DEMOCRATIC SERVICES REVIEW

APPENDIX A

SERVICE PROFILES
EXECUTIVE SERVICES UNIT - SERVICE PROFILE

SERVICE

Executive Services Unit is based in the Strategy and Regeneration Division of the Chief Executive Directorate.  

DESCRIPTION

The Executive Services Unit provides a support infrastructure to assist the Strategy and Regeneration Division of the Chief Executive Directorate to achieve its targets and objectives, which are defined within the City Council's pledges, Community Plan and the Best Value process.  This involves providing a range of support services across the Directorate and high level support for the Chief Executive, Leader, Deputy Leader and a certain amount of support to other Cabinet Members.  

The Executive Services Unit oversees the agenda planning process for both the Cabinet and Directors Team (working closely with Corporate Services colleagues re: Cabinet) and is currently in the process of developing a more strategic approach to enable better linkages between the two.  Work is also nearing completion with regard to clarifying the roles of Members via the use of job descriptions for (a) Lead Member service and cross-cutting portfolios, (b) Chairs of Scrutiny, (c) the Representative Member role and (d) Chairs of Regulatory Panels.

The Executive Services Unit is developing an approach to providing information/briefings to the City’s 3 MP’s and appropriate MEP’s electronically - see extract from Service Plan for 2002/03 at Appendix A.   

The Section also provides a range of on-going support services to the Directorate which include the administration of a range of clerical/ financial systems.  The Section is also responsible for investigating on behalf of the Chief Executive and Leader/Deputy Leader a range of sensitive and complex issues/complaints.   During the municipal year 2001/02 the unit dealt with 207 complaints that were addressed to the Chief Executive.  Usually, once a complaint is received it is formally referred to the appropriate Director for analysis and comment.  On many occasions the response goes directly from the Director concerned.  In relation to more complicated and sensitive complaints these are dealt with within the Directorate and officers liaise as necessary with colleagues across the Authority.  

A list of the support services is as follows:

· Ongoing and high level support for Chief Executive, Leader and Deputy Leader

· Petty cash

· Administration of flexi-time, leave and sickness absence

· Placing of orders via the SAP system

· Goods receipting/returns via the SAP System

· Payment of invoices

· Secretarial and typing support to sections of the Directorate

· Photocopying, (including ensuring maintenance of the machine), printing of documents and supply of stationery etc.

· IT support – routine technical assistance and strategic overview

· Travel arrangements (for Chief Executive, Corporate Services Directorates, GMPA and Elected Members)

· Administration of the Directorate’s training programme

· One off projects – e.g. Investors in People, Ward Boundary Review, Information Sharing Protocols for Greater Manchester,

· Recording, receipting and distributing LGA circulars etc

· Complaints handling

· Collection and distribution of mail 

· Servicing and preparing minutes for meetings of the Director's Team and Greater Manchester Co-ordinating Group

· Servicing Directorate meetings e.g. Section Heads, Directorate Management Group and other meetings as required

ISSUES FACING THE SERVICE NOW AND IN THE FUTURE

· On going issues associated with the modernisation of local government and the White Paper on local government reform.  This work involves directly supporting the Leader, Deputy Leader and Chief Executive in helping them drive forward the modernisation agenda within the Council.  More specifically this involves being directly involved in fine tuning ways of working in support of the new system of Cabinet and Members job descriptions to ensure that as an organisation we address all the modernisation issues and other cross-cutting issues.

· To ensure that the division has an effective IT infrastructure.  Specifically this involves taking action necessary to ensure compliance with e-government targets (see extract from Service Plan for 2002/03 at Appendix A). 

· Senior staff in the Unit will become involved, as requested by the Chief Executive, the Leader or the Deputy Leader in providing support and assistance in driving forward particular projects.  Currently examples of this work are as follows.  

· To provide support and assistance with regard to the broader review of ward boundaries.  This work involves acting on behalf of the Deputy Leader and Chief Executive to ensure that the City Council meets its specific deadlines and targets that have been set by the Boundary Committee for England.  Also, the Executive Services Unit is responsible for co-ordinating officer meetings to progress this initiative and liasing directly with the Boundary Committee for England.  See extract from Service Plan at Appendix A.

· To assist the Chief Executive in ensuring an effective and cohesive response, across the conurbation, to the new Government Initiative on Street Crime.  This involves providing assistance with bi-weekly meetings and ensuring that issues raised are addressed within the timescales agreed.

· Linking this work to the bi-monthly meetings of the Greater Manchester Co-ordinating Group (a group comprising key stakeholders on the full range of Crime and Disorder Act issues across the conurbation.  Currently, this involves a review of information sharing across Greater Manchester and leading on work necessary to put in place an information sharing protocol to ensure compliance with data protection and human rights legislation.

· Reviewing the Street to Stadium project, at the request of the Leader, to find ways of making the work it does more effective and more sustainable for the future.

· A countywide response for dealing with the issue of abandoned vehicles involving all ten local authorities, GM Police, GM Fire Service and Greater Manchester Waste Disposal Authority.

· To ensure that the work of the Executive Services Unit has regard to cross-cutting legislation and appropriate City Council policies.    This involves ensuring that as a unit we have regard to and are guided by the provisions of appropriate legislation on issues such as race equality and health and safety etc. which are considered to be cross-cutting issues.  In addition, we aim to assist the Leader, Deputy Leader, Lead Members and the Chief Executive by drawing to their attention issues of a cross-cutting nature.  

