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N\ Bakehouse Close, A+DS’s Edinburgh
Office

Introduction

Post of Chief Executive,
Architecture and Design Scotland (A+DS)

Background

Established by the Scottish Government in 2005, A+DS has a wide
and proactive role in advocating the benefits of good design and
placemaking in Scotland.

In April 2009 the Scottish Government carried out a review of the
organisation which has provided a platform for change and renewal
for A+DS. The Review concluded that the role of A+DS was valuable,
but that a reviewed focus would allow it to fulfil its potential and
continue to play a vital role in assisting the realisation of Scotland’s
ambitions for a high quality, sustainable built environment which
supports thriving communities.

Among the key recommendations were:-

e A+DS should be reclassified from Advisory to Executive NDPB (Non
Department Public Body).

e Revised governance arrangements should be implemented and a
new NDPB Board established by Ministerial appointment.

e The need for the Chief Executive to establish a clear leadership
role, supported and challenged by the Board, holding him/her to
account on behalf of Ministers.

The new governance arrangements will take effect from 1 April 2010
when the current Chair, and members of the existing Company and
Advisory Board will stand down.

Activity

A+DS’s activities are explained fully on the website ads.org.uk. A+DS
recently expanded its remit by absorbing the Government sponsored
programmes carried out by the former Lighthouse Trust, which went
into administration and was wound up in November 2009.

Salary

The salary range for 2010/11 is £64,978 - £70,000. The starting point
will be between £64,978 and £66,234, depending on experience.

Chief Executive : Responsibilities and Accountability

A Job Description and Job Profile are enclosed.
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Introduction

Staff Structure

A staff structure is enclosed.

Interview Panel

The recruitment process is being handled by Evelyn Dougherty,
SOLACE. The interview panel will consist of:-

Karen Anderson: Chair (from 1 April 2010), A+DS. Founding
Partner of Anderson, Bell Christie Architects,
Glasgow. Formerly Advisory Board Member,
A+DS.

lan Gilzean: Chief Architect, Architecture & Place Division,
Scottish Government. Formerly Head of the
Architecture Policy Unit, Scottish Government.

Trevor Muir OBE: Interim Chief Executive, A+4DS, contracted to
June 2010. Retired as Chief Executive Midlothian
Council June 20009.

Evelyn Dougherty: Head of Recruitment and Selection, SOLACE
Enterprises. Formerly Director, Tribal Executive

Resourcing.
Timescales
Friday 26 March 2010 Closing date for receipt of
applications.
Week beginning 5 April Long leet interviews.

Thursday 22 April/Friday 23 April ~ Short leet/final interviews.

General Questions re Recruitment Process

For an informal and confidential discussion about the role please
contact Evelyn Dougherty of SOLACE Enterprises on 0845 601 0649.
How to Apply

Please submit a full CV together with a supporting statement which
addresses your suitability for the role by noon on Friday 26 March.

These should be sent to Sharon.davies@solaceenterprises.com.
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Job Description

Post: Chief Executive
Date: March 2010

The Chief Executive, whose appointment will be confirmed by Scottish
Ministers, is the most senior member of staff of the organisation. It
is a permanent full time position and the appointed individual will
work under the general direction of the Chair and Company Board of
Architecture and Design Scotland

Key Accountabilities

1.

10.

11.

Provide a clear sense of direction and purpose for the organisation
ensuring that the organisation’s vision, priorities and core values,
as developed by the Board, are made a reality.

Provide leadership and direction to the organisation ensuring
operational effectiveness of resources.

Ensure the efficient and effective management of the various
programmes sponsored by the relevant Scottish Government
Directorates.

Be responsible as Accountable Officer for all aspects of the
Management Statement / Financial Memorandum as drawn up
by Scottish Government Directorate of the Built Environment
and agreed with A&DS.

Work in partnership with a range of national bodies and
agencies to promote good architecture and design in the Built
Environment.

Maintain and develop a clear and professional relationship
with the Chief Architect and staff of the Architecture and Place
Division, Scottish Government.

Determine and implement efficient and effective performance
management processes to monitor and the review the overall
effectiveness of Architecture and Design Scotland.

Represent the organisation at a local and national level.

