LEGAL & DEMOCRATIC SERVICES SERVICE DIVISION
SERVICE PLAN 2003/04

1.0 SERVICE DESCRIPTION

1.1 The division provides a range of general administrative and support functions to
Members and direct services across the Council.

o Democratic Services
This unit is responsible for the management and administration of the Council's
committee process which has been recently modernised, pursuant to the

requirements of the Local Government Act 2000. The structure now consists
of:-

= three policy committees (Finance & Management Committee, Housing &
Community Services Committee and Environmental & Development Services
Committes)

= two regulatory commitiees (Development Control Committee and Licensing &
Appeals Committee)

+ three scrutiny committees (Corporate Scrutiny, Community Scrutiny and
Overview)

+ a Standards Committee o oversee the conduct of District and Parish
Councillors as part of the new ethical framework

e six Area Meetings, designed to improve community involvement in decision-
making and provide a continuous liaison with members of the public, Parish
Councils/Meetings, the voluntary and business sectors and other public
utilities and bodies

An external audit has been undertaken on the implementation of the new
political management arrangements, culminating in the formation of an action
plan relating to the Council's constitution. The issues contained in this plan are
to be progressed by the reconvened Modernising Local Government Working
Panel.

The unit is also responsible for the following functions:-

= the preparation, dissemination and despatch of reports, agendas, Minutes
and action sheets for the Council and its various committees. sub-
committees, Working Panels and Area Meetings

¢ the arrangement of all Committee Meetings, including the preparation of the
annual cycle of Meetings

= duties involving associated law and administrative procedures arising from
decisions of the Council, including the making and service of various Orders,
Notices and Regulations

» the tendering of advice to ensure compliance with the Council's constitution
and the law and procedure of meetings

« the provision of assistance to the Monitoring Officer on the new ethical
framework introduced by the Local Government Act 2000 by the tendering of
advice to Members and Parish Councils on the new Members’ Code of
Conduct, including declarations of interest and the registering of gifis and
hospitality.
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Legal & Democratic Services Division

s the Council's representation on outside bodies

= the maintenance of the Register of Tenders received

= the administration of the computer based Minute Retrieval system shorily to
be made available throughout the authority

 the placement of agendas and Minutes on the Council’s website for access
by the general public.

The unit provides support for the Chief Executive and Members of the Council,
in particular the Chair and Vice-Chair of the Council in the civic role of the
organisation. This is achieved by the co-ordination of various civic functions
and events and by ensuring that the Chair and Vice-Chair are fully brisfed and
conveyed to civic functions in a timely and appropriate manner.

a  Elections and Electoral Registration Service
Maintains and updates the register of electors annually and on a rolling basis
and administers Parish, District, County, Parliamentary and European elections
and referenda. In particular, the section is responsible for the following
functions:-

e carrying out a canvass of the District and compiling, publishing and
maintaining a Register of Parliamentary and Local Government Electors on
1st December each vear for use at all elections

+ processing and determining applications through monthly rolling registration
to enable the Register fo be updated on a continual basis

* registering special category electors e.g. Overseas, European and Service
Electors and renewing such registrations annually

s processing and determining applications for absent voters and maintaining a
list for use at all elections — this area has seen an enormous increase since
the introduction of postal votes on demand

o Land Charges
The Land Charges section maintains all parts of the Local Land Charges
Register in accordance with the requirements of various statutes and deals with
a wide variety of ancillary activities, which are set out below:-

¢ Ensures that all Land Charges entries are checked and inputied onto the
Register using, where appropriate, specialised Information Technology
software;

= Checks the accuracy of all Local Search Enquiries and ensures they are
accompanied by the appropriate fee;

« Liaises with the various Service Units of the Council, the County Council,
Highways Agency and the Environment Agency in response to Local Search
Enquiries;

e Ensures that the Service Units and Agency responses are received in a
timely manner and that the information supplied is sufficient to enable the
completion and return of the Local Search Form within the period prescribed
in the statutory guidelines (currently 10 working days);

¢ Deals with Personal Search enquiries made by Solicitors, members of the
public and agents/companies;
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Legal & Democratic Services Division

= Compiles statistical data on a monthly/annual basis relating to the numbers
of Searches received and processed within the statutory guidelines:

s Processes payments, refunds and accounts received from individuals,
Solicitors, Derbyshire County Councif and various agencies and checks all
amountis for accuracy.

o Legal Services
Work is undertaken in relation to the broad range of Council functions and
activities. Although each Officer has an area of specialism, the demands placed
upon the Section mean that Officers are required to demonstrate a broad base
of knowledge and a considerable degree of flexibility in their work. Both the
Solicitors and Legal Officer often deal with time consuming and complex
matters for which there is no set of established precedents and practices. They
all carry a large caseload, in addition to providing a responsive and accessible
advice service to Members and Officers.