· Extending the limited support the Unit currently provides to a number of Members to all Cabinet Members.  This had been delayed due to the need to put in place the IT infrastructure.  This issue has recently been resolved and meetings will now be required with each Cabinet Member to ensure clarity about the support which appropriately the Unit can offer, having regard to the need to avoid duplicating support provided by others, in particular Lead Directorates.  A  profile will need to be completed for each Cabinet Member.  Also, as the service develops regard will have to be had to capacity issues bearing in mind that this work will be undertaken by 2/3 officers, who are currently involved in a range of other work. 

· Examples of work currently undertaken for Cabinet Members include:-

·  ongoing liaison with Youth Charter for Sport, to ensure an    appropriate relationship between that organisation and the City Council and other initiatives such as work on the Commonwealth Games,

·  briefings for a member representing the authority on an outside body (including research to assist in questions asked on performance and resourcing issues),

·   dealing with complaints on behalf of particular Cabinet Members,

·   at the request of a Cabinet Member, getting contact details on a specialist issue not directly within, but relevant to, that member's portfolio and

· the unit approaching a Cabinet Member with regard to the           

      possibility of him pursuing an application for membership of 

      a sub-regional Board, which was subsequently successful and 


arising from which positive feedback was received.

· The on-going review of democratic services may lead to recommendations and ideas for changing the way services are delivered and the unit will respond in an appropriate and positive manner. 

· A support services review was undertaken some months ago.  The outcome of the review is currently being revisited to have regard to changes across the Chief Executive Directorate, included an assessment of whether or not current capacity is adequate bearing in mind the requirements of the service.  

Note:  Also see attached extract from Directorate Service Plan.

NUMBER OF STAFF INVOLVED 

1.4  full time equivalents

Comprising 5 staff working a percentage of their time supporting the leader and deputy leader of the council.

KEY PERFORMANCE INDICATORS

The following are believed to be appropriate for the purpose of Performance Measurement purposes.

· Briefings, (usually daily) are undertaken for the Chief Executive and the Leader and Deputy Leader.  Briefings for other Cabinet Members take place on an ad-hoc basis.  (Currently, daily briefings with the Leader, Deputy Leader and Chief Executive are undertaken, usually, on a one to one basis.  Also, a written briefing note is provided for meetings of AGMA and other external bodies.  For other Cabinet Members a small number of ad-hoc briefings are arranged as required - see above in "Issues Facing the Service" and below in "Conclusions"). 

· Feedback from the Chief Executive, Leader and Deputy Leader and those Cabinet Members for whom support has been provided, on quality of the work/briefings (it is intended to replicate the questionnaire recently used with all members as part of the Review of Democratic Services and use it with those members the Unit has, to date, had regular contact with). 

· The period of time taken to deal with complaints in accordance with the Corporate Complaints Policy, (although it must be recognised that a number of these complaints are complex and time consuming and by their nature, therefore, difficult to “contain” within standard PI’s).

· The time taken for agendas and minutes for Directors Team, Greater Manchester Crime and Disorder Co-ordinating Group and other meetings that are serviced to be circulated. (usually 3 working days for Directors Team minutes and 7 working days for Co-ordinating Group minutes). 

· That the administration of the SAP purchasing system complies with the corporate requirements.

· Also the current year’s Directorate Service Plan contains a number of target dates against key objectives, which will help in monitoring performance (an extract from the Plan,  in respect of Executive Services Unit, is attached at Appendix A).  

COSTS

Calculated on a percentage of the Chief Executives budget for specifically supporting the leader and deputy leader of the council which equates to £45,000

VOLUMES

Please see the sections above and the conclusion below.

BENCHMARKING

The work undertaken by the Unit is of an extremely diverse nature, with issues changing daily.  For this and other reasons it is considered that it would be difficult to accurately benchmark the service.  However, the work currently being undertaken within the Review of Democratic Services might help in pointing the way forward.

CONCLUSIONS

The Executive Services Unit provides a range of strategic and support services on behalf of the Leader/Deputy Leader and the Chief Executive as well as to other sections in the Chief Executive Directorate and Cabinet Members.  These areas of support are such that measuring performance can be problematical.  However, the service is willing to get involved in any benchmarking/comparisons with other similar units and also to undertake a programme of change in accordance with the broader modernisation of Local Government and is currently involved in the Review of Democratic Services.  

The Unit is relatively small.  The senior staff available to work with the Chief Executive, the Leader and the Deputy Leader and other Cabinet Members are, in addition to the Chief Executive's Secretary, the Executive Manager, Senior Executive Officer and Executive Officer.  Capacity is therefore an important issue and the Unit must not be guilty of raising expectations and then finding that particular services cannot be delivered.  However, provided the approach to securing clarity about the work to be undertaken in support of Cabinet Members is done in the way outlined above  it should be possible for this to be accommodated within existing resources.

There would however, be concern at extending the work the unit does to others on other than an ad-hoc basis.  Currently the unit assists non Cabinet Members when requested to do so and to date it has been possible to accommodate this work within the resources available.  Extending this work, or formalising it, would not be easy given the constrained resource available.  In addition, it is currently felt important for this Unit to have a focus on Executive issues.  The unit is not aware whether other local authorities are organised in a similar manner.

APPENDIX A

EXECUTIVE SERVICES UNIT - SERVICE PLAN 2002/03

Key Service Objectives

To provide ongoing support services to the Leader, Deputy Leader, Chief Executive and Lead Members as follows:

· Modernisation - effective working of new democratic structures 

· Developing of the agenda planning process linking Cabinet to the work of Directors Team and move to a more strategic approach - review completed by 30th September, 2002 

· Clarity of roles for Cabinet Members - to have job descriptions in place for service portfolios and cross-cutting portfolios for Cabinet Members by 31st May, 2002.

