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Title:
ELECTED MEMBERS' SUPPORT ARRANGEMENTS

Report of:
HEAD OF MEMBER SUPPORT & EMPLOYEE SERVICES

Report reference:
ME 23/03

Summary:

Following consultation with the Executive on 29 September 2003 and Corporate Resources Overview & Scrutiny committee on 27 November 2003, this report presents the latest position in respect of proposals for support arrangements for Elected Members. The options detailed below are to be considered at the Council meeting on 13 January 2004. .

Proposals previously referred by the Executive to C.R.O&S were found to be unacceptable by CR O&S. In response to this it was agreed that a cross party working group be established to propose a recommendation that would be acceptable to all parties.

The recommendations of the cross party working group were approved by CR O&S at the meeting on 27th November and will now form one of the options under consideration

To enable the Executive to progress this issue, this report summaries the consultation process thus far, and sets the recommendations within a context.

Recommendations:

The consultative process is now exhausted and it is recommended that the Executive refer this report, and the options stated, to Council on 13 January 2004 with a view to instructing Officers to progress this issue accordingly.

Summary of Options

Option 1 – Appoint 3 part time officers who will work within a central pool dealing with matters mainly of an administrative/clerical nature.

Option 2 – Appoint 3 part time Officers who will each be allocated to a Political group and will work in the Political Group offices. Work undertaken will be mainly of a research nature with minimal administrative/clerical duties.

Option 3 – A possible third option would be for Council to agree a mix of the above.

Contact Officer:
David Williams
Ext:
  817082

BACKGROUND INFORMATION AND OPTIONS

1. CURRENT ARRANGEMENTS

      Members will be aware that the following broad support arrangements for Members 

      are in place:

· For the Executive                   – 1 Personal Assistant Support Officer (Full time)

· For Overview & Scrutiny        – 1 Overview & Scrutiny Manager (Full time)

            1 Overview & Scrutiny Officer (Full time)

· For the Democratic Process  – Administrative support from Legal & Democratic 

                                                       Services in connection with committee services

· For Elected Members            –
 Some administrative support from Legal &Democratic  

                                                       Services & Customer Services in connection with typing 

                                                       of letters, advertising of surgeries, travel bookings etc.


 These arrangements will become the responsibility of 

    MS&ES Business Unit by April 2004




                                                    -  Support from Member & Employee Services in 

   connection with Member’s training, allowances and IRP 

   facilitation etc. 

· For Mayoral and Civic 
        –  provided by the Mayoral and Civic Officer in Legal &

Functions 


Democratic Services for Civic and Ceremonial purposes

Members will also be aware that until Spring 2002 each group had the benefit of one full time officer who gave support on a political basis within the terms of Section 9 of the Local Government & Housing Act 1989. These posts were discontinued by the Council in April 2002.

2. PURPOSE

The scope of this report is to present options for increasing the support available to all Elected Members acting in their representational and constituency role.  This is in recognition that it is acknowledged that Councillors lack the necessary support in respect of many areas of their work.

This, according to feedback from CPA, is impacting on Councillors’ ability to carry out their roles effectively.

In the light of the Council decision that Member Support Officers should not be “politically appointed” (in accordance with Section 9 of the Local Government and Housing Act 1989)  the proposals in this report are on the basis that any officers directly supporting Members will be non political and able to work for any Member of the Council, as is the case with the officer core generally.  

3. SERVICES NEEDED

Group Leaders have indicated that support is needed (varyingly) in the following categories:

· Administrative / Secretarial support to deal with telephone calls, communication between councillors and to act as a point of contact for the public, staff and other members.

· Policy work to research areas of policy and provide intelligence to support debate and decision making

· A combination of both administration and policy work

At the time of the Organisational Review of the Council in December 2002, proposals were put to the Council for two additional members of staff to support councillors. These staff were to be located as part of the functions of the newly established Member Support and Employee Services Business Unit, but this option was not supported.  

4. OPTIONS 

Given that Council has previously ruled out one possible option, that of appointing Political Assistant’s under the terms of Section 9 of the Local Government  & Housing Act 1989, and as the consultative process is now exhausted, Members are left with the choice of 2 options.

Option 1 – That determined  and agreed by the Executive on 29 September 2003.

Option 2 – That determined and agreed by CR O&S on 27 November 2003.

