
REVENUES ADMINISTRATION- SCOTLAND
Time allowed: 3 hours

	1.
	Your Council has identified a number of key priorities for the current financial year, designed to result in an improvement across a range of Key Performance Indicators. One area that has been highlighted in 2004/05 is for the Authority to put in place measures that will lead to an improvement in the Collection levels for both Council Tax and Non-Domestic Rate.

The Director of Finance is expected to report to Members in October 2004 on each key priority and you have been asked to produced a Briefing Note on what action the Council can take to improve its Collection Rate. You should consider how you intend to implement any initiatives and then have them reviewed and monitored throughout the financial year. 



	2.
	Consultants were employed by your Authority to carry out a Risk Assessment within all Sections deemed to provide a ‘front line service’. Their report has highlighted a number of important Health and Safety Issues that must be addressed and in particular, the lack of written procedures in areas where staff work predominantly outdoors.

As the Manager with responsibility for a team of four local taxation inspectors, who visit both domestic and commercial properties, you are required to produce a Guidance Note on the Health and Safety Issues for these staff. The Guidance Note should not only set out the responsibilities of the Organisation but also the expectations on managers and on their staff.       



	3.
	The Lead Member for Finance has expressed an interest in reviewing the Information Booklet, which is produced by the Authority and sent to all council taxpayers with their demand notices. He is of the view that people do not read what is in it and is keen to ensure that in future, this will not the case.

The Revenue Services Manager has been asked to lead on this Project and requested that you provide him with a short paper which covers the following areas:-

(a) The details that must be included on or with a demand notice; and

(b) Any further information that you consider could also be included. 

In drafting the paper, you should also consider how the Information Booklet could be presented in a way that will address the concerns of the Lead Member so people do in fact read it. 



	4.
	Your Authority belongs to a Cashiers Benchmarking Club that has identified there is an ever-decreasing number of people paying bills at the Cashiers Office. As a result, your Council is looking at the possibility of closing the Cashiers Office and promoting other methods of payment.

In advance of the budget cycle for 2005/06, you have been instructed by the Revenue Services Manager to produce a Briefing Note, setting out the implications to both the Council and the residents of closing the Cashiers Office from the 1st April 2005. You should include a strategy for managing the closure whilst setting out the alternative methods of payment that will be available.



	5.
	In recent years, your Authority have implemented new I.T. systems for both Council Tax and Non-Domestic Rate. Attention is now being given to the area of Sundry Debts and you have been nominated to sit on a Working Group that will draw up the Specification and then oversee the implementation of any new system.

Each Member of the Working Group is to consider the key requirements of any Sundry Debt Package and whether it should be integrated to the Council Tax and Non-Domestic Rate systems. You are required to produce a discussion document for the meeting that addresses these issues and which sets out a proposed timetable (with key milestones) for an implementation date of 1st April 2005. 



	6.
	Together with the Local Chamber of Commerce, your Local Authority runs a Business Forum, which meets quarterly and discusses a wide range of issues that affect the ratepayers of the Borough. One area increasingly raised is that of Non-Domestic Rate and the confusion over roles played by both the Assessor and the Rating Authority.

It was agreed that at the last meeting your Authority would produce a short pamphlet, which can then be sent to all ratepayers in July 2004, to clarify the respective roles and what information they are required to provide each other. You are taking the lead on this piece of work and are to produce a first draft of the document, which must include any relevant legislation.  You should give particular attention to the current revaluation exercise and the Small Business Relief, that will be available to ratepayers from the 1st April 2005.

 

	7.
	Following considerable media interest in the future of Council Tax, your Authority has decided to run a Seminar for Members so they are fully conversant with the existing system and can deal with the increasing number of enquiries they receive at their surgeries. You have been asked to speak on the powers that require an Authority to award exemptions and discounts and intend to produce a hand out for the Members.

In drafting the hand out, you must cover the following areas:

(a) Statutory provisions on exemptions and discounts;

(b) What steps you would take to review a discount previously awarded; and

(c) Duties placed on both the Billing Authority and the council taxpayer.




	8.
	The External Auditor has recently published his Annual Management Letter where he expressed concern over the lack of any written procedures for writing off debts across the Council. It is your Revenue Services Section that is responsible for collecting and recovering Council Tax, Non Domestic Rate and Sundry Debts and where necessary, submitting cases for write off.

As the Recovery Manager, it is your responsibility to draw up a Guidance Note that sets out the procedures to be followed when writing off a debt. In drafting the document, you must consider the following:
(a) The various instances where debts are written off;

(b) What action should be taken before any debt is actually written off; and

(c) How you would seek approval to the write off of any debt.
9.

