RIBBLE VALLEY BOROUGH COUNCIL

Legal Services Section Service Plan for 2006/2007

introduction

The following Service Plan covers the Legal Services Section, which includes the legal, licensing, election and local land charges services of the Council.

where are we aiming to be?

We aim to provide an excellent service.  We will endeavour to maintain this, whilst:

· improving access to our services by electronic means;

· taking advantage of the opportunities provided by the restructuring and realignment of the department;

· incorporating our new responsibilities resulting from the Licensing Act 2003;

· reviewing the way in which we provide legal services.

what are our KEY objectives?

The following are the objectives of the Legal Services section.  By fulfilling these corporate objectives we will help enable Council to meet it’s corporate priorities, ambitions and objectives.

	CORPORATE AMBITIONS
	SERVICE OBJECTIVES

	To be a well managed council providing efficient services based on identified customer needs
	· To support the individual departments with primary responsibility for delivering the Council’s corporate priorities, by providing an excellent legal service to those departments, and developing the direct services we provide.

	· To help make peoples lives SAFER AND HEALTHIER
	· 

	· To PROTECT AND ENHANCE the existing ENVIRONMENTAL QUALITY of our area
	· 

	· To MATCH the SUPPLY OF HOMES in our area with the IDENTIFIED HOUSING NEED
	· 
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Director of Resources

The key roles of this post are:

· Manages the Council’s Legal Services Section

· Provides leadership of the section

· Provides advice to the Chief Executive, Corporate Management Team and elected members

· Attends committees, working groups and outside bodies

· Budget Monitoring

· Contribution to the collective management of the Council

Legal Services Manager

The key roles of this post are:

· Manage the Council’s Legal Services Section, including land charges, freedom of information enquiries and elections, effectively and efficiently, responding to the identified needs of the community as identified in the Council’s Corporate Plan, specific council policies and in accordance with statutory provisions.

· Provide leadership of the Legal Services Section, creating and managing a high performance culture incorporating the Council’s Performance Management processes and the principles of the Best Value regime.

· Prepare revenue and capital estimates for the Section, monitor income and expenditure, maintain budgetary control, in accordance with the principles of value for money.
· To act as the Council’s solicitor and to institute or defend any legal proceedings on behalf of the Council.

· To provide legal advice to the Council and to all departments on all matters relating to the Council.

· Manage the employees of the Section in accordance with the Council’s values and policies.

· In relation to the Section and it’s activities, advise the Director of Resources elected members and attend committees, working groups, outside bodies etc. as required.

· Contribute to the collective management of the Council through the Service Managers Team and the Council’s forward planning processes.

· To be the Council’s Monitoring Officer as designated under the Local Government Act 1989.

· To ensure that the Council acts within its legal powers.

Solicitor 

The key roles of this post are:

· Currently under review.

Legal Officer 

The key roles of this post are:

· To carry out conveyancing transactions on behalf of the Council, particularly the more complex transactions.

· To prepare contracts and other legal documents, for example bye-laws and advise generally in relation to documents received.

· To oversee the collection of debts.

· To give general legal advice to other departments of the Council and to Councillors.
· To deal with enquiries relating to the ownership and management of Council land and to oversee the maintenance of the Council’s land ownership records.

· To oversee the work of the Legal Assistant, and to contribute to the training of the Modern Apprentice and work experience students.

Legal Assistant

The key roles of this post are:

· To carry out conveyancing transactions on behalf of the Council.

· To administer the Right to Buy Scheme for the sale of Council houses.

· To deal with the management of leasehold flats.

· To assist with the collection of debts owing to the Council including the taking of recovery action through the Courts.

· To deal with enquiries relating to the ownership and management of Council land.

· To assist with implementation of the Authority’s Land Terrier System.

Admin & Licensing Officer - Liquor

The key roles of this post are:

· To provide full administrative support to the Legal Services section.

· To assist with the organisation of local, parliamentary and European elections.