· Facilitate on-going briefings and exchanging of information with the City's 3 MP's and appropriate MEP's - by 31st June, 2002 to have IT systems in place, by 31st July 2002 to have agreed MP's information profiles, by 31st August, 2002 to have systems fully operational and to replicate this work for MEP's by 31st December, 2002.

· To continue to provide on-going support for Leader and Deputy Leader, including facilitating monthly briefings (11 per year) briefings for key meetings such as AGMA and on-going daily support e.g. assisting with correspondence, complaints etc. 

· To continue to develop a lead member information and briefing service.  By 30th April, 2002 to have systems in place, by 31st May, 2002 to review Cabinet Members information requirements and by 30th June, 2002 to have all systems fully operational.

· To provide on-going Support Services to the Directorate as follows:
· On-going administration of internal administrative/financial systems, complaints etc

· Ensure the Strategy and Regeneration division has an effective IT infrastructure, (IT equipment and on-going training) by 30th April, 2002 to have (1) completed an evaluation of initial training under the ECDL and (2) to have fully operational an officer task group to develop information process protocols to ensure compliance with E-Government targets (minimum 25% of service transactions being capable of being delivered electronically by 31st December, 2002), by 30th September, 2002 such Task Group to present a final report on this issue, by 31st July, 2002 to have developed a divisional ICT strategy, based on the corporate template, and by 30th December, 2002 to have in place an ICT training policy.

· Miscellaneous Issues as follows
· Ward boundary changes - working with Corporate Services by 12th February to finalise arrangements for visit by the Commission about the format for the review, between 8th May and 28th August, 2002 to prepare, consult upon, agree and submit to the Commission proposals for boundary changes and between 11th February and 31st March, 2003 consider and respond to final recommendations.

· Response to cross-cutting legislation - to be clear about the requirements of such legislation and appropriate City Council policies e.g. on crime, health and safety, race relations, human rights, data protection and freedom of information issues (by implementing an action plan by 30th June, 2002 and to update this every 6 months).

SERVICE PROFILE

COMMITTEE SERVICES

DESCRIPTION

Committee Services provides a full range of support services to the decision making and other bodies of the Council and other organisations in which the Council has an interest.

The decision making bodies are the Council, Cabinet, a Committee of the Cabinet or a Lead Member.

The other bodies include Budget Committee, Scrutiny Committees, Community Committees, Panels and Forums etc.

The work of the Section involves:-

· Arranging meetings, this includes:-

· ensuring that meetings within the Council, involving Elected Members do not clash

· arranging venues

· ensuring that people who are to attend are timetabled in

· arranging that any equipment required is available e.g. O.H.P.

· ensuring that if the meeting is to take place outside of the Civic Centre that the accommodation is suitable

· checking that the accommodation meets the requirements of the meeting

· Collating of reports and agenda management, this includes:-

· obtaining reports from Directorates, external bodies etc.

· drawing up an agenda which lists in which order the items will be considered

· entering the reports on to the Council’s electronic document management system SOLAR

· collating paper copies for sending for printing and subsequent despatch to the Members of the Committee/Panel etc.

· Taking minutes and recording decisions of meetings to provide a clear and concise record, includes:-

· noting pertinent comments made by those in attendance

· recording the decisions reached, including requests for further reports

· recording amendments to resolutions and any vote taken thereon

· Publishing decision notices and the Forward Plan 

· Decision notices are produced for decisions made by Lead Members and by Cabinet. They are received by the appropriate Committee Services Officer,  who will add the necessary published dates and the date when the decision will come into force, unless it is “called in” .  The decision notice is then forwarded to I.T. for publication.

· The City Council is required by the Local Government Act 2000 to publish each month a list of key decisions which it expects to make in the following four months - key decisions are currently those either involving two or more wards of the City or expenditure in excess of £100K

· Providing advice to members and officers on the democratic process (including advice on the operation of Standing Orders, Scheme of Delegation and the Council’s Constitution in general), includes:-

· advice on whether a decision proposed should be a Cabinet decision or Lead Member decision

· advice on the appropriate paragraph under which the contents of a report can be exempt from publication

· advice on the appropriate Standing Orders to be referred to in a report

· advice on the appropriate paragraph to be included in decision notices

· Opening and recording of tenders, includes:-

· under the Council’s Standing Orders all tenders are to be received by the Director of Corporate Services (Head of Law and Administration) and these are dealt with by the appropriate Committee Officer for the service

· tenders can vary in price from as little as £30K to in excess of £3M

· the Committee Officer receives the tenders, keeps them in a safe place until the closing date has passed, arranges with an Elected Member to open the tenders, completes the tender pro forma and informs the appropriate Directorate that the tenders are ready for collection

· Drafting of reports, includes:-

· from time to time any Committee Officer may be required to write a report to the Committee/Panel which they service

· Assist the Monitoring Officer in monitoring of reports, includes:-

· under the Council’s Constitution the Monitoring Officer is required to ensure that any proposal, decision or omission would not give rise to any unlawfulness; because of the number of reports submitted and meetings to attend it is not possible for the Monitoring Officer to see all reports, therefore as part of their  duty it is the responsibility of the Committee Officers to bring to the attention of the Monitoring Officer anything untoward that they notice in reports or are aware of at meetings.