Option 1 – Maximum cost per annum (assuming grading at Scale 3 / 4) £33,380 plus additional £2,500 in respect of equipment & employment costs in first year.     

· The appointment of 3 x part time (18.5 hrs p/wk) Member Support Officers

· Officers to be available to work for all Members, regardless of Political Group, on demand.

· Grading of posts to be determined by the Staffing Forum based upon the Job descriptions and person specification provided to CR O&S on 27 November 2003.

(attached to this report)

· Duties of post to be of a routine administrative/clerical nature

· Workloads and priorities to be determined by the Line Manager

· Appraisals to be conducted by the Line Manager

· Post holders will be physically located in the Pay & Member Services office within MS&ES Business Unit.

· Post holders will provide cover arrangements in the absence of the PA to the Executive

· Post holders will provide clerical & administrative services to the MS&ES Business Unit

Job description attached at Appendix a

Option 2 -  Maximum costs per annum (Staffing forum have graded the posts based on the proposed job description at scale 4/5) £46,786 plus an additional £1,200 in respect of equipment and employment costs in first year.

· There will be 3 permanent posts, 1 allocated to each Political Group

· The post holders will be physically located in the group offices, with an additional work station in the Pay & Member Services office in order that work can also be carried out in there as and when agreed.

· Each post holder will work 25 hours per week (normally spread across 5 days) plus evening work may be required for which time off in lieu will be granted.

· Cover for each other can be provided where this does not become a conflict of interest, subject to availability.

· The posts will be subject to open recruitment, using current Council policies and procedures. Candidates will be invited to specify which Political Group post they wish to apply for, however applicants wishing to apply for all posts will also be considered.

· Posts will be advertised county wide and via the internet. Students will be considered along with all other candidates, however the grading of the posts will not be affected i.e. reduced should students be appointed.

· Workloads and priorities will be allocated by Group Leaders, however post holders will work in support of all group members.

· The Pay & Member Services Manager will be able to monitor and manage the day to day activities of the post holders in the interests of the efficiency of the Council, and protocols will be agreed to facilitate this distant supervision.

· The majority of the work being undertaken will be of a research nature, however the post holders will also be required to undertake some more routine administrative  duties.

· Due to legal & constitutional constraints Members are unable to be involved in any way in the recruitment & selection process, but will be consulted on the content of any exercise and technical questions used in this process.

· Members will have the opportunity to assess the appointees’ suitability to the position as part of the probationary process.

Job description attached at appendix b

· Appraisals of the post holders may be undertaken by the Group Leaders. The Group Leaders and the line manager will agree how best to operate this in line with established Council procedures.

The working group want it to be noted that these posts in Option 2 will not satisfy the requirement of the Council to continue to provide clerical support for Elected Members. This issue remains unresolved following the restructuring exercise within the Council, and is seen to be separate to the task given to the working group to address.

CONSULTATION

Consultation to Date.

Executive 29 September 2003

CR O&S 16 October 2003

Cross party working group – various dates during October & November 2003

CR O&S 27 November 2003

Town Clerk & Chief Executive

Executive Directors

Head of Finance

Head of Legal & Democratic Services

Corporate  Management  Team

Political Groups via group leaders

RECOMMENDATIONS

The consultative process is now exhausted and it is recommended that the Executive refer this report to Council on 13 January 2004 with a view to instructing Officers to progress this issue accordingly.

REASONS FOR RECOMMENDATIONS

Provision of administrative support for Elected Members must be considered and progressed as lack of support to councillors is impacting on their ability to carry out their roles effectively. A concern of this nature emerged during the recent CPA exercise.

The matter must be considered and agreed at a meeting of the full Council, both in terms of the nature of the posts to be allocated and also in respect of budget provision to be made as funding for the posts is not currently provided.

IMPLICATIONS

· Staffing/Resources –    - Each option involves appointment of additional staff

· Financial –   The cost of the proposed options are set out in the main body of the report and range from £36,000 up to £48,000 depending on the preferred option chosen. A sum has been included in the budget report, FS47/03 for members to consider this as part of the budget process. 

