
REVENUES ADMINISTRATION

	Answer SIX questions

All questions carry equal marks

(Maximum marks 300)
· Where questions are divided into sections, marks will be allocated equally between sections unless otherwise indicated.


1. As the Council Tax Billing Team Leader you have been asked by your Manager to investigate the acquisition of Document Imaging and Workflow Systems for the Revenues Service.  Describe what advantages you could expect such systems would give in the administration of revenues.

2. The Council has decided under its new discretionary powers to charge the maximum amount it can for second homes.  A council taxpayer, Mr Wilson, has written to you as the Council Tax Billing Manager complaining about this.  Draft a letter of reply explaining the changes and the impact on the amount that the taxpayer will have to pay.

3. Councillor Arnold has been informed about Rural Rate Relief being available for certain types of businesses, but not to others. Draft a briefing note to Councillor Arnold explaining this, and advising him of any other Rate Relief schemes that are available to businesses who cannot apply for Rural Rate Relief. In your answer refer to any cost implications for the Council in awarding rate relief and the authority needed to award any relief. (There is NO requirement to list exemptions in your answer)

4.
(a)
Comment on the following key performance indicators:
(25 marks)

(i)
The percentage of Business Rates collected during the year

(ii)
Cost per property of collecting Council Tax.

(b)
Suggest and comment on TWO local performance indicators for Revenues, one of which must be a Miscellaneous Income Indicator.  (You should NOT list any Benefits Performance Indicators)



(25 marks)

5. A customer service advisor in a nearby company has been injured as a result of a violent physical attack by a customer.  You have been asked by your Manager to review and report on the arrangements operating in Revenues Services to reduce the risk of a similar injury.  Draft the report.

6. Your Council currently makes no charges for its off street car parks, but is considering changing that policy.  You have been asked as the Income Team Leader for your views on the various systems which could be introduced for collecting the charges, and any penalties for non-payment.  Draft a report to the Income Manager, outlining three of these systems.

7. The Council’s Leader has written to you concerning complaints that he has received from customers regarding the practices of the Council’s debt collection agency responsible for the enforcement of the collection of Business Rates and Council Tax. Draft a code of practice to be used between the Council and the debt collection agency to ensure a fair and efficient service in line with all Council policies.

8. The Council is reviewing its procedures for inspecting new and vacant properties (both domestic and non-domestic) to ensure that demand notices are issued ‘as soon as reasonably practicable’. At the present time, there are no set procedures within the Revenues Service and no targets exist.

As the Revenues Operations Team Leader, draft a guidance note for the Authority’s three outside inspectors, setting targets and explaining the checks that can be made to ascertain that the property is occupied, to establish the name of the new liable person, and to identify circumstances, which call for reports to be made to other agencies.

9. Outline the practical design issues you would consider when designing a Revenues Services form seeking information from the public.

10. Certain factors should be considered when setting/reviewing the levels of miscellaneous income fees and charges each year.  Explain the different factors and considerations.
The Institute of Revenues, Rating and Valuation

EXAMINER'S REPORT
Technician: Revenues Administration

June 2004 Examination

___________________________________________________________________

General Comments

In the examiner’s comments for June 2002 I reminded students that it is important to read the question carefully.  There continues to be vast improvements with the standard as mentioned in previous exams, but marks were still easily lost for not drafting reports, memorandums, briefing note or letters and if the question asks for this you should do it.  Examination technique is very important for examinations and can make the difference between a pass and a fail.

___________________________________________________________________

Question  1

There was a 90.4% response to this question with an average mark of 26.9 and, of those candidates who answered the question the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	3

	11-20
	30

	21-24
	12

	25-30
	36

	31-40
	15

	41-50
	8

	Total
	104


Over 90% of students answered this question, which as Document Imaging and Workflow is becoming an important facet of the Revenues office in terms of helping with administration and is a topical question, was not very surprising.  The introduction of such systems will help Local Authorities to meet the e-government targets set for 2005.  The standard of answers (59 gaining enough marks to pass out of 104 candidates) indicated that the majority of students are becoming aware of the impact of new technology systems.