· Company secretarial work, includes:-

· the Council has an interest in certain companies e.g. Salford/Bovis Partnership  and provides a secretarial service to this company in accordance with instructions laid down by Companies House for the governance of companies, and the Companies Act.

NUMBER OF STAFF INVOLVED IN THE SERVICE

There are currently 10 members of staff as follows:-

2 x PO3/4

Senior Committee Services Officer (Team Leaders)

4 x PO1

Committee Services Officer

2 x Scale 6/SO1
Assistant Committee Services Officer

1 x Scale 4/5

Committee Services Assistant

1 x Scale 2/3

Committee Administrative Assistant

The current gross budget for the service is £406,715, of which £305,184 relates to salaries.

ISSUES FACING THE SERVICE NOW AND IN THE FUTURE

· Implementation of the new Democratic Structures

· With the adoption of the new Constitution in September, 2001, the Council changed its way of working and has implemented the decision notice procedure.

· The section continues to service a number of meetings which rely on the conventional type of Committee minutes.

· It is, therefore, proposed to circulate our customers e.g. Councillors, Directors, members of the public on Community Committees seeking their views on the type of minutes they would like for the bodies on which they sit.

· The options will include conventional type minutes, bullet points, action sheets, more detail than in the conventional type or other suggestions.

· There will, of course, if everybody opts for minutes that are only bullet points, be extra capacity within the Section.  If that were the case we would be looking to provide additional facilities for Elected Members and in particular Lead Members and Executive Support Members and this could be in the form of researching specific information for them and making them aware of initiatives happening elsewhere.  There may also be the opportunity to provide a Members’ library with relevant up-to-date information.

· Extension of electronic access to Council (and Community Committees) reports, minutes and decisions

· The Council has been developing over the last 2 years SOLAR (Salford on Line Agenda Minutes and Reports)

· Through the system Committee Officers are able to set up agendas for meetings, add the relevant reports and make them available electronically

· 92.3% of agendas and reports are available electronically

· The system is currently only available to Elected Members and Officers of the City Council who have access to a p.c. It is, however, intended that in the near future the system will be available in libraries and to anyone who has access to the Internet

· Operation of the requirements of the Council’s Constitution, e.g. procedures.

KEY PERFORMANCE INDICATORS
· Volumes:-

· The Service is demand led.

· In the 1992/93 Municipal Year with a staff of 13 the Section serviced 498 elected member meetings, during the 2001/02 municipal year with a staff of 10 the Section serviced 726 elected member meetings, which included:-

Council


  
  15

Cabinet 


  50

Scrutiny Committees

  52

Community Committees

  73

Lead Member Meetings

185

· In addition the Section services in the region of 200 other meeting a year not involving elected members.

· SOLAR:-

· Within the past two years the City Council has developed in conjunction with Oracle the Salford On Line Agenda, Minutes and Reports system –SOLAR – the two Senior Committee Services Officers were heavily involved in the development of the system.

· The system provides for agendas, reports and minutes to be available electronically and is part of the Council’s initiative to meet Government targets for e-government by the year 2005.

· 92.3% of agenda and reports are now available electronically to elected members of the Council and staff.

· It is proposed to make SOLAR available on the Internet to the general public in the near future and also to have 100% of meeting groups on the system.

· Production of minutes – the Section achieved 99.37% of minutes submitted to the appropriate meeting of the City Council ( the missing .63% relates to one set of minutes)

· To ensure that the requirements of the Local Government Act 2000 are implemented in respect of the democratic process.

· To ensure that the Forward Plan is published by the due date each month – this is a requirement under the Local Government Act 2000 and necessitates seeking details from Directorates of key decisions that each Directorate expects to make in the following four months and publishing an updated list each month on the Internet.

· To achieve 90% customer satisfaction level – a survey has recently been undertaken of Directors, the results of which are still being analysed. A previous survey of elected members indicated an 82.9 % satisfaction rate

· Cost of Committee Services function as a % of the Council’s net revenue budget

BENCHMARKING

· Salford is a member of the Greater Manchester Committee Services Managers’ Benchmarking Group and as such, officers, attend meetings at which an exchange of views takes place on the operation and best practice of the committee service function in Greater Manchester.

· Information has recently been received from other Councils on their staffing structures, costs, number of meetings serviced etc, and this is currently being compared with Salford’s.

PERFORMANCE IMPROVEMENT PLANS

· The Section has two Performance Improvement Plans, and they are:-

· SOLAR – objective, to ensure that the Salford On-line Agenda, Minutes and Reports computer system (SOLAR) is used to its full potential by those who operate the system and by its customers.

· Performance Management – objective:-

· To benchmark against two other service providers in terms of costs, outputs, resources and quality

· To produce service specifications detailing standards which customers can expect to receive

· To produce a database of private/voluntary sector information on costs, outputs, resources and quality, where comparators exist

· To participate in a review of democratic services

CONCLUSION

The service is very much part of the “Corporate Core” and often deals with sensitive information such as the possible closure of a school or an elderly persons residential home or the proposed increase in council tax, which until they have been discussed by the elected members and a decision reached can be very sensitive if they were made public. This appears to make the service less appropriate for exposure to a form of market competition.

Huge changes have recently taken place within the service with the establishment of the Cabinet and Scrutiny arrangements. There is also greater involvement of local communities via community committees in local decision making and consultation.

As a consequence of these changes there has been the recent introduction of the SOLAR System.

