificant - No impact on service

- No impact on reputation
- Complaint unlikely

- Slight impact on service
- Slight impact on reputation
- Complaint possible

Moderate - Some service disruption
-. - Potential for effect on reputation
= Complaint probable
= Service disrupted
- Adverse reputational damage unavoidable
- Complaint probable

Extreme/ - Service interrupted for significant time
Catastrophic

- Major reputational damage unavoidable
- Loss of confidence

- Maijor litigation expected

Once each risk has both an impact and a probability score, all can be mapped onto a heat map, as
below, which combines both scores.

The colour codes are:
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Red: Major, extreme or catastrophic risks that score 12 or more
Yellow: Moderate or major risks that score between 5 and 10
Green: Minor or insignificant risks scoring 4 or less

Catastrophic 5
Major 4
Moderate 3
Minor 2
Insignificant 1
1 2 3 4 5
Highly

Remote Unlikely Possible Probable Probable

PROBABILITY

Recommended steps 3, 4, and 5 of completing the Risk Register are straightforward matters of
recording the necessary details in addressing the identified risks.
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Appendix 15 - FAQs
Q. Who can attend Regional Council meetings?

A. In principle, any British Cycling member can attend a Regional Council meeting. We want and
encourage participation in this important annual meeting for a Region to be as wide as possible.
However, on matters of formal decision-making at a Regional Council, there are rules on who can
vote. Only defined Regional Councillors can cast a vote, as set out in the Articles and the British
Cycling Bye Laws.

As the Regional Council meeting has a formal role in making certain decisions, the Regional Chair and
Regional Secretary will have a clear governance role in balancing the welcome attendance of
interested parties and the opportunity to contribute, asking relevant questions as part of any
discussions, with a clear understanding of how many votes there are in the room.

Q. Who can attend National AGM/National Council

A. As with Regional Council meetings, any British Cycling member can attend a National Council
meeting.

Q. Who can attend Regional Board meetings?

A. The Regional Board meetings are the key decision-making meetings for a Region. Accordingly,
attendance is generally restricted to the elected officers of each Region, with the Regional Chair of
each Region being the ultimate arbiter on meeting protocol in accordance with British Cycling
governance protocols.

Therefore, upon request, the Regional Chair may choose to give permission for observers to attend
and possibly contribute to key discussions. For some agenda items of a commercial or confidential
nature the Regional Chair might exclude all non-Board attendees from a particular item.

Q. Where can | find contact details for my Regional Board?
A. These can be found on the British Cycling website here.
Q. Where can | find copies of previous Regional Board and Regional AGM minutes?

A. For meetings held throughout 2021 and onwards, these can be found on the British Cycling
website.

Q. If I have an idea to help in my Region, where should | take it?

A. Regions welcome all contributions to improve their actions and activities. In the first instance you
can raise this with the Regional Chair, Regional Secretary, or BCRM. If subsequent to this you wish to
raise it elsewhere, you should contact any of your Regional Board members locally.

Q. My dffiliated organisation doesn’t seem to be receiving information from my Regional Board.
How do | make sure that this happens going forwards?

A. Effective communication is an important part of Regional delivery. Please contact your Regional
Secretary to help establish why certain information is not reaching you.

Q. I've read the role descriptions and believe | have skills and experience which would be useful to the
Region. How do I get involved to help?

A. Regions welcome volunteers from all parts of our membership. This Guide also covers the formal
process of volunteers being elected onto Regional Boards each year, or in joining a particular
Workgroup in a Region. To help explore any specific opportunities locally, in the first instance you
should make contact with your Regional Chair or BCRM to discuss how you might like to get
involved.


https://www.britishcycling.org.uk/bcregions
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Appendix 16 — Glossary of Key Information

BCRM

RDP

ELT

TOR

Regions
Regional Council

Regional Councillor

Regional Board
Regional Workgroups

National Council

National Councillor delegates

Federation Commission

Sport Commission

Discipline Commissions

British Cycling Regional Manager

Regional Delivery Plan

Executive Leadership Team

Terms of Reference

Each regional division across England, established by the Board
Formal assembly of the members in a Region

Member of a Regional Council appointed in accordance with the
Regulatory document

The Board members for each Region form the Regional Board
A separate group formed to focus on a particular matter

Collective term for the National Councillors who are entitled to
attend the AGMs of National Council

The representatives from each Region selected to attend General
Meetings

The Regional Board Chairs from each Region form this Commission,
Chaired by a BCF Board director, and meet quarterly

The Chairs of each discipline Commission form the Sport

Commission, chaired by a BCF Board director, and meet twice a year

The individual disciplines each have a Commission which meets
several times a year to discuss discipline specific matters
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