The answer should have included:

Advantages:

Any of the following:

Audit Trail – no one can deny accessing the document

Customer Care – easy to locate documents

All staff can locate any document they have access to irrespective of who has the file

No return telephone calls, as you can locate documents immediately

Repetitive tasks can be automated

Filing space used for Cabinets can be freed up for Office Accommodation

Monitoring of staff performance – can see exactly what documents staff have actioned and what is outstanding – aids management of the Division

Easy to produce statistics for Performance Indicators, so aiding Best Value

Workflow should ensure common standards and automated tasks/processes should help with training new staff.

With effective Document Management you can securely control access to individual documents – no access to family or friends records.

No lost documents as each document should be easily retrievable.

With Optical Character Recognition and Bar Code Reading this should automate the scanning and indexing process and update account systems.  For things like SRD Reviews this will save time, resources and money.

Staff could work from home or other locations.

Saves paper as scan documents onto system rather than photocopy

Forms completed electronically can be scanned directly onto the system saving time and resources and helping meet the 2005 Egovernment Target of all services available electronically.

Any other good suggested advantage 

_________________________________________________________________

Question  2 

There was a 60.6% response to this question with an average mark of 28 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	1

	11-20
	17

	21-24
	3

	25-30
	12

	31-40
	17

	41-50
	7

	Total
	57


Considering the recent publicity concerning the new discretionary powers for District Authorities to reduce discounts for Council Tax the number of students attempting this question (despite being over 60% of students) was surprising.  Students need to be aware of ongoing changes as the examiner will try to test their capacity to keep up to date whilst ensuring that the Institutes guidelines are correctly followed in asking questions within a certain time frame of the exams (eg 3 months).  Those that attempted the question saw an average mark of 28 awarded, with 36 out of 57 students passing this question.

Tutors and students, though, must be aware of the correct appeal rights in respect of discretionary powers for Local Authorities.

The answer should have included:


	


_________________________________________________________________

Question  3

There was a 61.7% response to this question with an average mark of 29.6 and, of those candidates who answered the question, the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	1

	11-20
	15

	21-24
	4

	25-30
	12

	31-40
	17

	41-50
	9

	Total
	58


As in recent previous examinations over half of students answered this question, but unlike on previous occasions the average mark of 29.6 was greatly improved on similar questions asked on previous occassions.

With the recent changes to Rate Reliefs this continues to be a topical question.  Out of the 58 students who answered the question 38 gained enough marks to gain a pass for this particular question.

The examiner is also pleased to note that previous examiners comments regarding one particular area of NNDR that tutors and students should continue to concentrate in their studies is the financing of rate reliefs, including rural rate relief (what is the percentage contribution from the NNDR pool for example) appears to have been picked up.  The standard of answers on this important area were vastly improved.

Whilst the standard has again improved from previous examinations students should still read the question, which asked for a briefing note.  Marks were lost for students who ignored this part of the question.

The answer should have included:

Briefing Note layout

Why a business would not qualify for Rural Rate Relief:-

Not in Designated Rural Settlement eg Population, not rural area

RV too high

Not one of the qualifying businesses

Other Reliefs Available:

Section 45 (6) L.G. Finance Act 1988 – Charitable Relief - provides that where the ratepayer is a charity or trustees for a charity, and it appears that when next in use, the hereditament will be wholly or mainly used for charitable purposes, the liability will be 10% of the amount that would be payable if the property was occupied.  LA/NNDR Pool Contribution

Section 47 L.G. Finance Act 1988 – Discretionary Relief - also provides that a local authority can award discretionary relief up to a maximum of 100% of the unoccupied rate payable.  LA/NNDR Pool Contribution

Section 49 L.G. Finance Act 1988 – Hardship Relief - provides that an authority can reduce or remit the payment of any occupied or unoccupied charge if the following two conditions are satisfied:‑

(a)
the ratepayer would sustain hardship if the relief was not granted; and

(b)
it would be reasonable to do so, having regard to the interests of the chargepayers.