It is thus a very transitional time for the service and therefore an opportune time to evaluate how effectively the new arrangements have been integrated. This will include:-

· Consultation with all our customers to ascertain the type of minuting service they require

· Continuing benchmarking with other organisations, both local authorities and the private sector to ensure best value

· Review the type of work undertaken within the Section, this may include such things as research work or the provision of a members’ library

· Take greater control of the decision making process to ensure that all decision notices are in the correct format

· Offer Lead Members and Executive Support Members the assistance of a dedicated officer to assist them to undertake their portfolios

· Become more pro-active on issue arising from meetings

· To be able to respond positively to all requests to service additional meetings (this has not always been the case over recent months due to a lack of resources)

· Continue consultation on the service provided to ensure that it is what our customers want, taking into account the need to ensure that best value is achieved at all times.

· To seek to service those Lead Member meetings not currently serviced by a Committee Services Officer

SERVICE PROFILE - ELECTIONS

· PLEASE NOTE:  THIS PROFILE COVERS THE TOTAL SERVICE PROVISION OF ELECTIONS THE REVIEW IS COVERING ONLY  ELECTED  MEMBERS SUPPORT

DESCRIPTION

The main purpose of the Elections section is the conduct of local, parliamentary and European elections and the compilation and publication of the Register of Electors.

Since 1997 the section has also been responsible for supporting the Electoral Matters Members Working Party initially created to investigate ways of improving electoral turnout, but which now deals with all elections and electoral registration issues.

The service offered for each responsibility is shown below

ELECTIONS
· Members of the Council are informed of changes in legislation and the impact on their involvement as candidates or agents

· General advice and guidance is offered to all candidates and agents in the lead in to an election

· Provision of polling accommodation, staff and equipment

· Ensuring completion of all stages of absent voting process

· Processing nomination papers and confirming validity

· Issue of guidance notes to election agents

· Publishing statutory notices and election results

· Conducting reviews of polling places

· Supplying election agents with election statistics

ELECTORAL REGISTRATION
· The canvass of every household in the City 

· Maintenance of the rolling register

· Publication of the annual register 1st December each year

· Completion of statistical returns to the Office for National Statistics 

· Provide copies of the register to Members of Parliament, councillors, political parties, other council directorates, credit reference agencies

· Issue ward statistics to councillors

· Report to Cabinet annual electorate increase/decrease together with annual canvass form return rates

ELECTORAL MATTERS MEMBERS WORKING PARTY
· Report on various issues raised at meetings of the working party

· Inform members of legislative changes

· Implement various initiatives requested by the working party

ISSUES FACING THE SERVICE NOW AND IN THE FUTURE
· The main issue facing the elections section seems to be to assist in responding in the government’s drive to increase turnout at elections

· Implementation of Egovt in working practices has to be investigated  

· Capacity /workload also seems to be have been an issue within the section but the situation seems to have been addressed by the recent staffing review.

NUMBER OF STAFF INVOLVED IN THE SERVICE

Following the staffing review the latest structure is;

Elections Officer – PO2/3

Elections Assistant – Scale 5/SO1 (Career Grade)

Administrative Assistant – Scale 2/4 (Career Grade)

Clerical Officer – Scale 2/3

Clerical Assistant – Scale 1/2

2 casual Clerical Officers – Scale 1/2 (6 weeks only)

KEY PERFORMANCE INDICATORS









Target

Actual 

· % turnout for local elections
22%
25%


· % improvement in electoral turnout
  1%
  4%

· % of households canvassed for the 

Register of Electors
94%
90%

· % of polling stations opened on time
100%
100%


· Number of complaints about polling 

stations and polling staff
 Nil
 Nil

· Achievement of statutory deadlines 

in election timetable
100%
100%

· Training of canvassers and poll clerks




given first time appointment
100/91%
Nil/Nil


· Presentations to all High Schools
100%
  Nil

· % declaration of local election results by




10.30pm
95%
90%

· Cost of elections function as a ratio of the 

Council's net revenue budget

COSTS

The gross budget for the service is £177, 000 detailed below

Permanent staff

77000

Casual staff


61500 (includes polling and registration staff)

Rents



  8000

Stationery


10500

Other



20000

VOLUMES

There were approximately 105,000 properties within the City, which had to be canvassed for the Register of Electors.

There are 160,102 people currently on the register of electors, and arrangements must be made to enable them all to vote e.g. issue of postal/proxy votes, poll cards, responding to queries etc.

There has been an increase in postal voters from 1700 in 2000 to 3736 in 2002

BENCHMARKING

A benchmarking exercise was conducted by Elections Officers  throughout Greater Manchester in 2000. Comparative information collected included;

· Methods  and costs of the electoral register canvass 

· Number of households canvassed and percentage return of forms

· Quantities and printing costs of poll cards and ballot papers

· Levels of postal votes issued and percentage returned

CONCLUSION

Given the recent structural review and the extra posts that have been identified for the section, there seems to be some recognition that the service may have been operating under capacity. With a lack of comparable data however, it is not clear how the section measures in terms of its performance with other Local Authority Elections teams.

The pressure to increase the turnout at elections is not wholly within the section’s control. Identifying best practice from elsewhere may however, assist in this regard. Our own E- Government strategy may also have implications for service delivery through the use of the customer services centre, intranet and website

· For the above reasons it is essential (in order to demonstrate best value) that meaningful comparisons with at least two other Local Authority elections teams are established as a matter of urgency. To that end it is intended to consult with Bolton and Manchester Authorities. Given the absence of any Private Sector expertise in this area it is not considered necessary to extend performance measurement beyond other Local Authorities.