· To be responsible for the administration of the Licensing Act 2003 including:

dealing with applications for personal licences and the renewal of personal licences and issuing licences where applications are granted

dealing with applications for premises licences and club premises certificates and the variation of premises licences and club premises certificates, and issuing licenses and club premises certificates where applications are granted

dealing with other applications and notices received under the Licensing Act 2003 including transfer of licenses, interim authority notices, temporary event notices and notifications of interest in premises.

arranging hearings where necessary and if required, attending hearings to take a note of the proceedings

maintaining the licensing authority’s register under the Licensing Act 2003 and the Freedom of Information Act.

updating and reviewing the Council's licensing policies in line with changes in legislation.

· To be system administrator for the Council’s Flexi time system.

· To prepare reports for Committee and documents for the Legal Services Manager as required.

· To maintain the Legal section indexing system.

· To maintain and update when required the information relating to Legal Services and Licensing contained on the Council’s intranet and website.

Electoral & Taxi Licensing Officer

The key roles of this post are:

· To be responsible for the administration of electoral registration.

· To ensure the efficient administration of all elections as and when they occur (Parish, Borough, Parliamentary).

· To administer an efficient taxi licensing service both to client and customer.

Admin Assistant

The key roles of this post are:

· To assist the Elections and Licensing officer on Election duties/admin.
· To assist the Elections and Licensing officer with Licensing administration duties, particularly in respect of Taxi Licensing.

Taxi Enforcement Officer

The key roles of this post are:

· To investigate and monitor premises licensed under the Licensing Act 2003, and Designated Premise Supervisors, to audit compliance with agreed operating conditions.

· A reasonable proportion of this work will require to be undertaken during unsocial hours in the late evening and at weekends.

· To inspect motor salvage, animal welfare and similar premises/operators licensed under environmental health legislation as required.

· To investigate complaints relating to premises for which the postholder is responsible and prepare reports of the findings.

· To prepare associated correspondence and maintain full and accurate records.

· To collect and present evidence in relation to breaches of relevant legislation, terms and conditions to meet requirements of the Police and Criminal Evidence Acts and associated Codes of Practice.

· To liaise with other responsible authorities for example Police, Trading Standards, building control, fire authority and Social Services.

· To provide reports to the licensing section and Licensing Committee.

· To attend committees, working groups, outside bodies at the discretion of the Environmental Health Manager.

· To liaise with the Magistrates Court re convictions for relevant offences.

· To update and maintain associated premise files and computer system records.

Local Land Charges Officer

The key roles of this post are:

To undertake the day to day management of and ensure the efficient operation of the Local Land Charges system.

To maintain and update the Local Land Charges Register in accordance with existing, amended or new legislation.

To conduct official searches of the Register and carry out the processing of enquiries, their completion and verification of all replies to Official Certificates of Search and Enquiries.

To obtain requisite information from other service areas in order to answer Con.29 enquiries.

· To assist individuals carrying out personal searches.

To ensure the Council's accounting procedures are followed in respect of payments received and made by the Local Land Charges Section.

To compile and analyse statistical information to measure performance against the Audit Commission and Best Value performance indicators.

To liaise with other service areas and Lancashire County Council, with regard to their systems in relation to the Local Land Charges function.

To deal with enquiries and correspondence in connection with the Local Land Charges services.

To oversee the implementation and operation of the National Land Information Service.

To attend national and regional meetings of the National Association of Local Land Charges Officers on behalf of the Council.

To identify and implement new and innovative ways of improving service delivery.

To train and oversee the work of the Local Land Charges Assistant, and to contribute to the training of the Modern Apprentice and work experience students.

To assist when required with the registration of electors including the checking of draft registers and dealing with enquiries from members of the public.

To assist when required with the election functions of the authority including dealing with applications for absent voting and providing clerical and administrative assistance at times of elections.

Local Land Charges Assistant

The key roles of this post are:

· To assist with the transfer of information from the present card-based system to the computerised local land charges system.