CATEGORIES OF SERVICE
The services provided can be divided inio three main categories:

A.  Contentious work (litigation, enforcement, advocacy etc.);
B. Non-contentious work (conveyancing, agreements, contracis eic.});

C. Legal and administrative advice.

These categories are not exclusive. Both contentious and non-contentious
work require the giving of advice. Non-contentious work can become
contenticus, for example when there is a dispute over a contract.

A.  Contentious Work

The principal areas of contentious work are:-

1. Civil Litigation ay  Debt recovery
b}  Actions for possession of property
¢}  Actions protecting or promoting the
Council’s rights
d}  Applications for Anti-Social
Behaviour Orders

Z.  Criminal Litigation a}  Prosecutions for breaches of legislation
where the Councii is the enforcing
authority

b}  Defending the Council should it be
prosecutad

3.  Enforcement a} Planning .

b}  Environmental Health
¢}  Building Controf
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Legal & Democratic Services Division

d) Housing
4. Tribunals & a) Planning Appeals
inquiries b}  Public Inguiries

¢} Industrial Tribunals
d) Appeals in the Magistrates Court

Contentious work can range from routine matters (recovery of sundry debts,
rent arrears, etc) through regular but individual matters (environmental health
prosecutions, planning appeals) to major one-off matters (Local Plan Inquiry,
Judicial Reviews, Planning Inquiries of several weeks).

B. Non-Contentious Work

The principle areas of non-contentious work are:-

1. Conveyancing a}) Buying and Selling Land
b} Leases
c;  Right-to-Buy Sales
d} Licences

2. Contracts a) Construction and Works
b}  Supply of Goods and Services

3. Miscellanecus a) Service Level Agreements
b) Planning Agreements
¢} Development Agreements
d)}  Adoption Agreements eg. Highways &
Public Open Spaces

The range of matters again varies from the routine (right-to-buy sales, lease
renewals) through regular but individual matters (land sales, section 106
planning agreements) to major one-off matters (sale of major development
sites, parinership development agreements).

C. Legal Advice

This is the hardest area of work to categorise. Inevitably a great deal of advice
is given as part of or preparatory 1o both contentious and non-contentious work
and should properly be included within those definitions (eg advice on whether
a debt can be recovered, whether a prosecution is likely to succeed or what can
or cannot be included in an agreement). There are however areas of advice
outside those categories arising largely because of the nature of the Council as
a statutory body. The areas included in this category are:-

1.  Probity - Members and Officers interests and how
they should be dealt with.

2. Compliance - ensuring compliance with statutas,
regulations, standing orders, policy efc.
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Legal & Democratic Services Division

3. Powers and Duties - ensuring awareness of powers and duties
and the distinction between them

- ensuring the Council achieves its
corporate aims and objectives whilst
acting lawfully within its statutory powers

4.  Procedure and Decisions - ensuring proper procedure is followed and
decisions arrived at on proper grounds,
particularly important where the Council is
acting in a quasi-judicial capacity.

O Fublic Relations

To oversee the public relations and media functions of the authority.

s To advise and assist Members and Officers of the Council on all aspects of
public and media relations.

» To answer enquiries from the media on behalf of the Council by providing a
speedy and reliable service for journalists.

¢ To help research articles for journalists on the work of the Council.
= To provide a service to data sources who wish to publicise the Council.
» To publicise the work of the Council's Committees, Members and Officers.

¢ To encourage media coverage of the Chair and Vice-Chair of the Council's
public engagements.

¢ To be involved in the production of internal communications.
s To provide professional advice and support on media training.

+ To research, write and distribute news releases and feature articles on
Council aclivities and achievements.

» To organise photocalls for events involiving the Council.
« Providing a press culiings service on the intranet and using hard copies.

= To assist in developing a high standard of plain English in written
communications from the Council.