· Government is also placing considerable emphasis on “Fair Access” and a review of how well we respond to the different needs of different sections of the community should be pursued.

· Our level of resources needs to be balanced against the priority we afford to the service. For instance would there be any merit in increasing our polling and counting staff etc, to enable results to be announced quicker? (see Sunderland).

· The lack of consultation also needs to be addressed but perhaps not in the form of a traditional survey which would be unlikely to yield anything other than a fairly apathetic response. “Informed” consultation needs to take place and consideration should be given to small focus groups or utlilising Community Committees to take views on satisfaction with the service and how it may be improved.

· Linkages between the IT Services BPR exercise and the Elections Service should also be clarified.

· The rolling registration of the Register of Electors is a significant change and its impact on the service needs to be reviewed.

PLANS FOR THE FUTURE
It is clear service delivery has to change and the section has, where it can, to become more proactive rather than reactive. The following matters may assist in achieving that target.

· Create better links with Community Committees to identify public needs of the service

· Expand use of the authority website to include;

· Early advertising of forthcoming elections

· Guidance notes for electors on who is eligible to stand for election and the process to follow to be nominated

· Notification of casual vacancies as they arise 

· Publication of present and old election results

· Publication of turnout at each polling station

· ‘Commonly asked questions’ page with definitive answers for access by elected members

· Suggestions form inviting the public to identify changes they would like to see in the electoral process

· To provide ‘viewing only’ facilities to the electoral register

· To extend the use of the Members Bulletin 

· The Elections section has recently undergone  a review as part of the IT Services BPR exercise and a final report is due shortly. An assessment of the recommendations will be made with a view to implementing as many of those as possible. Some early indications favour the use of the customer service centre as a means of improving service

In addition to the above, Performance Improvement Plans are in place and it is the intention to;

· Develop a support group from within Corporate Services Directorate to assist with the preparation for parliamentary elections

· Establish links with ethnic minority groups with the aim of increasing electoral turnout

· Review the method of conducting the annual canvass for the Register of Electors

· Develop regular presentations to High School pupils to raise awareness and the importance of the democratic process

· Participate in a review of Democratic Services

SERVICE PROFILE

Mayoralty

DESCRIPTION

The Mayor and Deputy Mayor have a dedicated Secretary and two Mayoral Officers. The main duties of the posts include:

Mayor’s Secretary

To deal with all correspondence and administrative duties. 

Maintaining an annual and weekly diary which includes an average 600 Mayoral engagements per year.

Advising the Mayor, Deputy Mayor, officers of the Council and event organisers about protocol, precedence and Civic matters.

Dealing with all aspects of budgetary control.

Arranging for the Mr. Mayor’s diary column to be written and forwarded to the Advertiser each week.

Organise Civic events such as Mayor-Making, Remembrance Sunday and the Annual Civic Carol Concert.

Liaising with Lord Lieutenant’s office regarding Royal visits to the City.

Selection, supervision and training of Mayor’s Officers, allocation of duties and the checking of time sheets.

Arranging for the purchase of Civic Medals and the repair and maintenance of Civic Insignia, Silver and Robes.

Negotiate the provision of a Mayoral Car and its maintenance.

Attending the Mayor’s Charity Committee and ensuring appropriate records are kept and the banking of all related matters.

Liaising with IT Services for updating of the Mayoral Web Page.

Preparation and maintenance of Guide Book for the Mayor and Deputy Mayor.

Mayor’s Officers

Advising on Protocol, Precedence and Civic matters.

Liaising with event organisers.

Ensuring that the Mayor and Deputy Mayor are collected and taken to events on time and that they are fully briefed about the event.

Cleaning of Civic Regalia, Silver and other artifacts.

Conduct tours of the Civic Centre.

Ensure the Mayor or Deputy Mayor are appropriately attired for an event.

To carry out administrative duties as and when required.

ISSUES FACING THE SERVICE NOW AND IN THE FUTURE

· Modernisation proposals ~ Referendum on the introduction of an Elected Mayor.

· Increasing demand for the Mayor to attend functions (unquantifiable and subject to yearly fluctuations).

· Democratic Review ~ this may highlight areas of improvement i.e. all Member related issues should be in one unit?

· Explore possibility of using the Mayoralty more to promote the City.

NUMBER OF STAFF INVOLVED IN THE SERVICE
1 Mayor’s Secretary ~ Grade SO1

2 Mayor’s Officers    ~ Grade 5

KEY PERFORMANCE INDICATORS

· To continue to undertake customer satisfaction surveys

97.4% satisfaction achieved 2001/2002

· To ensure that the Mayor and Deputy Mayor attend specified numbers of engagements each year.

585 achieved 2001/2002

· To ensure benchmarking is carried out against two other authorities.

IMPROVEMENTS ACHIEVED

The Mayoralty has been commended for its Web Page, Engagement Forms, Mayor’s Citizen Award, Civic Centre Tours, Mayor for a Day Competition and also for the Mayor and Deputy Mayor attending a very high number of engagements.

The City Council has regularly used the Mayor to inform the public about the new Democratic Process. This is done during the tours of the Civic Centre and by the involvement in Local Democracy week each year.

COSTS

Total Budget £140,820 which includes:

Staffing Costs



£62,000

Lease of Car



£  6,000

Allowances – Mayor & Deputy Mayor
£21,080

Printing and stationery


£  4,000

VOLUMES

No official time recording has been done for this area of work but recording was carried out for the month of April, 2002.

