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Summary:

This report describes a proposal to create the post of a Licensing Administration Assistant in the Licensing Unit.  It is proposed that this post, the need for which has now become pressing, be created initially on a fixed contract for a period of 6 months financed from the underspend in the Licensing Budget which arose in the financial year 2001/02 which is dealt with as Item A 10 on the Agenda for this meeting.  Following the expiry of the fixed term contract it is intended that this post becomes permanent subject to the outcome of the organisational review.

Recommendations:

To approve the request to carry forward the underspend from the financial year 2001/02 of £11,540 to finance the creation of a post of Administration Assistant within the Licensing Unit initially on a fixed term contract for a period of 6 months.

Contact Officer:
Tim Nicholson
Ext:
 7018


Jim Messenger
Ext:
 7026

1.
BACKGROUND INFORMATION AND OPTIONS

1.1
Explanation of the need for this proposed post.

1.1.1
The Licensing Unit is presently comprised of the Licensing Officer and an Assistant Licensing Officer.  Line management for the Licensing Unit is the responsibility of the Head of Legal Services.

1.1.2
The Licensing Unit is responsible for processing a large volume of licensing applications in a wide variety of licences.  These are briefly listed together with current numbers of licences shown in brackets after each licence:-


Hackney Carriage Drivers and Vehicles (418)


Private Hire Drivers, Vehicles and Operators (180)


Public Entertainment Licences (137) and Occasional (18)


Door Supervisor Registrations (207)


Cinemas (3)


Theatres (12)


Sex Shops (1)


Pleasure Boats (3) (29 Boat Inspections)


Late Night Refreshment Establishments (5)


Game Licences (9)


Gaming Licences (25)


Street Collections (40)


Riding Establishments (7)


Scrap Metal Dealers (6)


Lotteries (325)


House to House Collections (24) (to 30/6/02)


Charitable Events (23) (to 30/6/02)

1.1.3
The tasks performed by the Licensing Unit include receipt of applications, checking applications and conducting any follow-up enquiries with the applicant or consultees, registration of applications, banking of fees, consultation, where necessary, with police, fire service, City Council Departments, the public and objectors.  Dealing with enquiries from applicant, prospective applicant, members of the public and statutory agencies over telephone, face to face meetings and at the counter, dealing with enquiries from elected Members, granting applications where there is power to do so under delegated powers, preparing reports to Licensing Panel (79 items in last 12 months), attending Chairmens’ briefings, liaising with applicants, consultees and objectors prior to meetings of the Licensing Panel, issuing of decision letters and notices, dealing with complaints against licence holders or in relation to unlicensed activities (27 in last 12 months) arranging for periodic tests of Hackney Carriage and Private Hire Vehicles (average 40 per month), maintaining and updating statutory registers and databases so as to comply with all relevant legislation including the Data Protection Act 1998, attending Court to give evidence in Appeals and prosecutions.

1.1.4
In addition to the work outlined above in paragraph 1.1.3 which is in connection with the processing of applications, other important elements of the workload of the Licensing Unit include the following activities: carrying out research and helping to formulate and implement policies and procedures in accordance with decisions made by the Licensing Panel and/or the Council, carrying out inspections of premises and carrying out of enforcement work.  For the reasons explained below these important activities are presently receiving insufficient attention.  

1.1.5
Recently the workload of the Unit has increased by reason of a number of factors including:

· the requirements of the Data Protection Act 1998 which has recently come into force.  This has imposed more stringent requirements than the previous 1984 Act in that all manual records are now caught by the Act.  This requires that the files of applicants and licence holders are properly maintained in accordance with the detailed provisions of the Act and in practice this has required that several hundred files be checked and weeded.

· A number of new policies have been implemented by the Council in the last year or so including the requirement that vehicle drivers take medical tests, knowledge tests and advance driving tests and this has led to the formulation and implementation of new procedures by the Licensing Unit to ensure that these policies are successfully implemented.  

