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INSTITUTE OF REVENUES
RATING & VALUATION





REVENUES ADMINISTRATION

Scotland

Tuesday 7th December 2004

2.00 - 5.00 pm

Time allowed: 3 hours

Answer FIVE question

All questions carry equal marks

Where questions are divided into sections, marks will be allocated equally between sections unless otherwise indicated

Total marks: 300
	1.
	For a number of years, Local Authorities have seen Benchmarking Clubs as a way of looking at and comparing the services they provide. These have resulted in Authorities joining local or regional clubs, although to date there has not been a National Benchmarking Scheme.

Discuss the relative merits of both a national and local benchmarking scheme to Billing Authorities in Scotland. In addition, you should consider how any benchmarking scheme could be implemented for Council Tax, together with the type of questions that you feel need to be included. 



	2.
	Your Authority is considering a marketing campaign, to encourage the take up of direct debit for council tax and non-domestic ratepayers. At the present time, the vast majority of payments are still received through the post, at the cashier’s office or via the Post Office.

Before launching any such scheme, you will need the support of the Lead Member for your Service, who has requested a Briefing Note on the initiative. In producing the Briefing Note, you must include:
(a) A publicity leaflet that will be used for the campaign;

(b) The advantages to the Billing Authority and the taxpayer, of paying by direct debit; and 

(c) What incentives you feel could be given, to encourage take up.



	3.
	An Equalities Action Plan is produced each year by your Authority, which sets out the key aims and objectives for the Organisation. Every Directorate has a Lead Officer for Equalities, who ensures their own area is contributing to the corporate agenda.

In advance of producing the Action Plan for 2005/06, the Lead Officer for your Directorate has asked every Section Head to ensure their own Service Plan incorporates the key aims and objectives on equalities for their area. As the Section Head for Revenues, this is your responsibility.

You are required to produce a paper for your line manager, which looks at both service delivery and employment issues within the area of Revenues. A proposed timetable for implementing initiatives should be included, which incorporates action taken, to review progress.



	4.
	The External Auditor has recently raised concern over the authority’s ability to detect and prevent fraud. The Annual Management Letter to the council has stressed to Members that they will be looking for action to be taken over the next 12 months, to address this concern.

Within the Finance Department, managers have been asked to identify areas within their service where fraud, both internally and externally, may arise.  These will then be brought together and included within a Risk Assessment Plan for the Council.

With responsibility for Revenues, your submission must identify all areas within Local Taxation and Sundry Debts, where fraud may arise. You should explain what steps can be taken to prevent fraud and whether there are any penalties / enforcement measures open to the council. 



	5.
	In December 2001, the Scottish Executive announced that, as part of their commitment to helping small businesses, they would introduce a rate relief scheme for small businesses. This was implemented on the 1st April 2003. 

Draft a page, for inclusion on your Authority’s Web Site, which explains the criteria that need to be met for a small business to receive relief under the scheme. 



	6.
	Following a recent staff survey within the Council Tax Section, it has become evident there is a need for a comprehensive and structured training programme. Each Team Leader has the responsibility for leading on one aspect of Council Tax and you have been given the area of Valuation.

You are asked to produce a hand out (to be given out on a training course), that looks at the Banding System, Basis of Valuation and procedures to be followed when seeking an alteration to the valuation list.   (Note: you do not need to refer to procedures following referral of a case to the Valuation Appeal Committee). Reference should be made to the relevant legislation.



	7.
	A review has recently been carried out by your Authority of all leaflets that are used within the Revenues Office. Whilst there are a comprehensive range for Council Tax, there are very few for Non-Domestic Rate. In particular, there is no leaflet that covers the reliefs that are available to a ratepayer.

Draft a leaflet to be sent with rate bills that explains the reliefs (excluding transition and small business relief). You must include the conditions which have to be satisfied before relief can be granted, the application procedures and amount of relief that can be awarded.  Reference should be made to the relevant legislation.



	8.
	You have recently taken over responsibility for the Recovery Section that is responsible for the enforcement of Council Tax and Non-Domestic Rate, from the granting of a Summary Warrant. The council employs a number of staff who visit debtors following the granting of a Summary Warrant although there is no Guidance Note on the procedures they should follow.

Draft a Guidance Note setting out the guidelines you would expect to be followed by the staff when they visit a debtor. You must also consider any Health and Safety Issues, clarifying the responsibilities of the Organisation and also what is to be expected of both managers and their staff.   