Telephone calls received (internal and external including e.mails)


average 30 per day

Mayor’s Charity Committee-related work

average 2 hours per day

Answering correspondence

average 1 hour per day

Arranging for refreshments for events

average 2 hours per week

Discussions with Mayor and Deputy Mayor e.g. briefing for events

4 hours per week

Discussions with Mayoress e.g. briefings for events

3 hours per week

Supervision of staff

4 hours per week

Attending meetings, team leaders, team briefings etc.

3 hours per week

Administrative duties e.g. filing, updating P.I.s

6 hours per week
BENCHMARKING

Comparable information received from Bolton Council which incorporates Manchester City Council and Tameside, but not as yet fully processed.

Other authorities tend to have a three day notice rule – Salford will try to accommodate request for attendance however short the notice. In most other authorities someone other than the Mayor’s Secretary is responsible for the budget and for organising Civic events.

CONCLUSION

The Mayoralty is a specialised niche service which would be unlikely to attract substantial private sector interest unless it was part of a much larger administrative and secretarial package.

The purpose of the service is primarily to promote the City and to engender Civic pride. The service has been declared as Best Practice by the National Association of Civic Officers and has received positive feedback from other authorities concerning the Web.

FUTURE PLANS

To explore the possibility of working more closely with the Corporate P.R. and Communications Team to promote the City.

To explore the possibility if there is any merit in combining the service with the Members’ Secretarial Service and Members’ Services.

SERVICE PROFILE

Members’ Secretary

DESCRIPTION

Members have a dedicated secretary to process correspondence and undertake general administrative support. This also involves the production of a weekly Members’ Bulletin and cover for the Mayor’s Secretary as and when required. Duties include:-

The typing of letters, minutes, reports, agendas, memos, notes, e-mails etc., via the Robophone service,  shorthand dictation, hand written, e-mailed or verbally over the telephone. (The robophone service is an outside telephone line where Members can ring in and dictate letters, messages etc., on to a tape which is then transcribed the following day). Organising the printing and despatch of documents and updating attendance lists.

The undertaking of all the Mayoral typing including the weekly Mayoral Diary sheet and all letters and associated typing.

Dealing with telephone enquiries and passing messages on to Councillors.

Arranging the photocopying of various documents.

Arranging for the maintenance of office equipment for myself and word processing staff for repairs to dictating machines, photocopier etc.

Arranging certain admin support for Councillors e.g. bus passes, barrier cards, locker keys, stationery.

ISSUES FACING THE SERVICE NOW AND IN THE FUTURE

· All Member related issues should be in one unit. Presently various tasks relating to Members e.g. travel and hotel bookings, the ‘Know your Councillor’ photographs, secretarial duties for Leader, Deputy Leader and Cabinet Members etc., are undertaken in non-Member related sections of Corporate Services and other Directorates.

· Increasing computerisation ~ send a lot of notes, messages etc., via e-mail and find a much quicker response from Members. Members ask for 

e-mails to be sent on their behalf on a regular basis.

· Limited performance or customer satisfaction data available. However a customer satisfaction survey is being planned in the form of questionnaire cards.

· Members’ expectations ~ these have been tested out via the Democratic Services Review Questionnaire, the results of which will be in the Challenge Panel Pack.

NUMBER OF STAFF

1 Members’ Secretary ~ Scale 4/5

KEY PERFORMANCE INDICATORS

· Transcribe robophoned letters within 2 working days ~ on target

· Respond to correspondence 80% within 2 working days ~ on target

· 100% within 4 working days ~ on target

COSTS

Staffing 
£17,820

Other 

  £3,000
Total: 

£20,820
VOLUMES

No official time recording has been done for this area of work. A basic recording has been diaried for one month and below is a snapshot of one of the week’s during that month.
Telephone calls received (internal and external plus e.mails received)


average 16 per day

Typing of letters, minutes, reports etc.

average 18 per day

Sending of E-mails to Councillors and on behalf of Councillors

average 10 per day

BENCHMARKING

Benchmarking available from 9 other GM authorities (April 2001). This is the latest information held and a report is attached giving details.

CONCLUSION

This is a core and sensitive service which is unlikely to attract significant market interest unless part of a much larger administrative and secretarial package. The biggest issue facing the service is the limited amount of performance information. This is being addressed and the following information is being obtained and analysed:-

· Information obtained from 8 neighbouring authorities (April 01)

· Similarities can be found in many of the services provided.

· Differences can be found in some authorities, however, where dedicated support is provided to the Council Leader, Deputy Leader and Opposition Leaders.

· Member satisfaction is considered to be high (information taken from the Democratic Services Review Members’ Questionnaire). Some authorities have not conducted surveys. 

FUTURE PLANS

‘Member’ related issues need to be undertaken in one unit e.g. travel and hotel bookings for Members, ‘Know your Councillor’ photographs, secretarial duties for Leader, Deputy Leader and Members who serve on the Cabinet. 

Obviously if the above was to happen, structure of the unit would have to be looked at. Other authorities have structures in place for Leader/Deputy Leader’s Secretary, Cabinet Members/Executive Support Members’ Secretary, Political Parties secretary etc. Benchmarking questionnaires can be referred to here for information. 

SERVICE PROFILE

Members’ Services

DESCRIPTION

Currently one number of staff provides a predominantly administrative service to Members of the Council to assist them in the performance of their duties. This includes:-

· A centralised system for the despatch of Members’ mail. Receiving, sorting, redirecting and despatching via Royal Mail & hand delivery by internal drivers. Mail is received from all Directorates, outside organisations and members of the public.