Ensure that robust and effective strategies, policies and systems
are in place to manage the reputation of the organisation with
the public, partners and employees.

Drive innovation and continuous improvement across the
organisation.

Oversee the development and implementation of a strategy that
supports high performance working; ensure that the organisation
has the capacity and capability to deliver its objectives, respond
quickly to challenges and positively manage change.
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Job Description

13.

Lead, manage and develop the management team, to ensure a
highly credible leadership team that effectively works together at
strategic level and delivers objectives.

Ensure that systems are in place and that lines of accountability
are clear for the effective management of the organisation,
including the management of performance, risk, health and
safety, financial resources, and people management.
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Person Specification

Post: Chief Executive
Date: March 2010

Knowledge and Experience

Significant experience of successfully leading an organisation.

A track record in leading and managing a diverse group of
professionals.

Educated to degree level.

An understanding of the importance of good design and place
within the built environment.

An understanding of the complexities, relationships and
challenges of leading an arm’s length’ public body and working
with a Board.

Experience of project management with a track record of delivery
on time and on budget.

A proven track record of achievement in working with partners
and a range of stakeholders.

Track record of delivering measurable improvements through
innovation and change.

Awareness of current legislation in employment, health and
safety and equality and diversity.

Experience of implementing a robust system of performance
management.

Skills and Abilities

Exceptional leadership qualities, sound judgement and the ability
to make appropriate and timely decisions.

Demonstrates honesty, integrity and calmness under pressure.

Excellent communication skills and the ability to communicate
facts, ideas and proposals in an effective and engaging manner.

An ability to work in teams in a flexible and constructive manner.

Demonstrates consistency of approach and resilience. Generates
an environment of trust.

Skillsin publicrelations and an ability to enhance the organisation’s
external image, while forging strong relationships with people at
all levels in Scottish Government and external bodies.
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Advert Text

Architecture+DesignScotland (A+DS)
Chief Executive - £65-70k

Architecture & Design Scotland — A+DS — is the National Champion
for good architecture, design and planning in the built environment
in Scotland.

With a dedicated team of Professional staff, A+DS has a wide
and proactive role in advocating the benefits of good design and
placemaking to those involved in eventually making it happen.

A new Chair and Company Board are in place, and with an expanded
remit covering Government sponsored programmes run by the former
Lighthouse Trust, the Chief Executive will play a pivotal role in ensuring
that A+DS enhances its profile and works effectively with all Bodies
- private and public.

No professional background is stipulated; rather we seek an individual
with experience in managing a successful organisation who has a
keen understanding of the importance of well designed Buildings and
Places.

The Chief Executive will be a focused and positive individual who can
lead and develop an enthusiastic and Professional team, and provide
high level strategic and policy advice to the Chair and Board.

For an informal and confidential discussion please contact Evelyn
Dougherty of SOLACE Enterprises on 0845 601 0649 or email
Sharon.davies@solacenterprises.com

Visit www.ads.org.uk for further information and details of how to
apply.

Closing date for applications is noon, 26 March 2010
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ARCHITECTURE AND DESIGN SCOTLAND )

SCHEDULE OF THE PRINCIPAL TERMS AND CONDITIONS OF
APPOINTMENT OF STAFF

Generally

1.

Architecture+DaesignSoatiand
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This Schedule and individual letters of appointment summarise or refer to the main terms
and conditions of service as they apply at present. Full details of the terms and conditions of
employment are included in Architecture and Design Scotland’s adopted Staff Handbook.
Staff will be told about any significant changes by means of staff notices and updating
supplements to the Staff Handbook which is available to all staff in electronic form in:
data\administration\staff information\Staff Handbook.

The Chief Executive will be the line manager for the senior staff of Architecture and Design
Scotland and will be responsible to the Chair, Deputy Chair and Company Board of the
Company. You will report directly to the Chief Executive and the Company Board of
Architecture and Design Scotland, unless otherwise indicated in your appointment letter.

All permanent appointments to Architecture and Design Scotland are analogued to Scottish
Government's pay and conditions of employment. More detailed information for each
individual member of staff is provided in letters of appointment and in the Staff Handbook for
Architecture and Design Scotland, which will be updated when required in consultation with
the Sponsor Division in the Scottish Government.

Continuity of Employment

4.