LA/NNDR Pool Contribution

_________________________________________________________________

Question  4

There was a 20.2% response to this question with an average mark of 26 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	1

	11-20
	6

	21-24
	2

	25-30
	2

	31-40
	7

	41-50
	1

	Total
	19


As in previous examinations the number of students answering this question was surprising to me (just over 1 in 5 students) considering the impact both Performance Indicators and Best Value have upon Revenues Services, but with 10 out of 19 students obtaining enough marks to pass this question.  Students must learn about Performance Indicators, including local Performance Indicators, and their impact on current management including performance.

On  the second part of the question some students still gave Best Value Performance Indicators and lost marks as the question specifically asked for Local PI’s, including at least one Miscellaneous Income.  A number of students still gave Benefits examples, when the question specifically asked for examples from the Revenues Service and specifically not for Benefits indicators.

The answer should have included:

Answer layout

Part (a)

Brief explanation of value of  PIs. stated:-       

1 – The percentage of Business Rates collected during the year 

Why do we collect PIs?  Continuous improvement, comparison

Definition - This indicator measures the percentage of council tax an authority receives in the year.

Definitions are taken from NNDR3 Return and take the estimated receipts of Business Rates in the year (net of refunds for that year) as a percentage of the estimated net collectable debit in respect of Business Rates for the same year.

Receipts should be attributed to the oldest year in which debts are outstanding, and not to the current year unless the payment is specifically for the current year.

Give details of how you monitor eg monthly/annually

Give details of who you compare with: CIPFA Family Group, County Wide, Upper Quartile, Private Sector

How is the PI performance reported, eg to Cabinet, Council, published, with Council Tax bills

2 – Cost per property of collecting Council Tax

Why do we collect PIs?  Continuous improvement, comparison

Definition - This indicator measures the cost of the collecting council tax expressed in terms of the number of properties in the authority’s area.  The indicator is calculated by taking the total cost of collecting, administering and management of the tax divided by the number of chargeable properties.

Total cost means the gross total cost (calculated in accordance with CIPFA’s Best Value Accounting Code of Practice) of the authority’s council tax function.  This includes all expenditure relating to the service/activity including employee costs, expenditure relating to premises, transport, supplies & services, third party payments, transfer payments support services and capital financing charges (including depreciation and interest elements of capital charges) less any income (this should not include any recharges made to other areas of the authority).

The cost of the service should be the same as reported in the DETR RO6 Return.

The number of chargeable properties should correspond with that reported in the DETR CTB1 Return (excluding exempt properties).

Give details of how you monitor eg monthly/annually

Give details of who you compare with: CIPFA Family Group, County Wide, Upper Quartile, Private Sector

How is the PI performance reported, eg to Cabinet, Council, published, with Council Tax bills

Part (b)

Comments on 2 Local PIs of students choice for Council Tax, Business Rates and/or Miscellaneous Income.  For example

1 – Average number of employees per 1,000 chargeable dwelling

Definition - This indicator measures the number of employees required to provide the collection, administration and management of the tax and is expressed in terms of Full Time Equivalents (FTE) per 1,000 dwellings.  The indicator is calculated by taking the number of chargeable dwellings divided by 1,000 divided by the number of employees (expressed in FTE) involved in the above activities.

Give details of how you monitor eg monthly/annually

Give details of who you compare with: CIPFA Family Group, County Wide, Upper Quartile, Private Sector

How is the PI performance reported, eg to Cabinet, Council, published, with Council Tax bills

2 – Average turnaround time for changes of circumstances to be actioned

The indicator measures the time taken to process changes of circumstances to be actioned by the authority.  The indicator is calculated by taking the number of change of circumstances received divided by the average amount of time (in working days) taken to carry out the changes.

Give details of how you monitor eg monthly/annually

Give details of who you compare with: CIPFA Family Group, County Wide, Upper Quartile, Private Sector

How is the PI performance reported, eg to Cabinet, Council, published, with Council Tax bills

3 – Any other good example 

Definition & Description.