« To provide advice on design, presentation and distribution of Council
publications.

e To provide support and advice on advertising, including copy writing and
media purchasing.
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Lega! & Democratic Services Division

1.2 The service is provided to a wide range of internal and external customers including
Members, officers, the electorate, central government, all levels of local government,
national newspapers and publications, national and local broadcasts media and the
local press and others including the general public, specifically people buying
houses, those involved in legal disputes with the Council, suppliers and coniractors.

1.3 Statutory duties include

o Democratic Services ,
To ensure that the Council complies with its obligations under the Local
Government Act 1872, as amended, the Local Government {(Access {0
Information) Act 1885 and the Local Government Act 2000.

o Elections and Electoral Registration Service
To ensure that the Council complies with the provisions of the Representation of
the People Acts and associated Regulations in maintaining a register of electors
on a rolling basis, administering Parish, District, County, Parliamentary and
European elections and referenda and undertaking boundary and polling district
reviews when necessary.

o Land Charges
Maintain the Land Charges Register and answer requests for information
submitted on form LLC1, in accordance with the Local Land Charges Act 1975.

Q Legal Services
To ensure that the Council complies with current legislation at all times.

O Monitoring Officer
The Legal & Democratic Services Manager is the Monitoring Officer appointed
in accordance with the provisions of the Local Government & Housing Act 1988,

1.4 The Service is responsible for producing the following strategy:-

The Constitution {including Rules of S 07/01

Yearly ! Ongoing
Procedure and Codes of Conduct) i **

* Denotes whether a plan is Statutory (S), ﬁfscref!'ona{y {0}, or on Government Guidance (G).

“*Subject fo continuous review
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Legsa!l & Democratic Services Division

2.0 PURPOSE [ OBJECTIVES

2.1 Generally, all services are provided in accordance with the guiding principles and key
aims of the Chief Executive’s department. These are:-

(W]

providing a reliable and responsible level of administrative and professional
advice and support to all internal and external customers

developing and supporting partnerships within other Counciis and organisations
in the public, private and voluntary sectors to bring additional resources to South
Derbyshire and o provide high quality, value for money services.

ensuring the Council is accountable to the people of South Derbyshire for its
decisions through effective arrangements for corporate governance, based on
open and transparent decision making.

Having effective personnel policies and procedures which ensure that people are
treated fairly and which promote equality of opportunity in employment.

Progressing towards the Investor in People standard which is an external
validation of how employees are valued and the essential role they play in
service provision.

2.2 The specific purposes/objectives vary depending upon the function:-

o

Democratic Services
To manage and administer the Council’'s committee process efiiciently and
effectively in accordance with the Constitution.

To support and advise Members in the exercise of their committee and
constituency functions.

To maximise the involvement of the Chair and Vice-Chair of the Council in the
local community and to support them in the performance of their civic functions
during their year of office.

To continue to improve public access to Committee agendas and Minutes
through the ongoing development of the Council's website.

To monitor performance against indicators for key areas of work, to improve

performance where targets are not being met and to identify new targets which
could improve the responsiveness of the unit.

e e

Elections and Electoral Registration Service
To maintain an accurate rolling Register of Electors, involving an annual
canvass of the District.

To organise the election processes in an efficient and effective manner.
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Legal & Democratic Services Division

o Land Charges

To deliver an efficient, effective and "Best Value” range of Land Charges
services to the Council, the County Council, Highways Agency and the
Environment Agency in response to Local Search Enquiries.

To work co-operatively and creatively with ali the above bodies to ensure
compliance with its statutory duties .

To maintain an up-to-date knowledge of developments in the realm of Land
Charges and to disseminate this knowledge to the relevant bodies, where
appropriate.

To monitor performance against indicators for key arsas of work, to improve
performance where targets are not being met and to identify new targets which
couid improve the responsiveness of the section.

o Legal Services

To deliver an efficient, effective and “Best Value” range of legal services to all
service departments and Members of the Councll for the benefit of the
community.

To work co-operatively and creatively with all service Department towards the
common aim of delivering the Council’s Policy Framework.

To recognise that the Section’s staff are its main and most important resource
without which it wili not function, and to make every effort to maintain good staff
motivation and morale.

To maintain an up to date knowledge of legal developments and to disseminate
this knowledge to service departments, arranging fraining sessions where
appropriate.