· Advice Bureaux – seek out and arrange suitable accommodation for Members to hold their advice bureaux. Set up/cancel bureaux and authorise room hire invoices. Produce advertising leaflets/posters and arrange for bureau details to appear in the Salford People usually once per year. Maintain a comprehensive list of all Ward advice bureaux indicating date, time, frequency and venue. Prepare various Ward rotas for Members’ attendance at advice bureaux.

· Maintain various registers of Members’ interests i.e. general notice of Members’ and Co-opted Members’ Financial and Other Interests, general Notice of Spouse/Partner Interests, Gifts and Hospitality Declaration Form and Related Party. Write to those named above to request completion of forms. Follow up non-returns. Make all registers available for public inspection.

· Maintain a central diary of all meetings involving Members. Diary is available in Microsoft Outlook for all to view. Colleagues inform me of meetings for inclusion in the diary and of cancellations. A hard copy of the diary is produced each year for Members of Council and certain officers, involving liaison with printing.

· Correspond and liaise with all Members to establish their selections for membership of Committees/Panels. Prepare a document detailing these selections and submit the same to the Council Agenda Group and prepare a draft document of agreed Committee Membership. Circulate to all Members. Attend a further meeting of Council Agenda Group to finalise information. 

· Prepare, update and distribute various lots of Member information i.e. list of Members, names, addresses, telephone numbers, list of Cabinet (with portfolios) & Executive Support Members, list of Committee/Panel Membership, list of Advice Bureaux. This information is also available on the intranet/internet and is often requested by various organisations. Each of the above lists was recently requested by an outside organisation. It was all e-mailed to them and they promptly replied informing me that Salford was the only Greater Manchester Authority who could supply all this information electronically.

ISSUES FACING THE SERVICE NOW AND IN THE FUTURE

· The organisation of the storage of various pieces of Member information 

· member related information is not currently stored in one easily accessible place. Some of it is stored on computer and older information is on hard copy. It is often a time consuming task to collate such information into a presentable format when required. To improve this situation a Performance Improvement Plan detailing the creation of a database of member information has been established.

· Increasing computerisation – i.e. e-mail of notes and member information has meant that a large number of people can be reached almost immediately which in turn has made the service more efficient and cost effective due to reduced paper and printing costs. There has also been an increase in Members using the computer equipment in the Members’ Quiet Room, which is located near to Members’ Services. This has in turn meant that Members often ask for assistance with e-mails and other computer associated problems even though a dedicated service is available from IT Services. While I am happy to assist it can sometimes take time to sort problems out. However, it is possible that in the future this will decrease as Members become more knowledgeable and confident.

· Members’ expectations of the service have been analysed via the Democratic Services Review Questionnaire, details of which will be available in the Challenge Panel Pack.

· Limited performance or customer satisfaction data is available but a Customer Satisfaction Survey is planned in the form of a questionnaire postcard.

NUMBER OF STAFF

1 Administrative Assistant ~ Scale 6

KEY PERFORMANCE INDICATORS

· Response to the update of various publications from outside organisations

- 100% within two weeks - currently on target

· Response to updates received for Municipal Year Book

- 100% within one month - currently on target

· Update and distribute list of Elected Members due to changes or election

- 100% within one week - currently on target

COSTS

£60,000 This figure includes: staffing

  £20,258




        printing & stationery £13,640




        rents

  £  6,660




        other (equipment, books, postage)
£18,970
VOLUMES

While no official time recording has been completed for this particular service a basic recording taken over a 4 week period has provided the following approximation for one week:

· Despatch of Mail and its associated tasks -
approximately 1 day per week.

· Incoming telephone calls to include those from Members, other directorates, other organisations, members of the public and incoming e-mails – approximately 18 per day.

· Other projects/tasks dealt with during this period include a number of meetings with IT to establish a framework for the Members’ Database and associated preparation work.

· Updating of various Members’ Interest declaration forms to take into account recommendations of the Local Government Act 2000 i.e. to include co-opted members, and correspondence with those co-opted members for completion of forms.

· Preparation of documentation in readiness for the Selection process to take into account any changes to the constitution in respect of committees and panels including updating application forms, preparing covering letters and updating master documentation.

BENCHMARKING

No independent benchmarking for this service has taken place. However, comparison data from external organisations is being sought by the Comparison Task Group (see Comparison Task Group Final Report).

CONCLUSION

This is a core and sensitive service where diplomacy and discretion take a high priority. It is unlikely to attract significant market interest unless part of a larger administrative package.

One of the biggest issues facing the service is the lack of any useable benchmarking and performance data. However, this is currently being addressed and the following information is being obtained and analysed:

· Volumes of activities carried out

· Detailed breakdown of costs

· Benchmarking with other authorities’ Members’ Services

· Members’ satisfaction is considered to be high (taken from Democratic Services Review Members’ Questionnaire)

FUTURE PLANS

Because of the time consuming nature of gathering archived/biographical information relating to past and present Members of the Council, we intend to vastly improve this particular service in the future by creating a database of Member information dating back to 1974. Work has already started, in consultation with IT Services, as to the framework and data required for the database. This will be a huge task but once complete will be invaluable to many other colleagues/directorates who would be able to access it probably via the intranet.

The introduction of SOLAR has greatly reduced the requirement to post agendas/reports etc., to Members which has in turn reduced postage costs. To further reduce costs it would be feasible to look at other ways of reducing postage.


JOAN WHITBY


SECRETARIAL & ADMIN ASST    


0161 793 3427


joan.whitby@salford.gov.uk















