Give details of how you monitor eg monthly/annually

Give details of who you compare with: CIPFA Family Group, County Wide, Upper Quartile, Private Sector

How is the PI performance reported, eg to Cabinet, Council, published, with Council Tax bills

To assist in the marking I have given examples of Other Local Pis, although this list is not exhaustive

1. Total cost per transaction processed

This indicator measures the cost of each transaction processed by cashiers/cash office employees.  The indicator is calculated by dividing the total cost of the cash receipting function by the number of transactions processed.

Total cost means the gross total cost (calculated in accordance with CIPFA’s Best Value Accounting Code of Practice) of the authority’s cash receipting function.  This includes all expenditure relating to the service/activity including employee costs, expenditure relating to premises, transport, supplies & services, third party payments, transfer payments support services and capital financing charges (including depreciation and interest elements of capital charges) less any income (this should not include any recharges made to other areas of the authority).

The cost as defined above should be reduced to take account of a proportion of the costs attributable to the activities that have been excluded from the definition of the cashiering function (as given below) for the purpose of this particular performance indicator.

The cashiering function may be defined as to include the processing of payments for the following activities: -

Council tax

Non-domestic rates

Sundry debtor accounts

Housing rents

The receipting of income from other internal departments of the authority (for example car parking, leisure centres etc.) should not be included.  Time spent on other activities such as counting car-parking receipts, giving general advice to the public and maintenance of the C&D book should also be excluded.

The total number of transactions is the number of transactions processed in the period for the activities described above.

2. Unit cost of collecting for each sundry debtor account raised

This indicator measures the cost of handling each sundry debtor account raised.  Sundry debtors is taken as including all activities associated with the issuing, control and recovery of invoices issued to external bodies and customers.  Internal invoices and accounts for residential care (where applicable) should be excluded.

Total cost means the gross total cost (calculated in accordance with CIPFA’s Best Value Accounting Code of Practice) of the authority’s sundry debtors function.  This should include as far as practicable costs of the full process described above.  Where elements of the process (for example raising the account, following up arrears etc.) are devolved an estimate of the cost of these elements should be included.

Cost of the debtors function will includes all expenditure relating to the service/activity including employee costs, expenditure relating to premises, transport, supplies & services, third party payments, transfer payments support services and capital financing charges (including depreciation and interest elements of capital charges) less any income (this should not include any recharges made to other areas of the authority).
The number of debtors is the number of external accounts raised by the authority in the relevant period.

3. Number of transactions processed per cashier

This indicator measures the number of transactions processed by each cashier involved in the processing of certain types of transactions.

The indicator is calculated by taking the number of relevant transactions divided by the number of cashiers (expressed in terms of FTE) involved in processing the transactions in the period.

The transactions include for: - 

Council tax

Non-domestic rates

Sundry debtor accounts

Housing rents

The number of staff are those involved in processing the transactions expressed as FTE’s.

__________________________________________________________________

Question  5

There was a 89.1% response to this question with an average mark of 24.8 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	1

	11-20
	18

	21-24
	13

	25-30
	19

	31-40
	12

	41-50
	2

	Total
	65


Over 89.1% of students answered this question and the question gained an average mark of 24.8.  33 out of the 65 students gained a pass for this question, although a number of marks were lost for not giving the answer as a report.  In Revenues Administration Health and Safety is extremely important as the employer can be held liable where appropriate measures have not been taken.  Students should therefore cover this area as part of their studies.

The answer should have included:

Report – answer layout 









Marks will be awarded as follows:

a) Sufficient information, instruction, training and supervision to enable employees to avoid such hazards and retain their own safety and health at work;

b) A safe place of work and safe access to it;

c) A healthy and safe working environment;

d) Panic Buttons – Panic Button Procedures

e) Protective Screens

f) Training in dealing with aggressive interviews

2.  Establishment of Health and Safety Committee.

Responsible for overall health and safety policy of Council and its formulation.

3.  Responsibility of Chief Officers.

Ensures policy is kept and to promote health and safety in own department.

Ensure adequate budgets are maintained for health and safety.

Prepares codes of practice and guidance notes where necessary.

Prepares annual resume of own department’s activities relating to health and safety.

4.  Responsibility of Central Staff Safety Officer.

Advisor to all departments, authorised to request unsafe practices to cease.