To continue fo monitor performance against indicators for key areas of work, to
improve performance where targets are not being met and identify new targeis
which could improve the responsiveness of the section.

To maintain the current training programme for staff in the section and monitor
its effectivenass, to ensure all staff meet their continuing professional fraining

requirements.

To prepare for the Section’s Best Value Review, potentially in conjunction with
work towards LEXCEL accreditation.

o Public Relations

To inform the public of the work of the Councll, its Members and Officers
through proactive media coverage.
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Legal & Democratic Services Division

To iry to ensure that the way the Council operates is presented in a fair way in
the media.

To help {o show that the Council operates in a fair, balanced and open way.

To raise the profile of the Council through the media and through Councll
publications, conferences and events.

3.0 OPPORTUNITIES AND CHALLENGES

3.1 The Government has introduced a range of new legislation and guidance that will
have a significant impact on the Division. This includes the Local Government Act
2000 (Part il — Modernisation and Part Il — Conduct) and the Freedom of Information
Act 2000,

3.2 The Corporate Related Challenges that impact on the Division are as follows:-

o Corporate governance
The fundamental principles of good corporale governance are openness,
integrity and accountabllity. The challenge will be to ensure that these principles
are reflected in the Council's relationship with the local community, in service
delivery arrangements, in structures and processes, and in the conduct of
counciliors and employees. The Division will have a key role in supporting and
monitoring this approach.

o  Political Management Arrangements
in May 2002, the new political management structure was confirmed and an
Action Plan agreed fo strengthen these arrangements and finalise the
Constitution. The Division will have a key role in now progressing this issue.

Following the election of a2 new Council in May 2003, there will be a need to
ensure that all Members receive effective induction and awareness training in
how the organisation operates and the responsibilities that are placed on them
as counciliors.

o Comprehensive Performance Assessment
Preparing for the Council's Comprehensive Performance Assessment, currently
scheduled for winter 2003 by contributing to the development of an Action Plan
to guide the preparations.

o Equality of Opportunity and Valuing Diversity
To ensure that equality and diversity considerations are integrated in alt aspects
of service planning and deiivery.

o Better Services to Citizens
Public expectations about the guality of services provided by their Council have
increased. To meet these expectations, it will be necessary to set clear service
standards; {o consult with, and focus more, on the needs of the customer; and
to develop a strategic approach to the procurement of goods and services.
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legal & Democratic Services Division

O

Responding to New Legislation
The Division has a significant role in assessing the impact of new legislation
and developing an appropriate response.

3.3 The service related challenges are as follows:-

(W

Other ways of Delivering Services

Challenging the way that we deliver services including looking at closer working/
partnerships with other counciis/ the private sector to share knowledge and
expertise

Raising Staff Morale
Working to keep staff informed and involved in the provision and development
of services within the division.

Democratic Services
The service related challenges will encompass the various corporate key tasks
contained in the Plan.

Land Charges
The Land Charges section ig heavily involved in the development of
‘E-government’, which involves a number of new initigtives, namely:-

Nationat Land Information Service (NLIS) — the fransfer of all land and property
information and registrations onto a national database to provide, electronically,
a one-stop shop for conveyancing searches.

Geographical information Service (GIS) — Plotting areas of land affected by
Land Charges issues — information captured can be stored online allowing
easier access 1o previous searches.

The production of a ‘Sellers’ Pack’ by summer 2003 — proposed implementation
date of 2005.

Legal Services

To assess the costs and benefits of pursuing the Law Society’'s “LEXCEL”
accreditation. if the benefits are sufficient, identify work which needs to be
undertaken and an action plan for carrying out that work. The production of an
Office Procedures Manual would need 10 be undertaken as part of the work
towards accreditation. It should be acknowledged now that the time consuming
nature of this project may mean that external consultancy assistance may need
to be employed.

Investigate/assess the costbenefits of the introduction of an affordable and
effective computerised case management system into the Section.

For each member of staff to have an individual Work Meeting, on a regular
basis, with their immediate line manager o discuss their work, development and
general requirements.
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Legal & Democratic Services Division

3.4

To undertake a review of the 'Right to Buy’ procedure - part of which is
currently undertaken by external solicitors — and consider the benefits of a re-
organisation of the Legal Services Section with a view to returning this function
in-house, provided there are adequate staffing resources.