Previous employment with the Scottish Government and/or A+DS will count as part of a
continuous period of employment for the purpose of Employment Protection legislation. No
other employment with a previous employer will count with this new employment as a
continuous period of employment for the purpose of the Employment Protection legislation.

Location

5.

Staff will be required to be based at Architecture and Design Scotland’s offices at either
Bakehouse Close, 146 Canongate, Edinburgh or The Lighthouse, 11 Mitchell Lane,
Glasgow. These are non-smoking offices. In any relocation thereafter, staff will have the
same right to relocation terms and conditions as employees in the same pay band in the
Scottish Government. Staff will not be required to work outside the United Kingdom. Staff
will be reimbursed for travel and subsistence expenses incurred as a result of the
requirements of their job. The terms and conditions of reimbursement are laid out in detail in
the Staff Handbook.

Probation

6.

All newly appointed staff will serve a nine month probationary period unless specifically
advised otherwise. At the end of this period their appointment will be confirmed, provided the
appointee has shown that he/she can meet the normal requirements of the job, and their
attendance and conduct have been satisfactory.

Updated Feb 10 1



Pay

7. The salary of staff on appointment will be as detailed in their individual letter of appointment.
Architecture and Design Scotland operates the same performance management system as
that used by the Scottish Government. Any increase to pay will be dependent on
performance.

Working Hours

8. Full time staff of Architecture and Design Scotland will normally work a 5 day week of
42 hours including meal breaks of one hour per day. The hours of attendance will normally
be as follows:

Monday-Thursday 8.30 am-5.00 pm
Friday 8.30 am-4.30 pm

Alternatively, staff may have the opportunity to work a Flexible Working Hours system,
details of which have been agreed by the Board of Architecture and Design Scotland. Part
time staff will have their working hours agreed with the Company Board on an individual
basis. Pay and leave entitlement of part time staff will be calculated on a pro rata basis using
agreed weekly part-time hours and the net full time hours of 37.

Overtime

9. The rules relating to overtime are set out in the Staff Handbook for Architecture and Design
Scotland. Staff will not normally be asked to work hours in excess of their normal
commitment and there will not normally be any opportunity for paid overtime. The Working
Time Regulations limit the number of hours that an individual is permitted to work unless he
or she has voluntarily agreed to work in excess of these limits. Details of the requirements of
the Regulations are included in the Staff Handbook.

Sick Leave

10. Staff of Architecture and Design Scotland are required to inform their line manager by
10.00 am on the first working day on which they are unable to work because of illness or
incapacity. Such notification must be followed by:

¢ a self-certificate form on return to work if sick absence lasts 7 days or less; or

o if the absence lasts more than 7 days, a self-certificate form covering the first 7 calendar
days together with a statement by a qualified medical practitioner covering the absence
from the 8th day.

Subiject to the discretion of the Company Board of Architecture and Design Scotland and
subject to any right they may have to terminate appointments, staff of Architecture and
Design Scotland may be paid during sickness absence on full pay (inclusive of any statutory
sick pay), less any social security benefits to which they may be entitled (whether claimed or
not), for up to 6 months in any rolling period of 12 months - and after that on half pay, up to a
maximum of 12 months paid sick absence (whether at full or half rate) in any rolling period of
4 years or less.
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Payment of sick pay is conditional upon the timeous receipt of self-certification forms and
medical practitioner’s certificates as appropriate covering the entire absence period.

If attendance is unsatisfactory because of frequent or continuous sick absence, the staff
member’s suitability for continued employment will be reviewed by the Company Board of
Architecture and Design Scotland, in discussion with the appointed HR Consultancy. A
medical examination by an occupational health specialist may be required and the results of
any such examination may be disclosed to Architecture and Design Scotland. A guide for
staff and line managers on managing attendance is available in the Staff Handbook.

Period of Notice

11. Unless a member of staff is dismissed on disciplinary grounds, staff will be eligible for the
following minimum periods of notice:

¢ less than 4 years continuous service - 5 weeks;

e 4 years or more continuous service - not less than one week for each year of continuous
employment plus one week, to a maximum of 13 weeks.

If for any reason other than disciplinary dismissal the minimum period of notice cannot be
given, the staff member will receive compensation in lieu of the unexpired period of notice.