9.Your Local Authority has recently acquired the local Horseracing Course where up to 30 race meetings are held each year. The Grandstand is also used for other functions (i.e. exhibitions, conferences etc.) on non-race days whilst a boot sale is held in the car park every Sunday.

Describe the various sources of income that would be generated and consider what incentives could be introduced to maximise attendance at race meetings. You should also look at the systems that need to be in place for the collection and banking of all income.



	
	


REVENUES ADMINISTRATION – LEVEL 2, SCOTLAND

JUNE 2004

EXAMINERS COMMENTS

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

ANALYSIS

The examiner was looking for students to demonstrate an understanding of Performance Indicators and how these could be improved in the area of 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
	Understanding importance of P.I.’s
	6
	N/A

	3
	Action to be Taken
	18
	N/A

	4
	Implementation of Initiatives
	14
	N/A

	5
	Review and Monitoring
	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 the importance of Performance Indicators

	* General

	* Link to Local Taxation

	

	Action to be Taken

	* Recovery timetable

	* Use of enforcement options

	* Methods of payment

	* Incentives for payment

	* Allocation of staff resources

	* Review of working practices

	* Benchmarking

	

	Implementation of initiatives

	* Timetable

	* Role of staff / Members / External Bodies

	* Communication

	* Publicity

	

	Review and Monitoring

	* Timetable

	* Role of staff / Members / External Bodies

	* Use of management information

	* Reporting procedures




QUESTION 2

ANALYSIS

The examiner was looking for students to demonstrate an understanding of Risk Assessment and most importantly, the Health and Security issues to be considered for outside staff. 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 Health & Safety Issues
	6
	N/A

	3
	Responsibilities of the Organization
	18
	N/A

	4
	Expectations on Managers 
	14
	N/A

	5
	Expectations on 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 Health & Safety Issues

	* General

	* Link to Local Taxation

	

	Responsibilities of the Organization

	* 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

	* Need to carry out risk assessments

	* Support to staff

	* Ensure adherence to policies and guidelines

	* Management of resources

	* Identify and supply ancillary equipment

	

	Expectations on Staff

	*  Identify and report on any risks

	* Communicate issues to management

	* Compliance with policies and guidelines

	* Appropriate use of resources


* Make proper use of ancillary equipment

QUESTION 3

ANALYSIS

The examiner was looking for students to demonstrate an understanding of the Information Booklet that accompanies a council tax bill and how this could be improved on. 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 Demand Notice Rules
	6
	N/A

	3
	Details to be included on / with Notice
	16
	N/A

	4
	Further Information to be Provided 
	16
	N/A

	5
	Presentation Issues
	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 Demand Notice Rules

	* General

	* Link to Local Taxation

	

	Details to be included on / with Demand 

	* Prescribed information in Schedules 1 & 2 of S.I.

	* Prescribed information in Schedule 3 of S.I.

	* Miscellaneous information

	

	Further Information to be Included

	* Message from Leader / Chief Officer

	* Achievements of Authority

	* Feedback ‘ Have your Say’

	* Link to Community, Strategic Plans etc.

	* A-Z of Council Services

	* Promotion of methods of payment

	

	Presentation Issues

	* Attractive cover and ‘sexy’ headings

	* Use of colours / graphs / pictures etc.

	* Designed to be kept all year for useful reference


* Contents / index page 

* Availability in community languages, large print, Braille etc.

* Response page (with freepost address)

QUESTION 4

ANALYSIS

The examiner was looking for students to demonstrate an understanding of how a cashier’s office operates and the alternative methods available to receive and bank income. The marks were awarded under the following headings:

	No.
	Area
	Marks Available
	Marks Awarded (Average)

	1
	Format of Briefing Note
	4
	N/A

	2
	Understanding of Cashiering Issues
	6
	N/A

	3
	Implications of Closing Cashiers Office 
	18
	N/A

	4
	Strategy for Managing Closure
	14
	N/A

	5
	Alternative Methods of Payment
	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 Cashiering Issues

	* General

	* Link to service delivery issues

	

	Implications of Closing Cashiers Office

	* Council 

	   - Public perception

	   - Impact on staff and working practices

	   - Changes to receipting, reconciliation and banking of money 

	* Residents

	   - Loss of front-line facility

	   - Possible need to change payment method

	   - Contact with Council reduces

	Strategy for Managing Closure

	* Timetable (with milestones and targets)

	* Consultation (external and internal)

	* Publicity

	* Role of Members

	* Ensure back-up methods of payment in place



	Alternative Methods of Payment

	* Electronic payments

	* Direct debit / standing order / banks / post office / ATM’s / misc.