· To resolve queries arising out of the transfer of such information.
· To assist the Local Land Charges Officer in, and deputise in the absence of the Local Land Charges Officer:

maintaining the register of local land charges and entering all new registrations thereon;
dealing with all applications for searches in the register and additional enquiries;

dealing with all applications for personal searches of the register.

providing administrative support for example paying in fees etc, archiving and collecting performance indicators.

CORE SERVICE FUNCTIONS

	FUNCTION
	KEY RESOURCE

	1


	To provide legal advice and representation to all other departments within the Council, and to Members, members of the public, Parish and Town Councils as appropriate.
	Legally qualified staff with experience.  Access to legal publications on the Internet.  Support from IT and finance.

	
	

	2

	To administer licensing of private hire and hackney vehicles, operators and advisers.  To administer street collection permits, Section 34 Gaming Act permits, licence motor salvage operators, Lotteries Act licences.  In addition to perform all the functions pursuant to the Licensing Act 2003 – conversion and grant of personal licences, conversion variation and grant of premises, clubs, late night refreshment licences. Temporary event notices, register of interest (re liquor) and to include in due course gambling.
	Well trained and motivated staff.

IT/Admin support

	
	

	3

	To manage the annual review of the Electoral Register, maintain during the year and deal with Parish, Borough, County, General and European elections.
	Well trained and motivated staff.

IT/Admin support.

Support from direct works, and access to casual workers for creation of elections, registration and election duties.

	
	

	4

	To maintain the Local Land Charges Register and administer local land charges searches.
	Well trained and motivated staff, with full support from all departments to contribute to search process.


how do we currently deliver our services?

what are the key policies and strategies that we are working to?

The Legal Services Section is fully recharged to services.  The section forms part of the newly restructured Resources Department.  During the preparation of the Revised Estimates for 2005/06 the previous budgets for the Legal Services and Finance Department are being amalgamated and broken down into the appropriate sections within the Resources Department:

· Legal Services;

· Financial Services (including Accountancy & Audit);

· Computer Services;

· Revenues and Benefits.

what resources do we currently have available?

The Legal Services Section – see details on attached sheet.

Growth Items

The Legal Services Section has identified the following as areas for growth:

· Lalpac Enterprise.

· Debt recovery system.

· Further potential for growth items as reviews develop (See Appendix A).  Costings will be developed in the course of the review process.

WHAT EFFICIENCY GAINS CAN WE IDENTIFY?

· Managing staff absence via Traffic Light Scheme.

· Reducing time spent on queries etc by registration of land holdings.

· Work towards more integrated software systems.

FURTHER BUDGETARY CONSIDERATION

Cash limited budgets.

As the Council’s Members have indicated that budgets may be cash limited for the 2006/07 budget, the table at Appendix B shows the cash limited budget for Legal Services and represents indicative inflation of 5%.

The largest proportion of the Legal Services budget is staff costs, therefore any savings would have to be found from this area.

Fees and charges

The majority of the fees and charges generated by the Legal Services Section are set by statute/regulations and cannot therefore be increased.  Nor can the fees position be predicted due to the uncertainty surrounding the new licensing regime.

We will continue to recover fees and charges paid in connection with debt collection/court proceedings, via those proceedings.

SAVINGS

The provision of periodicals, books and computer software/systems, requires revision and reconsideration.

Services are mainly statutory and therefore not susceptible to further reduction.

how are we performing and what are our targets?

Best Value Performance Indicators

The Legal Services Section has responsibility for the following Best Value Performance Indicators:

	PI No.
	Description
	Measure
	2003/04 Actual
	2004/05 Actual
	Target 2004/05
	Target 2005/06
	Target 2006/07
	Target 2007/08

	BVPI

197 
	Standard Searches within 10 days
	%
	97.93%
	99.42%
	89%
	95%
	98%
	99%


Further BVPI are proposed for collection from April 2006 awards primarily for provision of legal advice – BV 226 a-c.