    

	9.
	A Local Authority runs a local museum and art gallery. A number of exhibitions are held throughout the year at which local artists and youth groups are encouraged to display their work. There is also a small conference facility within the building that is available for hire.

Describe the various sources of income that would be generated and consider what systems need to be in place for the collection and recovery of all income. You should also state whether the Authority may be entitled to any relief from the Non-Domestic Rate on the property.
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INTRODUCTION

The aim of this subject is top provide a comprehensive understanding, within the framework of relevant law, of the theory and practice of administration of local taxation and other revenues for, or on behalf, of a local authority.

Students need to be aware of the learning outcomes and content of this subject, as set out in the syllabus. Questions will be set strictly in accordance with the syllabus.

Past copies of past examination papers and examiner comments (say, from the previous four sittings) should be obtained. These are available through the IRRV Web Site ‘irrv.org.uk’.

It is also important to refer to the Institute’s monthly journal ‘Insight’ and the Local Taxation and Revenues Faculty Magazine “LTR”; particularly articles on areas that are included within the syllabus.

OBSERVATIONS

No candidates attempted the examination paper. At the previous sitting, there were again no candidates that sat this examination paper. 

QUESTION 1

SUMMARY

No candidates attempted this question.

ANALYSIS

The examiner was looking for students to demonstrate an understanding of Benchmarking Schemes and how they could be applied to Council Tax. The marks were awarded under the following headings: -

	No.
	Area
	Marks Available
	Marks Awarded (Average)

	1
	Format of Answer
	2
	N/A

	2
	Understanding importance of Benchmarking
	6
	N/A

	3
	Merits of a Benchmarking Scheme
	18
	N/A

	4
	Implementation of a Scheme
	12
	N/A

	5
	Types of Questions
	18
	N/A

	6
	Supplementary Information
	4
	N/A

	
	                TOTAL
	60
	N/A


KEY AREAS

The key areas that should have been addressed by students included: -

	Understanding the importance of Benchmarking

	* General

	* Link to Council Tax

	

	Merits of a Benchmarking Scheme

	* Improves services in public sector

	* Enables the learning and sharing of information

	* Identifies areas of good practice

	* Leads to reduced costs

	* Is a tool to evaluate ones own service

	* Keeps everyone up to date

	

	Implementation of Scheme

	* Agree purpose

	* Decide on Authorities to be included

	* Formulate approach

	* Establish timetable

	

	Types of Questions

	* Valuation / liability / reliefs

	* Billing, collection and recovery

	* Quality / customer care / equalities

	* Staffing / training

	* Systems


QUESTION 2

SUMMARY

No candidates attempted this question.

ANALYSIS

The examiner was looking for students to demonstrate an understanding of how to undertake a Direct Debit Marketing Campaign for both Council Tax and Non-Domestic Rate. The marks were awarded under the following headings: -

	No.
	Area
	Marks Available
	Marks Awarded (Average)

	1
	Format of Briefing Note
	4
	N/A

	2
	Knowledge of Direct Debits
	6
	N/A

	3
	Publicity Leaflet
	18
	N/A

	4
	Advantages to Billing Authority / Taxpayer
	16
	N/A

	5
	Incentives
	12
	N/A

	6
	Supplementary Information
	4
	N/A

	
	                TOTAL
	60
	N/A


KEY AREAS

The key areas that should have been addressed by students included: -

	Knowledge of Direct Debits

	* General

	* Link to Local Taxation

	

	Publicity Leaflet

	* Theme and presentation

	* Application procedure 

	* Advantages to taxpayer and incentives

	

	Advantages to Billing Authority / Taxpayer

	* Billing Authority

	  - Reduced costs

	  - Notified when payment rejected & payment received quickly

	  - Releases staff for other work

	* Taxpayer

	  - No need to renew each year

	  - Avoids need to remember payment dates and cheap method 

	  - Possible incentives

	

	Incentives

	* Alternative (more) payment dates

	* Reduction in amount payable

	* Free draw

	* Protection for any payment claimed in error


QUESTION 3

SUMMARY

No candidates attempted this question.