· Legal - 

1.
Before deciding how to proceed Members need to be clear on a number of issues relating to the proposed Support Posts.

2.
On the face of it, there is nothing in current legislation which prevents the Council appointing Officers to the Authority in the conventional way and then effectively seconding them to support political groups in their work as elected Members of the Authority but not, of course, in any party political capacity.  In this context, “conventionally appointed” means appointed in accordance with the mandatory provisions of Section 7 of the Local Government and Housing Act 1989, which state that Officers shall be appointed on merit and (under subsidiary regulations) by Officers of the Authority and not Members, unless they are to be appointed to a Deputy or Chief Officer post.

3.
It is possible, as Members will be aware, that the Council can also decide to appoint Political Assistants to the political groups in accordance with specific powers under Section 9 of the 1989 Act.  The essential difference between a Political Assistant appointment under Section 9 and a “conventional” appointment is that, in the case of the former, the appointment has to be made in accordance with the wishes of the political group concerned and Members can legitimately become involved in the appointment process.  In other words, the relevant political group is entitled to select their own Political Assistant and can have regard to a candidate's political affiliations and there is no necessity to comply with the usual provision of an appointment being made solely on merit.  Further, if an Authority did decide to make formal appointments of Political Assistants under Section 9 of the Act, then they would be under an obligation to allocate such an Assistant to each of the political groups which qualified for one.  To qualify for a post, each political group would have to comprise of at least 1/10th of the total membership of the Authority.  In Carlisle’s case this would equate to a group size of at least 6 Members and so, on present membership size, the Conservative and Labour Groups would qualify for a Section 9 Political Assistant but the Liberal Democrat group would not.

4.
However, the proposition worked up by the Corporate Resources Overview and Scrutiny Committee for Member Support Officer posts is, of course, specific in that the posts are not intended to be Political Assistants within Section 9 of the Act but conventionally appointed Officers, effectively seconded to each group to provide appropriate support to Members in their work as City Councillors.  In order to ensure that the clarity of the differentiation between the two sorts of posts is maintained, then the following safeguards may assist:

· The Council should formally resolve that the proposed appointments are to be made under the Council’s general powers to appoint staff as set out in Section 112 of the Local Government Act 1972 and not, by contrast, Political Assistants appointed pursuant to Section 9 of the Local Government and Housing Act 1989.

· The postholders will be appointed in accordance with the Council’s usual recruitment procedures entirely on merit and by the appropriate Line Manager.  There will, of course, be no Member involvement in the appointment and selection process for a postholder at this level.

· The title of the posts should perhaps properly be described as “Member Support Officer”.

· The Line Manager of the postholders will, of course, be an Officer in the usual way, although it would be appropriate for the Support Officer to have regard to the priorities and requests of the particular group which he/she supports from time to time.

· The nature of the support given will be to Members of the group in providing assistance for them to carry out their functions as Members of the Authority and not in connection with any party political aspects.

· Capacity could be written into the job descriptions for the Line Manager to move the Support Officers between political groups if there were sound administrative and operational reasons to do so,  but it would be appropriate, in those circumstances, to consult with and have due regard to the views of the political groups as recipients of the support services before this was done.

          If the Council were to proceed with the proposals set out in Option 2 of the report 

          then it may be necessary to look at the detail of some of the arrangements to make 

          sure that the clarity of the differentiation between the two sorts of post is maintained.

5.
As the purpose of the appointment would be to provide support to elected Members, consideration should be given as to how support might be provided to those none Group Members.  Currently, there is only one Independent Member on the Council but it seems fair that he should have access to some level of support if this is being made available to other Members, and one possibility is that he could either be given access to a nominated Member Support Officer or, alternatively, the appropriate Line Manager could allocate support as requested from whichever Member Support Officer had workload capacity at the relevant time.

· Corporate –    Both options will have an impact on the line management arrangements and capacity of staff within MS&ES Business Unit. However the establishment of this support will comply with the CPA requirements and will help the Council to progress the

Corporate Plan.

· Risk Management –  n/a

· Equality Issues –  n/a

· Environmental –  n/a

· Crime and Disorder – n/a

· Impact on Customers –      Provision of additional support to Members of an administrative and / or research nature should enable Members to  improve the quality of service provided to the Electorate.