Other new work in the last 12 months has included the implementation of the following:

· new conditions for public entertainment licences

· new procedures relating to disclosure of criminal records

· policy and licence conditions for horse drawn Hackney Carriages

1.1.6
The nature of the workload in connection with the processing of applications as outlined above in paragraph 1.1.3 in practice requires both Officers to be present in the Civic Centre on all week days during standard office hours.  However enforcement and inspection work requires that the Officers go out of the Civic Centre and “on site” to visit licensed premises, to visit taxi ranks, inspect vehicles either unaccompanied or with representatives from statutory agencies eg police/fire service.  Presently  such enforcement duties are carried out in the evening or during the weekends.  However this is unsatisfactory in that it provides only a snapshot view at late hours in the evening and some licensed activities do not even operate at this time.  Furthermore it is not possible to carry out inspections of premises and vehicles at these times.  For enforcement duties to be effective they need to be carried out during normal office hours in addition to the evenings.

1.1.7
The importance of enforcement and inspection work should not be underestimated.  It is necessary for a variety of reasons including:

· Protection of public safety (eg condition of vehicles and premises)

· Identification and regularisation of unlicensed activities

· Prosecution, where appropriate, of unlicensed activities

· Identification of breaches of conditions and taking remedial action (including revocation and/or prosecution) where appropriate

· Checking of premises and vehicles as to suitability prior to issuing of licence


At present this work cannot be carried out during normal office hours.

1.1.8
The success of the Council’s Licensing function depends not only upon the efficient and effective processing of license applications (so as to satisfy all our customers including licence holders, applicants, elected Members, objectors and members of the public) but also the development of a proactive service which identifies new policy initiatives and procedures in order to improve the service.  Some recent policy development initiatives and improvements have been outlined above.  This requires that the Licensing Officer has some times set aside for effective research and to develop ideas, in conjunction with the Licensing Panel and the Council and statutory Agencies and Trade Associations, as to how new policies can best be framed and implemented.  However the pressures of the workload as outlined above at present allow too little time for this.

1.1.9
The requirements of the Best Value regime and a new comprehensive Performance Assessment regime require that up to date performance information is collated effectively.  This requires the installation of effective data capture mechanisms within the Unit together with participation in a relevant bench marking club in order to compare the Unit’s own performance with that of other service providers.  Best Value also requires thorough service review in accordance with Government guidance to identify proposals for continuous improvement.  Again the pressures outlined above do not allow for the Licensing Officer to spend sufficient time on these activities.

1.1.10
Much of the work outlined in paragraph 1.1.3 consist of receipting and checking of applications and fees, banking of fees, updating of databases, dealing with routine enquiries, sending routine correspondence to applicants, objectors, consultees and statutory agencies and typing and production of licences.  These are all clerical tasks which can be carried out by a Administration Assistant who has been properly trained and has an appropriate depth of knowledge of the relevant procedures and legislation.  Previously the Unit has made use of clerical assistants and typing staff located in the Town Clerk and Chief Executive’s Department.  However, all such staff form a “Central Pool” who service a number of units within that Department including Legal, Committee Administration, City Solicitor and Secretary, Land Charges and Electoral Registration.  Several of these staff are part time and all are required to perform a variety of administrative tasks to effectively serve the Units just referred to.  It has not been possible to release one of these members of staff to be wholly dedicated to the support of the Licensing Unit.  In practice the Licensing Unit has found that partial use of the services of these staff was unsuccessful for a variety of reasons including adequately training all members of such staff, consistency in the quality of work, availability of the staff (conflicting priorities being a problem) and the need to constantly check in detail the work carried out. It has been identified that a dedicated full time Administration Assistant is now needed to enable the Licensing Unit to operate successfully

1.2
Proposal

1.2.1
A dedicated Administration Assistant providing full time support to the Unit would carry out administrative duties which would free up a substantial amount of time for the Assistant Licensing Officer to carry out inspections and enforcement and for the Licensing Officer to direct inspections and enforcement, to concentrate on development of procedures and policy issues, to carry out work on Best Value and Benchmarking and improve the level of input at the Licensing and Regulatory Panel.  Tasks which the Administrative Assistant would carry out would be office based including counter work, telephone enquiries, updating of databases and typing of Licences.  