To send out draft confracts within 15 working days of receipt of proper detailed
instructions.

To send out draft shop leases to prospective tenants or their solicitors within 15
working days of receipt of proper detailed instructions.

Within 25 working days of receipt of an initial instructing memorandum
requesting the initiation of Prosecutions, to confirm to the instructing officer that
their instruclions are adequate, or to advise as to what further information or
action is required.

For the two new members of the Legal Services Section to undertake an audit
of outstanding issues requiring action by Legal Services.

To provide a litigation service o the Council in compliance with all the limits and
orders of the Courl.

To consult with Service users, by way of questionnaires and focus groups, as
well as increasing communication with instructing/client divisions within the
Council.

Elections and Electoral Administration

To manage the rolling register of electors.

Teo organise the District and Parish Elections in May 2003,

Public Relations

To continue {o raise the profile of the Council through increased public relations
resources.

To re-define the role of the press office.

To provide balanced publicity of the work of the Council in Partnerships.

Opportunities

Most of the challenges identified in the previous sections will provide independernt
opportunities to deliver and develop more focused and cost-effective services.
However, the key opportunity is that greater flexibility will enable the organisation to
consider a wider range of options for service delivery.
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Legal & Democratic Services Division

4.0 BEST VALUE

4.1 The table below details how and when the services provided by this Division will be
reviewed as part of the Best Value Process.

Reviews to be commenced

Raview Tille Start Date {yr} | Services Covered

Democratic Renewal 4 Democratic services, including the
Council's civic roie and elections

Legal Services 5 Legal Services
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Legal & Democratic Services Division

50  (Continued)

KEY DEVELOPMENT MEEDS FOR LEGAL AND DEMOCRATIC SERVICES

Service Plan Reference | Key Development Need

Corporate Key Task Time to undertake research, legislation updates, attendance at
network and support meetings

Service Development Tirne to undertake research, attendance at network meetings
Key Tasks and conferences. Improving skills on existing use of IT. Raise
awareness of divisional issues. Continuing professional
development training. Legislation updates.

¢ iemp\2003-04 doc
Page 206




Legal & Democratic Services Division

6.0 PERFORMANCE INDICATORS AND TARGETS
Best Value Performance Indicators

.1 The table below shows the Best Value indicators that relate to the service provided
within this division.

Best Value Indicator | Actual | Actual | Estimate | Target Government
2000/0 | 20601/0 | 2002/3 | 2003/4 Target

L 2 3 4 . 200415
The %age of standard | 88.00 | 84.36 |90.00 {8500
searches carried out in
10 working days

Local Performance Indicators

8.2 The table below shows the local indicators that the Division has developed to
measure its performance.

No. Local Indicator Estimate | Target
2002/3 | 2003/04

Democratic Services

L.1 % of agendas despatched 5 clear days before 100 100
meeting

L.2 % of decisions that are recorded accurately in 99 100
Minutes

L3 To provide public notice of all Council Meetings 100 100
and make available agendas for the public

L.4 % of decision/action sheets issued within g5 100
deadlines

L.5 To make Tree Preservation Orders within 5 a0 85
working days of receipt

L.&6 % of events where the Chair arrives punctually 160 100

L7 % of civic invitations responded to within 5 95 95

working days
Elections and Electoral Registration

L.8 % of households returning the Electoral 99 100
Registration Form

L.g Compliance with prescribed election timetables N/A 100

L.10 User satisfaction — lack of election N/A il

petitions/complaints
Legal Services

L.11 % cf draft contracts sent out within 15 working 85 90
days of receipt of proper detailed instructions
L.12 | % of drafi shop leases sent cut 1o prospective 85 50

tenants or their solicitors within 15 working days
of receipt of proper detailed instructions

cridocume~tipextonhiocals~1emp\2003-04.doe
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Legal & Democratic Services Division

7.0

7.1

7.2

7.3

7.4

8.0

L.13 | Wiithin 25 working days of receipt of an initial 85 80
instructing memorandum requesting the initiation
of prosecution proceedings, to confirm to the
instructing officer that their instructions are
adequate or to advise what further information or
action is required

L.14 % of written communications responded to within 97 g7
10 working days
Public Relations
L. Increase press/ media coverage of the services/ 4 5
functions undertaken by the Council to average 4
press releases per week while bearing in mind
that

preventing adverse publicity cannot always be
measured

STAFFING STRUCTURE AND WORK ORGANISATION

The Legal & Democratic Services Division is part of the Chief Executive's
depariment.