ANALYSIS

The examiner was looking for students to demonstrate an understanding of Equalities both in terms of service delivery and employment. The marks were awarded under the following headings: -

	No.
	Area
	Marks Available
	Marks Awarded (Average)

	1
	Format of Paper
	4
	N/A

	2
	Understanding of Equality Issues
	6
	N/A

	3
	Service Delivery
	16
	N/A

	4
	Employment
	16
	N/A

	5
	Timetable
	16
	N/A

	6
	Supplementary Information
	4
	N/A

	
	                TOTAL
	60
	N/A


KEY AREAS

The key areas that should have been addressed by students included: -

	Understanding of Equality Issues

	* General

	* Link to Revenues

	

	Service Delivery 

	* Methods for accessing service

	* Outreach work

	* Translation / interpretation facilities

	* Stationery / leaflets etc.

	* Link to National E.Govt. Equalities Agenda

	

	Employment

	* Selective and more proactive recruitment

	* Removal of barriers in job recruitment

	* Commitment to a ‘work-life’ balance for staff

	* Flexible working practices

	* Structured training programme

	

	Timetable

	* Link to corporate / strategic / team plan initiatives

	* Key target dates / milestones

	* Responsible officers


* Process for reporting on achievements 

* Risk assessment

QUESTION 4

SUMMARY

No candidates attempted this question.

ANALYSIS

The examiner was looking for students to demonstrate an understanding of fraud within a Revenues environment and how it can be both detected and prevented. The marks were awarded under the following headings: -

	No.
	Area
	Marks Available
	Marks Awarded (Average)

	1
	Format of Submission
	4
	N/A

	2
	Understanding of Fraud
	6
	N/A

	3
	Areas where Fraud may arise
	20
	N/A

	4
	Action to prevent Fraud
	16
	N/A

	5
	Penalties / Enforcement Measures
	10
	N/A

	6
	Supplementary Information
	4
	N/A

	
	                TOTAL
	60
	N/A


KEY AREAS

The key areas that should have been addressed by students included: -

	Understanding of Fraud

	* General

	* Link to Revenues

	

	Areas where Fraud may arise

	* Internal 

	   - Establishing liability and administration of reliefs

	   - Billing, collection and enforcement 

	* External

	   - Provision of information on liability and application for reliefs

	   - Payment of debts

	Action to prevent Fraud

	* Strong internal procedures

	* Training of staff

	* Well designed stationery and effective I.T. systems

	* Publicity

	* Whistle blowing

	

	Penalties / Enforcement Measures

	* Disciplinary action

	* Penalties / fines

	* Recovery of monies

	* Prosecutions


QUESTION 5

SUMMARY

No candidates attempted this question. 

ANALYSIS

The examiner was looking for students to demonstrate an understanding of Small Business Rate Relief that was introduced on the 1st April 2003. The marks were awarded under the following headings: -

	No.
	Area
	Marks Available
	Marks Awarded (Average)

	1
	Format of Page
	4
	N/A

	2
	Knowledge of Non Domestic Rate
	6
	N/A

	3
	Criteria
	18
	N/A

	4
	Buffer Zone
	10
	N/A

	5
	General Issues
	18
	N/A

	6
	Supplementary Information
	4
	N/A

	
	                TOTAL
	60
	N/A


KEY AREAS

The key areas that should have been addressed by students included: -

	Knowledge of Non Domestic Rate

	* General

	* Link to Reliefs

	

	Criteria

	* RV limits

	* Calculation of amount due

	* Maximum relief

	* Aggregation of RV

	* Occupied v Unoccupied

	* Occupier issues

	

	Buffer Zone

	* Purpose

	* RV limits

	* Amount payable

	

	General Issues

	* Treatment of other reliefs

	* Application procedure

	* Renewals

	* Termination

* Funding arrangements


* Multipliers

         QUESTION 6

SUMMARY

No candidates attempted this question.

ANALYSIS

The examiner was looking for students to demonstrate an understanding on a number of valuation issues relating to Council Tax. The marks were awarded under the following headings: -

	No.
	Area
	Marks Available
	Marks Awarded (Average)

	1
	Format of Hand Out
	4
	N/A

	2
	Knowledge of Council Tax
	6
	N/A

	3
	Banding System
	14
	N/A

	4
	Basis of Valuation
	14
	N/A

	5
	Alteration of Valuation List
	18
	N/A

	6
	Supplementary Information
	4
	N/A

	
	                TOTAL
	60
	N/A


KEY AREAS

The key areas that should have been addressed by students included: -

	Knowledge on Council Tax

	* General

	* Legislation 

	

	Banding System

	* Compilation

	* Maintenance

	* Contents of valuation list

	* Valuation bands

	

	Basis of Valuation

	* Assumptions

	* Relevant date

	* Special properties

	  - Composite

	  - Cross boundary 

	  - Disabled

	  - Multiple

	

	Alteration of Valuation List

	* Interested person

	* Grounds for a proposal / time limits

	* Invalid / well founded proposals

	* Effective dates / appeals


QUESTION 7

SUMMARY

No candidates attempted this question.