Local Performance Indicators

The Legal Services Section collects the following local indicators:

	PI No.
	Description
	Measure
	2003/04 Actual
	2004/05 Actual
	Target 2004/05
	Target 2005/06
	Target 2006/07
	Target 2007/08

	LPI

D3 
	Percentage turnout for local elections
	%
	44.05
	44.05
	N/A
	N/A
	N/A
	


* No Elections proposed.

what do INSPECTORS Think of our services?

The service has not been inspected.

what do our customers think of our services?

As our customers are mainly internal ie other Council departments, we have not carried out customer surveys, but rely instead on regular contact and discussion to address areas needing improvement.  

what are our KEY ACHIEVEMENTS, strengths and our weaknesses?

The following key achievements have been made in the past three years:

· Computerising land charges

· Licensing regime implemented

· Registration of the Council's land holdings

· Improved partnership working eg the police – ASBO’s etc

The following strengths and weaknesses have been identified:

Strengths

· Well trained and motivated staff, prepared to take responsibility

· Good links with lawyers in the local community

· Good relationships with other departments

Weaknesses

· Insular/identity issues

· Lack of rapport with private hire/hackney drivers/operators

· Uncertainty re roles within the department and in our relationship with clients

Opportunities:

· Interaction with Resources dept

· Computerisation – to improve access by electronic means

· Managing the restructure/realignment

· Improving the inter changeability/flexibility of staff

· Rationalising the delivery of work to individual members of staff.

Threats:

· Volume of legislation

· Outsourcing when used as a control mechanism

· OFT issues re land charges

what risks do we face?

The Legal Services Section is subject to a number of operational and strategic risks, which set out on the attached appendix, extracted from the GRACE system. 

What are the key service issues in the next 1 – 3 years?

· Integration of licensing (alcohol)

· Restructure/realignment 

· Improving response capacity

· Improving client access and use of services

PARTNERING ARRANGEMENTS

We have entered into the following partnership arrangements:

Not applicable.

what are our HR issues?

See Training Needs below.

training needs IDENTIFIED IN ORDER to develop the service in THE FUTURE

The Legal Services Section Manager endeavours to undertake Performance Appraisals with each member of the section, on a 6 monthly cycle.  Through these appraisals the following training needs have been identified for the section for the coming 12-month period.

· Race awareness/diversity training – all staff.

· Continued professional development – all staff.

· Strand system – electoral register staff.

· Training re map zone/county system – land charges staff.

· Appraisal training – staff with direct responsibility for managing staff.

· Lalpac – licensing staff (taxi and licensing systems).

how will we ensure that our services treat everyone fairly?

The section carries out the following activities to ensure equal opportunities principles are included in day-to-day service delivery:

· By operating in accordance with the Council's Equal Opportunities policies in the way we recruit and manage staff and provide services to our internal and external clients

what actions will we take to improve our service?

The Action Plan at Appendix A outlines the improvements and changes the Legal Services section will make to meet corporate and service objectives and to address the weaknesses, risks and performance standards outlined in this service plan.

APPENDIX a LEGAL SERVICES SECTION– ACTION PLAN 2005/2006

Key Objective: - To improve the way in which we use computerisation to facilitate access, in particular to our land charges system

	Action
	Success Factors /Method of Measurement
	Target
	Responsible Officer
	Resources

	To implement and improved IT systems
	Ability to receive and despatch online
	April 07
	DER together with Licensing and Land Charges Officers
	Subject to review

	
	Ability to access licensing register on line
	
	
	

	
	Ability to interrogate LALPAC system remotely
	
	
	

	
	Ability to manage election arrangements via computer systems
	
	
	

	
	
	
	
	


Key Objective: - To manage changes following from restructuring/realignment within the Resources Directorate

	Action
	Success Factors /Method of Measurement
	Target
	Responsible Officer
	Resources

	Finalise budget splits/staffing issues/training HR issues.  Consider opportunities for ‘joint working’.
	Integration into former financial department
	April 2007
	Director of Resources

Legal Services Manager

Departmental Service Managers
	No additional resources can be identified at this stage.