May also undertake staff training.

Responsible for security precautions.

5.  Staff Safety Representatives and Safety Committees.

Involves managers and employees/Trade Union safety representatives.

6.  Duties of Supervisors/Managers

Responsible for health and safety matters in own areas.

7.  Duty of Employees

To:  take reasonable care.

       co-operate with Managers and safety representatives.

8.  Recording of Accidents/Incidents.

An incident register must be kept.

Risk Management

Risk Manager in place, who co-ordinates the collation of  “risk statements” from all departments, concerning their work practices and the risks taken by staff in carrying out their work-related duties.

These “risk statements” are structured assessments of the risks involved for each defined risk within the department.

Any other good point

Question  6 

There was a 70.2% response to this question with an average mark of 29.3 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	0

	11-20
	8

	21-24
	15

	25-30
	15

	31-40
	25

	41-50
	3

	Total
	66


Over 70% of students answered this question and the standard of answer was very high with an average mark of 30.  Car parking is always a topical issue (politically as well as practically) and the income it can generate.  Students showed very good knowledge in this important income generator.

Students should have included in their answer the following:

Report Layout

Views on Introduction to include:

General Advantages/Disadvantages:

Statutory Restrictions / Local By laws

Political Considerations

County Control

Police Restrictions

Other Good Point

Any THREE income collection methods:- 



       


Manually operated prepayment
Attendant issues fixed price ticket for an indefinite period.  The necessity for time recording removed.  Ticket issued is serially numbered.  Bulk issue controlled by audit section. Daily cash book and ticket control register maintained.   Cash deposited by attendant at least daily.


Manually operated pay as you leave
Motorist obtains serially numbered  ticket on entry. Ticket shows detail of time, date and ticket number. Machine issuing ticket is sealed.  Motorist presents ticket to attendant on leaving.  Attendant enters ticket details in exit machine which calculates fee due.  Payment is made.  Ticket retained by attendant and used in daily cash reconciliation.  Cash deposited at least daily.  Master record of entries and exits maintained by machine.


Automatic prepayment  through barrier
Fixed price paid via machine controlling entry barrier.  Machine operates as cashier and maintains daily totals together with a sealed master section, only accessible by audit section.


Automatic pay as you leave
Motorist obtains ticket on entry which he retains.  When ready to leave he inserts his card into a machine which calculates fee due.  After payment is made ticket is returned to motorist and magnetic strip is encoded with payment made and departure time.  Ticket is then inserted at exit barrier which retains ticket for control purposes.  Fee machine retains control totals in a sealed master section.

Pay and Display 
Open car park provide with slot machine type ticket issuing machines.  Motorist pays in advance and displays ticket on his windscreen.  Car park checked regularly by wardens who issue fixed penalty notices where no ticket obtained or time exceeded.

Penalties for Non Payment:

Warden Controlled

Fines

Reduced due to quick payment

Other Good Point

Legal Action

Appeal Rights

Question  7

There was only a 52.1% response to this question with an average mark of 27.1 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	0

	11-20
	14

	21-24
	8

	25-30
	9

	31-40
	12

	41-50
	5

	Total
	48


The examiner has noted improvement with this type of question with more students attempting this question than similar ones in previous exams.  Out of the 48 students who attempted the question, 26 gained enough marks to pass the question with an average mark of 27.1.  This is a topical question the practices of external bailiffs are coming under a lot of scrutiny (often without foundation) and students should be aware of the safeguards in place to protect both the Council’s interests and particularly the vulnerable groups in our communities.  

A good answer should have included:

Answer style eg Design, Title

General Conduct

The bailiff shall conduct its business lawfully, comply with all relevant legislation and judicial decisions.