ANALYSIS

The examiner was looking for students to demonstrate an understanding of the rate reliefs that are available to a non-domestic ratepayer. The marks were awarded under the following headings: -

	No.
	Area
	Marks Available
	Marks Awarded (Average)

	1
	Format of Leaflet
	4
	N/A

	2
	Knowledge of Non Domestic Rate 
	6
	N/A

	3
	Conditions to be Satisfied
	18
	N/A

	4
	Application Procedures
	14
	N/A

	5
	Amount of Relief
	14
	N/A

	6
	Supplementary Information
	4
	N/A

	
	                TOTAL
	60
	N/A


KEY AREAS

The key areas that should have been addressed by students included: -

	Knowledge of Non Domestic Rate

	* General

	* Legislation

	

	Conditions to be Satisfied

	* Charities and Kindred Organisations 

	   - Mandatory 

	   - Discretionary

	* Rural Areas

	   - Mandatory

	   - Discretionary

	* Hardship

	* Part Occupied

	

	Application Procedures

	* Charities and Kindred Organisations

	* Rural Areas

	* Hardship

	* Part Occupied

	

	Amount of Relief

	* Charities and Kindred Organisations

	* Rural Areas

	* Hardship

	* Part Occupied


QUESTION 8

SUMMARY

No candidates attempted this question.

ANALYSIS

The examiner was looking for students to demonstrate an understanding of Enforcement and the importance of having a Guidance Note for staff who visit debtors. The marks were awarded under the following headings: -

	No.
	Area
	Marks Available
	Marks Awarded (Average)

	1
	Format of Guidance Note
	4
	N/A

	2
	Knowledge of Local Taxation
	6
	N/A

	3
	Procedures to be Followed
	18
	N/A

	4
	Expectations on Organisation
	14
	N/A

	5
	Expectations on Managers / Staff
	14
	N/A

	6
	Supplementary Information
	4
	N/A

	
	                TOTAL
	60
	N/A


KEY AREAS

The key areas that should have been addressed by students included: -

	Knowledge of Local Taxation

	* General

	* Link to Recovery

	

	Procedures to be Followed

	* Management of workload

	* Time-scales

	* Liaison with other parties

	* Equality issues

	* Receipt and banking of monies

	

	Expectations on Organisation

	* Statutory duties

	* Creation of a safe working environment

	* Obligations to workforce and those they serve

	* Clear policies and guidelines

	* Provision of adequate resources

	

	Expectations on Managers / Staff

	* Identify and report on any risks

	* Communicate issues to parties

	* Compliance with policies and guidelines

	* Appropriate use of resources

	* Supply and make proper use of equipment




QUESTION 9

SUMMARY

No candidates attempted this question.

ANALYSIS

The examiner was looking for students to demonstrate an understanding of income generated from a local museum and art gallery and how it can then be collected and if necessary, recovered. The marks were awarded under the following headings: -

	No.
	Area
	Marks Available
	Marks Awarded (Average)

	1
	Format of Answer
	2
	N/A

	2
	Understanding of Sundry Debts
	6
	N/A

	3
	Source of Income
	20
	N/A

	4
	Collection and Recovery of Income
	14
	N/A

	5
	Relief from No Domestic Rate
	14
	N/A

	6
	Supplementary Information
	4
	N/A

	
	                TOTAL
	60
	N/A


KEY AREAS

The key areas that should have been addressed by students included: -

	Understanding of Sundry Debts

	* General

	* Link to Museum and Art Gallery

	

	Sources of Income 

	* General

	   - Entrance fees (including car parking)

	   - Catering, cloakroom fees etc.

	* Museum / Art Gallery

	  - Sales of exhibits and sponsorship

	  - Gift shop

	* Conference Facility

	  - Hire of venue and delegate fee

	  - Provision of equipment

	

	Collection and Recovery of Income

	* Receipt of income 

	* Reconciliation

	* Banking arrangements   

	* Billing / enforcement 

	

	Relief from Non Domestic Rate

	* Charities and Kindred Organisations

	* No relief if an excepted hereditament


* Other forms of relied (mandatory and discretionary) 
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