	
	Completion of staffing arrangements
	April 2006
	
	

	
	Cross training within the Legal Services section
	April 2007
	
	

	
	Improved profile of Legal Services section
	June 2006
	
	


Key Objective: ​- To continue to implement and deliver the new Licensing Act 2003 regime and contribute to effective enforcement

	Action
	Success Factors /Method of Measurement
	Target
	Responsible Officer
	Resources

	Refine software applications to maximise use of register and report capabilities.

Establish systems.
	Register complete
	April 2006
	Admin & Licensing Officer

(Alcohol & Entertainment)
	Further software, improved speed/size of computers

	
	Licences completed
	April 2006
	
	

	
	Changes to licences premises/reviews processed promptly
	April 2007
	
	

	
	Liaison with groups affected and Enforcement Officer
	April 2007
	
	

	
	
	
	
	


Key Objective: - To review the way in which we provide legal services (internal clients) to address changes occurring in other departments, and to develop more effective means of providing instructions

	Action
	Success Factors /Method of Measurement
	Target
	Responsible Officer
	Resources

	Inform and consult departments
	Consultation with service managers
	April 2006
	Legal Services Manager
	No additional resources required.

	Review alignment of staff to work/departments
	Improved identification of contact points
	Sept 2006
	Legal Services Manager
	

	Create standard/improved procedures for use of  Legal Services
	Improved instruction/use of legal services
	April 2007
	Legal Services Manager
	


Appendix B

	Total 2005 / 2006 Original Estimate - Legal Services 
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	 
	LSERV
	DISTC
	ELECT   
	LANCS   
	PARIS   
	PARLI   
	LANDC
	LICSE
	 
	TOTAL
	Estimated

	 
	Legal Services Section
	District Elections
	Register of Electors
	Lancashire County Elections
	Parishes Elections
	Parliamentary Elections
	Land Charges
	Licensing
	 
	2005/06 OE
	Inflation @ 5%

	 
	£
	£
	£
	£
	£
	£
	£
	£
	 
	£
	£

	Expenditure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Employee Related Expenses
	259,900
	 
	12,570
	0
	0
	 
	5,670
	6,740
	 
	284,880
	14,240

	Premises Related Expenses
	50
	0
	0
	0
	0
	 
	 
	 
	 
	50
	0

	Transport Related Expenses
	7,830
	 
	 
	 
	 
	 
	 
	 
	 
	7,830
	390

	Supplies & Service
	29,670
	0
	13,000
	0
	0
	 
	16,710
	11,380
	 
	70,760
	3,540

	Support Services  
	85,940
	5,380
	20,580
	0
	5,620
	23,830
	93,910
	96,710
	 
	331,970
	16,600

	Capital Financing 
	 
	 
	 
	 
	 
	 
	2,000
	 
	 
	2,000
	100

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Expenditure
	383,390
	5,380
	46,150
	0
	5,620
	23,830
	118,290
	114,830
	 
	697,490
	34,870

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Income
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0
	0

	Customer & Client 
	-6,900
	0
	-990
	0
	0
	 
	-123,060
	-76,290
	 
	-207,240
	-10,360

	Recharges to Other General Fund Services
	-347,740
	 
	 
	 
	 
	 
	 
	 
	 
	-347,740
	-17,390

	Recharges to Other Services (Housing)
	-28,730
	 
	 
	 
	 
	 
	 
	 
	 
	-28,730
	-1,440

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Income
	-383,370
	0
	-990
	0
	0
	0
	-123,060
	-76,290
	 
	-583,710
	-29,190

	Net Expenditure
	20
	5,380
	45,160
	0
	5,620
	23,830
	-4,770
	38,540
	 
	113,780
	5,680
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