The Bailiff shall:

· Behave at all times with integrity

· Act responsibly and with care in its day to day business

· Provide adequate training to its staff ensuring the principles of this Code are brought to there attention

· Shall at all times use notepaper showing the full business address and telephone number to which a customer can reply

· Ensure strict confidence is maintained with regard to a Customer’s account

Collection

The Bailiff shall:

· Encourage customers in financial difficulties to seek proper advise and not pressurise them to raise funds by further borrowing

· Issue receipts to the Customer for all cash payments

· All monies collected from the Customer to be properly accounted for and banked daily

· All monies received to be accounted to the Council on a monthly basis along with and invoice for all commission due

Legislation

The Bailiff shall comply with all relevant legislation including:

· The Sex Discrimination Act 1975

· The Race Relations Act 1976

· The Insolvency Act 1986

· The Local Government Finance Acts 1998 & 1992

· The Data Protection Acts 1984 & 1998

· Human Rights Act 1998 

Guidelines between Bailiff and Customer/Taxpayer

· The Bailiff must at all times carry their Identity Card and Authority to levy distress

· The Bailiff shall only call on customer/taxpayer within legal constraints (dawn to dusk for rents) and times agreed by the Council eg 7.30am to 8pm Monday to Saturday unless there is a prior arrangement agreed by the Council

· The Bailiff shall have sufficient training to recognise potential Benefit cases

· The Bailiff will in appropriate cases send an initial letter before the use of distraint.

· The Bailiff must whenever possible try and collect the debt in cash and by doing so all further action will stop

· The Bailiff will all at times act within the regulations eg The Council Tax (Administration and Enforcement)  Regulations SI 1992/613, Schedule 5 (eg cost of levy, cost of walking possession etc) as amended by SI 1993/773 (eg protected goods)

· In addition to the protected goods covered above the Bailiff will endeavour wherever possible to distrain on non-essential items such as Microwaves, radios, videos and stereo systems

· Apart from goods absolutely privileged from distress, do not distrain on the following unless specifically requested to do so:

· Fridges (unless more than one)

· TVs (unless more than one)

· Non-electrical cooking items

· Chairs and dining table

· Washing Machines

Note: The above guidance is meant to apply to households with children.  The aim must be to take non-essential items

· Should a customer/defaulter raise a serious query in connection with the Warrant/Liability Order the bailiff is executing, which the bailiff cannot answer, they should telephone the Council for further instructions

· Close liaison between the Council and the Bailiff is required in the following categories:

· Pensioners

· Diabled

· Long term sickness or serious illness

· Recent bereavement

· Single parent family

· Severe financial problems

Question  8

There was only a 52.1% response to this question with an average mark of 25.6 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	0

	11-20
	12

	21-24
	10

	25-30
	10

	31-40
	12

	41-50
	5

	Total
	49


Over half  of students attempted this question, which was a greater number than in previous exams when a similar question  was asked.   27 out of 49 students gained a mark to pass this question, as the average mark was 25.6.  External visits are a fundamental part of gaining information for local revenues offices and with the introduction of the Human Rights Act and the tightening of other personal information controls in this area (eg Freedom of Information) means this is becoming a topical question.

The answer should have included:

Layout of answer

Control/Conduct on External Visits:

       Should always show identification without request

       Should be a plan of visits that is based in effective use of time and   

               Resources and regular contact by mobile telephone to advise of 

               Progress for Health and Safety Reasons

       Should work off automated records and not manual records when 

               Visiting whenever possible

       Void properties should be visited at least once every 6 months unless 

               The specification requires more (3 for NDR)

       Records should be made to confirm why decisions are made to:

                      Treat as a self contained unit

                      Treat as a House in Multiple Occupation

                      Confirm Occupancy

       Clear guidelines and policies should be in place to guide officers in

                      Making decisions

Identifying the Liable Person

       Information should be accepted by telephone

       Information should not be requested in writing where it has been 

               Provided by telephone except where agreed process requires a

               Signature.  In this case, it should be written down and sent to the

               Taxpayer for signature.

       Where necessary, all possible Joint and Several Liability names should

                Be obtained and billed based on the rules of hierarchy

       In circumstances of tenants, HIMO status should be determined for 

                Billing purposes and the owner advised in writing where 

                Appropriate

       Use of available sources to identify the liable person/changes to the

                Register:

                     Registrar of Births and Deaths

                     Housing Records

                     Electoral Registration

                     Estate Agents/Management Agents

                     Solicitors

                     Benefit records

                     Land Registry

                     Other custom and Practise Sources where appropriate

      Automatic Issue of form with pre-paid envelope to all vacated properties 

               Where new occupier is not known day after details entered to be

               Returned in 14 days (requirement is 21 days).  There should be a 

               Clear reference to penalty potential.