David Williams

Head of Member Support & Employee Services

5 December 2003












appendix a


Option 1 – Job Description agreed by Executive 29 September 2003



CARLISLE CITY COUNCIL

 MEMBER SUPPORT & EMPLOYEE SERVICES

JOB DESCRIPTION

JOB TITLE:
Member Support Officer  (P/T)

Grade:


to be determined by staffing forum

                                              Assumed Scale 3 / 4      

Post reference:

*
Responsible to:

Pay & Member Services Manager

Responsible for:
            

OVERALL PURPOSE

· To Provide research & administrative support to Elected Members of the Council to enable them to operate efficiently & effectively in their representational role & Democratic duties.

· In the absence of the PA to the Executive, cover the duties of that post to ensure continuity of service.

Key Areas of Responsibility
1. To undertake & co ordinate research & information gathering for Elected Members of all parties.

2. Provide efficient, accurate & professional administrative & secretarial support to all Elected Members.

3. Act as liaison between Elected Members & officers and arrange meetings as required.

4. Monitor the processing of issues raised by constituents and referred to Officers by Elected members.

5. Assist with the Member Development framework implementation by gathering information, liasing with the training coordinator and making necessary admin arrangements.

6. Provide cover arrangements during the absence of the PA to the Executive Members, to ensure continuity of service.

7. Provide clerical & administrative services to the Overview & Scrutiny support team & the Emergency Planning function.

8. To assist with administrative & clerical duties within the Member Support & Employee Services Business Unit as required.

9. Promote Best Value, excellence in customer service, a focus on continuous improvement and the promotion of these in the delivery of services and employment within the context of equality of opportunity and cultural diversity.

10. Implement and monitor a positive performance culture, complying with policies and procedures that enable delivery of agreed targets and service standards.

11. Establish and maintain effective two-way communication with staff, colleagues, Members and customers, seeking out and responding to opinions in order to further enhance the quality of service delivery.

12. To promote best practice in meeting the requirements of Health & Safety legislation and to comply with other relevant statutory legislation.

13. Undertake such other duties that are required from time to time and are commensurate with this position, including assisting in other areas of the Business Unit.

Special Features

There are three posts, all of which are interchangeable.

Each post holder will be expected to provide cover for each other during normal office hours from Monday to Friday.












Appendix b

Option 2 – Job Description agreed by CR O&S 27 November 2003


CARLISLE CITY COUNCIL

 MEMBER SUPPORT & EMPLOYEE SERVICES

JOB DESCRIPTION

JOB TITLE:
Member Support Officer  (P/T)

Grade:


Scale 4/5

                                           as determined by staffing forum

Post reference:

*
Responsible to:

Group Leader – for work allocation and other task 

                                            related matters.





Line Management responsibility will be undertaken 

                                            by the Pay & Member Services Manager.

Responsible for:
            

OVERALL PURPOSE

· To Provide dedicated research facilities for Elected Members to support them in their role and with their Democratic duties.

· To provide administrative support in relation to the above.

Key Areas of Responsibility
1. To undertake & co ordinate research & information gathering for Elected Members.

2. To provide support to Members so as to enable them to operate efficiently and with particular emphasis being placed upon: scrutiny of reports; investigative work concerning enquiries received, secretarial & non- secretarial admin support to Members.

3. Provide efficient, accurate & professional administrative support to all Elected Members.

4. Act as liaison & communication point between Elected Members ,Officers and others  and arrange meetings as required.

5. Monitor the processing of issues raised by constituents and referred to Officers by Elected members.

6. Assist with the Member Development framework implementation by gathering information, liasing with the training coordinator and making necessary admin arrangements.

7. Promote Best Value, excellence in customer service, a focus on continuous improvement and the promotion of these in the delivery of services and employment within the context of equality of opportunity and cultural diversity.

8. Implement and monitor a positive performance culture, complying with policies and procedures that enable delivery of agreed targets and service standards.

9. Establish and maintain effective two-way communication with staff, colleagues, Members and customers, seeking out and responding to opinions in order to further enhance the quality of service delivery.

10. Comply with all statutory Council policies in relation to Health & Safety.

11. Undertake such other duties that are required from time to time and are commensurate with this position, including assisting with administrative & clerical duties in relation to

12. The Member Support & Employee Services Business Unit.

Special Features

There are three posts, each will be allocated to a Political Group. However on occasion the post holder may be expected to undertake duties for another Political Group where there is no conflict of interest.

Occasional work during the evening may be required, for which time off in lieu will be granted.
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