The Division is managed by the Legal & Democratic Services Manager and is divided
into 5 main sections as foliows

Elections and Electoral Registration Service

Land Charges

Legal Services

Democratic Services (including civic functions)

Public Relations

An organisation chart is attached at Annexe A,

Such is the nature of the services provided that all teams within the division rely on
working with staff across the Council.

OTHER RESCURCES

Revenue Expenditure

The table below shows the committee spending controlled by the Head of this
Division.

Division ' Gross Income Net
Spending Spending
Total Committee Costis £321,550 £305,000 £16,550

edocume~ tipexionhiocals~1\emp\2003-04 .doc
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Legal & Democratic Services Division

Central Departmental Costs - recharged to committees

The Council has a system of central establishment charges. This means that costs
related to this division are charged first to a holding code and then recharged to
commitiees. The table below summarises these costs which are controlled by the

head of this division and then recharged to services.

Division Gross Income Met
Spending Spending
Total Central Support Costs £510,500 O £510,600

Capital Expenditurs

The capital programme does not include any schemes for the Legal & Democratic

Services Division.

Assets

The Legat & Democratic Services Division controls no assets

cldocume~tpexionbiocals~14emp\2003-04.doc
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LEGAL & DEMOCRATIC SERVICES DIVISION
SERVICE PLAN 2002/2003

MONITORING REPORT

SERVICE DESCRIPTION

1.1 The Division is responsible for: -

o Democratic Services
The managerment and administration of the Council committee process. it also
includes support for the chief executive, members and the civic functions of
the Council, particularly the Chair.

o The Elections Service
Maintains and updates the register of electors annually and on a rolling basis
and administers parish, district, county, parliamentary and European elections
and referenda.

o Land Charges
Ensures that the Local Land Charges Register is maintained and provides
searches on request for residents of the District when they purchase new
property. A fee is charged for this service.

o Legal Services
To advise the Council on all legal matters e.g. contractual arrangements,
employment matters and to represent the Counclil in courts and tribunals. It
also advises on human rights issues, the provision of information and ensuring
that the new constitution is foliowed and kept up to date.

o Public Relations
To oversee the public relations and media relations functions of the authorify.

ACHIEVEMENTS

2.1 Over the past 12 months, the Division's main achievements have been:-

o Governance
Foliowing a trial period of one year, the new political management
arrangemenis were agreed by the Council for adoption. From October 2002,
the publicity requirements for agendas and reports were increased from 3
days to 5 days which has necessitated changes in working practices. The new
Fthical Framework was also implemented and training sessions were held for
District and Parish Councils on the new Code of Conduct.




o E-government
The Division has made a significant contribution to the development of the
Council's new website involving the availabllity of agendas and Minutes on the
site. Progress has also been made on a Minute Retrieval system which will be
made available throughout the authority following the necessary staff training.

o Elections and Electoral Administration
A review of Polling Districts has been undertaken as a result of the Ward
Boundary Review.
A return of 89% was achieved on the annual canvass, despite a reduction in
the canvass period and a limited level of support within the unit.
New legislation relating to opt-out of electors was implemented, involving the
oublication of two versions of the Register instead of the one version
previously required.

g Debt Recovery
A review of current sundry debt cases has recently been completed with
appropriate action being undertaken to pursue outstanding matters.

o Prosecutions
Successful Magistrates Court prosecutions were carried out for a number of
offences including health and safety, planning enforcement, and breach of a
Tree Preservation Order resulting in a fine of £5,000.

o Freedom of Information
The Council's draft publication scheme has been forwarded to the Information
Commissioner within the statutory deadline.

o Ombudsman
There have been no complaints over the year resulting in a finding by the
Local Government Ombudsman of maladministration by the Council.

o Public Relations
Producing press releases, features and photocalls to promote the work of the
Council
Liaising with local and national journalists to ensure that erroneous reports do
not appear in the media
Continued press coverage of the work of the Chair of the Council for the
Chair's attendance at events, the Chair's initiatives for fund raising and civic
events
Producing a weekly Team Briefing document with CMT