     Visit done to property within 3 months of vacation details being entered.

               The control of visits should be automatic through a system report

                And should not require manual checking if cards

     Quality checks should be undertaken to ensure completeness of all parts

                Of forms by members of staff

      Issue bills in the name of the Council Taxpayer where it is known a 

                Property is occupied after 3 months.  Impose penalty for

                Non-supply of information on bill but withdraw if information

                Received within 21 days

Clear guidelines on:

                        HIMO

                        Self Contained Unit

                        Vacant

Clear Guidelines on:

                        Data Protection Acts

                        Human Rights Act - Surveillance

__________________________________________________________________

Question  9 

There was a 68% response to this question with an average mark of 28.2 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	1

	11-20
	15

	21-24
	9

	25-30
	16

	31-40
	17

	41-50
	6

	Total
	64


Generally this question was answered well with an average mark of over 28.  Form design and gaining the correct information has become an important facet of a busy Revenues office.

The answer should have included the following:

Answer Layout

General

Corporate Council Style

Plain English

Chrystal Marked

Council logo

Council details including address

Colour of Form

Writing style
• Keeping it short but getting the facts

• Keeping it clear

• Being active about passives

• Revealing hidden verbs

• Keeping it tight

Typography and layout
• Getting the measure of type

• Laying it out — spacing, columns and alignment

• Helping your reader — design dynamics

• Being professional — some refinements
What do we want the form for?  What is its purpose?

Think about the questions – you want to get the facts/details from the form filler as simply as possible

Relevant Questions

Simple Yes/No Answers

Tick Boxes

Trigger Forms for Further Information

Contact Points including Telephone Number and Email

Declaration including fraud statement

Signature

Extra Mark for design of the form to ease scanning

Extra Mark if mention Bar Code/Optical Character Recognition Facility to help Scanning

Extra Mark if mention ease of form design to enable it to be on Council website

Other Good Point

__________________________________________________________________

Question  10

There was a 55.3% response to this question with an average mark of 27.7 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	3

	11-20
	11

	21-24
	8

	25-30
	8

	31-40
	16

	41-50
	6

	Total
	52


This question was answered by over half of students and the standard of answer was an improvement on similar questions asked previously.  Out of the 52 students, 30 gained enough marks for a pass for the question.  This is a topical question at the moment and decisions taken impact on levels of Council Tax and potential increases.

Good answers should have included:

Answer layout

Political Considerations  -  charges based on the cost of providing a service but are reduced because of Political Constraints e.g. social services charges, housing rents, car parking charges.

They are usually charges for services to the community where increases are likely to be politically sensitive and may affect the next election.

Social Considerations  -  charges based on the cost of providing a service but it is considered socially desirable to encourage inhabitants to use the service by not making an economic charge or subsidising it. e.g. pest control service, public transport reduced fare passes

Environmental Considerations  -  Councillors may keep the charges for Eco-friendly services below market level to encourage awareness of recycling and the environment.  e.g. collection of builders rubble or unwanted house fixtures/fittings/furniture, or park and ride facilities, etc. 

Formula Charges  -  charges which are based on formulae where the full cost of the service is not borne by the user but are applied according to the means and circumstances of the person liable to pay them.   e.g. Child care contributions for children in care;  home help charges for disabled/elderly; and residence in elderly person's homes.

Token Charges  - Where the provision of the service is seen as more important than making an economic charge.  e.g. library fines (kept low to encourage the return of books); council office crèche facilities (for employees and/or customers.

Market conditions  -  charges levied with a view to making a profit on the open market (return on its investments)  e.g. restaurant/bar charges, market stall rents, leasing of business units, shops and lettings of commercial property. 

Actual Cost Charges  -  Where the calculation is made to recover the cost to the council of carrying out the work  e.g. works on private sewers, road re-instatement work (private streets), etc.
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