1.2.2
The Head of Personnel Services has been asked to cost out this proposal as a Scale1/2 position.  He has indicated that the salary would be a maximum of £12,390 per annum and that the total cost for allowing for NI and pensions would be £14,366 pa.

1.2.3
It is proposed that the post be initially created as a 6 month fixed term contract.  This is because under the current organisational review all administrative posts can only be appointed on a fixed term temporary basis.  However, at the end of the organisational review it is hoped that the proposed post could be placed on a permanent footing and how this might be financed as explained below.

1.3
How the Proposed Post may be Financed

1.3.1
It is Council policy and has been for a number of years that the Licensing function should be on a self financing basis.  This policy objective reflects the intent of legislation as interpreted in case law which permits District Councils for most types of licence to charge a level of fees which are related to the costs of operating the various licensing schemes.  This may also cover the cost of enforcement.  However whilst the Council is permitted to set the fees for most types of Iicence some are set by Central Government (eg Lottery and Cinemas)

1.3.2
In recent years the level of fee income achieved under the provisions described above had covered the costs of the Licensing Unit.  In the financial year 2001/02, not only were the costs of the Unit met, the budget targets achieved but a small surplus over and above the budget requirement of £11,540 was made.  It is proposed that this surplus be carried forward into the current financial year and be used to pay for this post.  Although the annual cost of the proposal is estimated at £14,366 the actual cost this year would be lower because we are already more than 3 months into the new financial year and it is unlikely that the post will be filled before the beginning of September.


If, following expiry of the fixed term contract and the outcome of the organisational review where it was considered desirable to make this post permanent, this too could be financed out of existing levels of fee income without having to significantly increase the levels of fees over and above inflation.

2.
CONSULTATION

2.1 Consultation to Date.


The Head of Personnel Services has been consulted regarding the costing of this proposal, appropriate pay scales and the content of the proposed job description.  The City Treasurer has been consulted regarding the costing of this proposal.  The Portolioholder and the Chairman of the Licensing Panel have been consulted about the proposal generally.

3.
STAFFING/RESOURCES COMMENTS


As set out in this report.

4.
CITY TREASURER’S COMMENTS


For the financial year 2001/02, the Licensing function was budgeted to make an overall surplus of £26,010. The actual surplus achieved was £37,550, an increase of £11,540. This amount has been requested as a carry forward as part of the General Fund Out-turn report for 2001/02 considered elsewhere on this Agenda, and if approved would fund the appointment of a temporary Licensing Admin Assistant.  The ongoing funding of the post would be subject to the outcome of the organisation review and identifying the necessary ongoing funding.

5.
LEGAL COMMENTS


The City Solicitor and Secretary has been consulted in connection with this report and his comments are included therein. 

6.
CORPORATE COMMENTS


In the light of the current organisational review and the policy set thereunder that administrative posts may only be filled on a temporary 6 month contract it is proposed that this post be initially created as a temporary 6 month contract.

7. RISK MANAGEMENT ASSESSMENT

Not applicable.

8. EQUALITY ISSUES

This post will be advertised in accordance with the Council’s Equal Opportunities 


Policy.

9. ENVIRONMENTAL IMPLICATIONS


None

10. CRIME AND DISORDER IMPLICATIONS

The creation of this proposed post will allow the Licensing Officer and the Assistant Licensing Officer to be proactive in enforcement duties working alongside the police and other Agencies.

11.
RECOMMENDATIONS


To approve the request to carry forward the underspend from the financial year 2001/02 of £11,540 to finance the creation of a post of Administration Assistant within the Licensing Unit initially on a fixed term contract for a period of 6 months.

12.
REASONS FOR RECOMMENDATIONS


To enable the bulk of administrative tasks in the workload of the Licensing Unit to be performed by an Administration Assistant and thereby free up a significant amount of time for the Licensing Officer and Assistant Licensing Officer to carry out enforcement and inspection duties and for the Licensing Officer to perform work of an appropriate level and quality in relation to complaints, enforcement, research and Best Value.
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