AREAS FOR IMPROVEMENT

3.1 The following areas have been identified where there is scope for possible
improvement in the delivery of the Division’s services:-




o Personnel Development Review {(PDR} Interviews
Not all staff within the Division have benefited from PDR interviews due fo two
senior management staff vacancies. These have recently been filled and the
necessary fraining arranged to enable the issue to be progressed.

o Minute Retricval System
Following the necessary staff fraining, this system will then be made available
throughout the authority.

o Members’ Training
The need for a structured programme of Members’ training is recognised and
this will be progressed in line with Members’ requirements following the District
Elections in May 2003.

g Customer Satisfaction
Service departments are to be consulted though focus groups and
guestionnaires to assass the level of support required.

o Public Relations
Re-defining the role of the press officer to work more strategically and to
bacome more involved in internal communications.

SERVICE DEVELOPMENTS

4.1 The following service developments were introduced:-

2 Restructuring of Division
Following the departure of two senior officers, a restructuring of the Division
was approved in May 2002 as part of a recruitment and retention exercise.

o Elections and Administrative Assistant
This new post was approved and filled in November 2002, primarily to assist
the Elections and Democratic Services Officer but also to provide
administrative support to the Public Relations Officer and {c the Division in
general.

o Land Charges Software
Expenditure of £13,000 was approved for the provision of new land charges
software.

o Information Technology
The Division has benefited from the upgrade of three new computers and a
new printer for the Public Relations Officer. A scanner has also been
purchased so that press cuttings can be made available on the Public Folders.




BUDGET REDUCTIONS

5.1 Small cuts have been made to the budget which will not unduly affect service

delivery.

NEW/EMERGING ISSUES

6.1

o

New/emerging issues are as follows:-

Constitution — Action Plan ,

The Modemising l.ocal Government Working Panel will be reconvened to
progress the outstanding issues contained in the Action Plan. The servicing of
an increasing number of meetings has become necessary in connection with
the new Constitution, which represents an additional workload and will require
an assessment of whether further resources are necessary.

Ethical Framework
Section 66 Regulations relating to local determinations are expected shortly.

Public Relations

Providing even more information on the work of South Derbyshire District
Council for the Burton Mail

Aftempting io improve coverage of the work of the Council in the Derby
Evening Telegraph

increasing coverage in independent local radio stations including the new
Saga station

Independent Remuneration Panel

The appointment of a new Panel will be necessary o make recommendations
on the level of Members’ allowances, following the resignation of the previous
Panel.

Minute Retrieval System
Staff training is necessary to enable the system to be released for general use
throughout the authority.

Regional Assemblies
A referendum may be necessary on an elected assembly for the region.

Transfer of Liguor Licensing

This function is to be transferred from the Magistrates’ Courts, which will
increase the Division's workload considerably due {o the high number of public
houses, restauranis and off-licences which are currently outside the Council's
control.

Comprehensive Performance Assessment
The development of an Action Plan to prepare for this Assessment will be
necessary, which will involve the Division.




o Land Charges
Nationa! Land Information Service (NLIS) — the need to transfer all land and
property information and registrations onto a national database to provide, by
electronic means, a one-stop shop for conveyancing fransactions.
Geographical Information Service {GIS) — the plotting of areas of land affected
by Land Charges issues and storing this captured information online, in order
to allow easier access to previous searches.
A proposed “Sellers Pack” is to be produced by summer 2003, with a
proposed implementation date of 2005.

o Legal Services '
An audit of issues outstanding (and requiring action) in Legal Services to be
undertaken by the Legal and Democratic Services Manager and the Principal
Legal Officer.
A review of the ‘Right to Buy' procedure, part of which is currently undertaken
by external solicitors, with a view to returning this function in-house, provided
there is adequate staffing resources. This may require a re-organisation of
Legal Services as it will significantly increase the current workload.
The introduction of regular individual Work Meetings for each member of staff
with their immediate Line Manager {o discuss their work, development and
general requirements.
Proposed consultation with Service users, by way of questionnaires and focus
groups, to assess the level of satisfaction with the Service.
Proposed consideration of an effective computerised case management
system into the Service to enable the Service Manager to monitor all work in
progress.

REVIEW OF PERFORMANCE

Best Value Reviews

The Division is not involved in any Year 1,2 or 3 Reviews.
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