If retired prematurely, staff may be eligible for a longer period of notice.

Staff in Bands A and B who decide to leave Architecture and Design Scotland will be
required to give not less than 1 month’s notice. Staff in Band C will be required to give not
less than 3 months’ notice.

Pension arrangements

12. Appointments to Architecture and Design Scotland are pensionable from the outset for staff
joining the Civil Service Pension Scheme. Scheme details will be made available.

Age of retirement

13. From 01 October 2006 a “no retirement age” policy was introduced by SE and is, therefore,
also the case for Architecture and Design Scotland. However, note that there may be a
difference between retirement age and pension age which is dependent upon the pension
scheme rules.

Acceptance of outside appointments
14. Staff of Architecture and Design Scotland are required to obtain the agreement of the
Company Board before entering into any employment commitments to other employers.

Existing commitments entered into by staff during their previous employment must be
disclosed to the Company Board before accepting employment.
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Conduct and discipline

15. The rules on conduct and discipline are set out in the Staff Handbook. Any employee who is
dissatisfied with any disciplinary decision relating to him/her should apply in writing within 5
working days to the Chief Executive of Architecture and Design Scotland. All staff must also
comply with Architecture and Design Scotland’s IT Code of Conduct which is included in the
Staff Handbook. The procedure applicable to the taking of disciplinary decisions or to a
decision to dismiss is set out in the Staff Handbook. If during their probationary period a
member of staff commits a minor disciplinary offence their line manager will:

e explain what is wrong;

e advise what standard of behaviour is required;

e warn that any further breaches of conduct may result in termination of appointment; and
o confirm the warning in writing.

If the staff member commits a further minor offence, or if they commit a more serious
offence, their line manager, or the Chief Executive, will:

¢ interview and inform them of the complaint against them; and

e give them the opportunity to state their case orally at the interview.

If the complaint against them is well founded, their appointment will be terminated.
Use of Official Information

16. The staff of Architecture and Design Scotland is required to exercise care in the use of
information which they acquire in the course of their official duties and to protect information
which is held in confidence. The rules governing the use of official information and related
activities are set out in the Staff Handbook. Any breach of these rules may result in
disciplinary action and in certain circumstances criminal or civil proceedings.

Grievances

17. If a member of staff has any grievances relating to their employment they should, where
possible, seek to resolve it with their immediate line manager. This initial approach should
be made informally but it can, if necessary, be followed up in writing. If it is not possible to
resolve the grievance at that stage, or if it is the line manager’s action which is the subject of
the grievance, the staff member with the grievance can raise it with their line manager who is
at least one management level higher than the officer responsible for the earlier
decision/action. If still dissatisfied, the matter can be raised with the Chief Executive or with
the trade union. If the grievance is against the Chief Executive, the matter should be raised
with the Company Board. If the grievance is against the Company Board then the board will
be required to raise the grievance issues with the Head of the Department in the Executive to
which the Sponsor Division belongs. Details of the steps to be taken if it is considered that
the cause for complaint has not been dealt with satisfactorily, in spite of the approaches to
the above officers, are in the Staff Handbook.
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Collective Agreements Between the Scottish Executive and Trade Unions

18. There are no National Agreements which affect your terms and conditions of service. Local
Agreements which directly affect the terms and conditions of service are as follows:

Scottish Executive Main Management and Trade Union Partnership Agreement 1999.

The Scottish Office and Associated Departments Agreement on Redundancy Principles and
Procedures - 1994.

Agreement on Limitation of Island Service - 1976.
Confidentiality and Data Protection

19. The Staff Handbook provides guidance of how the Data Protection Act 1998 impacts on staff
members of Architecture and Design Scotland.

Equal Opportunities

20. Architecture and Design Scotland operates an equal opportunities policy and diversity
strategy, full details of which are provided in the Staff Handbook.

IT Code of Conduct

21. Architecture and Design Scotland operates an IT Code of Conduct to provide guidance on
the use of its IT facilities. The Code is included in the Staff Handbook.

22. Architecture and Design Scotland reserve the right to make reasonable changes to any of

the Terms and Conditions of Employment, Staff Handbook or Policies and Procedures. Staff
will be advised of changes by written notice.
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