QUESTION 5

ANALYSIS

The examiner was looking for students to demonstrate an understanding of the implementation and running of a Sundry Debtors I.T. system and its integration to other systems. The marks were awarded under the following headings: -

	No.
	Area
	Marks Available
	Marks Awarded (Average)

	1
	Format of Document
	4
	N/A

	2
	Knowledge of I.T. Systems
	6
	N/A

	3
	Key Requirements
	18
	N/A

	4
	Need for Integration
	14
	N/A

	5
	Proposed Timetable
	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 I.T. Systems

	* General

	* Link to Sundry Debts

	

	Key Requirements

	* Provision of management information

	* Updating facilities (in ‘real’ time) and quick response times

	* Suites to cover all needs

	* Clear and interactive screens

	* Ability to produce notices

	

	Need for Integration

	* Creates a corporate approach to recovery

	* One point of contact for debtor

	* Better use of staff resources

	* Economies of scale

	

	Proposed Timetable

	* Terms of reference for Working Group

	* Agree specification

	* Design of system

	* Testing

* Implementation


* Post implementation review

         QUESTION 6

ANALYSIS

The examiner was looking for students to demonstrate an understanding of the roles played by the Assessor and the Rating Authority in the area of Non Domestic Rate. The marks were awarded under the following headings: -

	No.
	Area
	Marks Available
	Marks Awarded (Average)

	1
	Format of Pamphlet
	4
	N/A

	2
	Knowledge on Rating
	6
	N/A

	3
	General Roles of Parties
	18
	N/A

	4
	Revaluation
	14
	N/A

	5
	Small Business 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 on Rating

	* General

	* Legislation 

	

	General Roles of Parties

	* Valuation

	* Liability

	* Reliefs

	* Billing and Enforcement

	

	Revaluation

	* General provisions

	* Statutory timetable

	* Gathering of information

	* Provision of information to ratepayers

	* Publicity

	

	Small Business Relief

	* General provisions

	* Statutory timetable

	* Gathering of information

	* Provision of information to ratepayers

	* Publicity


QUESTION 7

ANALYSIS

The examiner was looking for students to demonstrate an understanding of Council Tax Discounts / Exemptions and how they are administered. 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
	Statutory Provisions 
	18
	N/A

	4
	Review of Reliefs
	14
	N/A

	5
	Duties on Billing Authority and  taxpayer
	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 Council Tax

	* General

	* Legislation

	

	Statutory Provisions

	* Exemptions 

	   - Basis of charge / classes

	   - Administration (including duties on parties) & appeals

	* Discounts

	   - Basis of charge / classes

	   - Administration (including duties on parties) & appeals

	

	Review of Reliefs

	* Creation of rolling programme

	* Different approaches to different classes / types

	* Issue of letters, reminders etc.

	* Use of penalties

	

	Duties on Billing Authority and Taxpayer

	* Billing Authority

	  - On receipt of application

	  - After relief awarded

	* Taxpayer

	   - On receipt of application

	   - After relief awarded


QUESTION 8

ANALYSIS

The examiner was looking for students to demonstrate an understanding of Write Off procedures and how these could be explained in a Guidance Note. 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 Recovery Procedures
	6
	N/A

	3
	Instances where Debts Written Off
	16
	N/A

	4
	Action to be taken before Write Off
	16
	N/A

	5
	Approval Procedure
	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 Recovery Procedures

	* General

	* Link to Local Taxation and Sundry Debts

	

	Instances where Debts Written Off

	* Absconds

	* Insolvency

	* Uneconomical to collect

	* Statute Barred

	* Deceased

	* Miscellaneous

	

	Action to be taken before Write Off

	* Issue of letters

	* Personal visits

	* Liaise with other Council Sections

	* Contact other Public Bodies

	* Use of Tracing Agency

	

	Approval Procedure

	* Members v Chief Officers

	* Different procedures dependent on size / type of debt?

	* Timing of approvals

	* Supporting information




QUESTION 9

ANALYSIS

The examiner was looking for students to demonstrate an understanding of income generated from a Horseracing Course and how it can be collected and banked. 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
	Sources of Income 
	20
	N/A

	4
	Incentives
	14
	N/A

	5
	Collection and Banking of Income 
	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 Horseracing Course

	

	Sources of Income 

	* General

	   - Entrance fees (including car parking)

	   - Catering, shops etc.

	* Horseracing

	  - Horseracing Board, sponsors, entrants, stabling etc.

	  - TV / satellite coverage

	* Non-Horseracing

	  - Hire of venue / pitch, provision of equipment etc.

	  - Advertising

	

	Incentives

	* Reduction in entrance fees (e.g. group discounts, children etc.)

	* Special events / appearances / education schemes

	* Inclusion of non-racing facilities on race days   

	* Relationship with other Local Authority Services



	Collection and Banking of Income

	* Receipt of income

	* Reconciliation


* Banking arrangements 
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