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Introduction 

I work in The Service Centre of Swansea Council where my role is a Workforce- Analytical, Recruitment and Change Officer (ARC Officer). My day to day work is mainly of a transactional nature and more in line with a Human Resources Assistant role. I offer basic advice on HR policies and process paperwork on the lifecycle of the employee. I work with and alongside Human Resource and Organisational Development Advisors, Business Partner’s, alongside Payroll and Pensions and Line Manager’s. I am studying this course in order to gain further knowledge and to progress my career in Human Resources Management. 

I hope that this portfolio will evidence how I, in my current role am contributing to the management of change within our organisation and how I am growing in this area. 

The current pandemic has slowed down the ability to shadow the HR Advisors team which I had started prior to March 2020. Business as usual is quite difficult at present so this portfolio will demonstrate hopefully areas which I do currently implement changes. In regards to the change process within the council many things have been put on hold due to the pandemic. A request was made from the Corporate Management Team (CMT) only to have to authorize large Delegated Powers Reports (DPR’s) and also that large restructures where possible were not undertaken at this time and only requested if Business Critical. The CMT team were then freed up to work on Critical Changes and decisions directly related to the pandemic. Whilst the Council is making efforts to return to Business as Usual. They have still requested that the above remains in place until lockdowns are lifted once again. So currently we are only processing small changes within teams usually related to 1 or 2 current roles. 


Evidence Matrix 

	Candidate name: Sarah Measday
	CIPD Membership/registration No.: 55478518



	
	

	Qualification title: CIPD – Diploma In Human Resource Management
Portfolio – Contributing to the Management of Change 
	Unique Learner No. (ULN):
1910137


	Unit code
	Unit title
	Assessment criteria no.
	Evidence description
	Evidence reference number
	Assessor
initials
	I/V initials if sampled

	5AMOC
	Contributing to the Management of Change 
	1.1 – 1.5
	Example – Delegated Powers Report (DPR) completed by managers for change requests
	EV1
	
	

	5AMOC
	

	1.1 – 1.5
	DPR – Change for new post on the structure of the benefits section
	EV2
	
	

	5AMOC
	

	1.1 – 1.5
	Email for request for Change
	EV3
	
	

	5AMOC
	
	1.1 – 1.5
	Approval form HR
	EV4
	
	

	5AMOC
	
	1.1 -1.5
	Approval from Director
	EV5
	
	

	5AMOC
	
	1.1 – 1.5
	Approval from Head of Service and Chief Finance 
	EV6
	
	

	5AMOC
	
	1.1 – 1.5
	Approval from Finance Partner 
	EV7
	
	

	5AMOC
	

	1.1 – 1.5
	Signed Change Plan
	EV8
	
	

	5AMOC
	

	1.1 – 1.5
	Gantt Chart
	EV9
	
	

	5AMOC
	

	1.1 – 1.5

	Email to Manager requesting further information
	EV10
	
	

	5AMOC
	

	2.1 – 2.5
	Email form manger with JD and JE score sheet
	EV11
	
	

	5AMOC
	
	2.1 – 2.5
	JD for new post
	EV12
	
	

	5AMOC
	
	2.1 – 2.5
	Job Evaluation Score Sheet 
	EV13
	
	

	5AMOC
	
	2.1 - 2.5
	Email – New position form to Data Team for set up
	EV14
	
	

	5AMOC
	
	2.1 – 2.5
	New Position Form 
	EV15
	
	

	5AMOC
	
	2.1 – 2.5
	Email from Data team confirming set up of post 
	EV16
	
	

	5AMOC
	
	2.1 - 2.5
	Screen Shot of New position set up on Oracle
	EV17
	
	

	5AMOC
	
	2.1 – 2.5
	Screen shot – new person placed into the position in the assignment screen of individual oracle record 
	EV18
	
	

	5AMOC
	
	2.1 – 2.5
	Email – New post paperwork issued to employee
	EV19
	
	

	5AMOC
	
	2.1 – 2.5
	Employee Appointment Letter
	EV20
	
	

	5AMOC
	
	2.1 – 2.5
	Employee – New contract issued
	EV21
	
	

	5AMOC
	
	2.1 – 2.5
	Screen Shot - Feedback on Communication and Implementation 
	EV22
	
	

	5AMOC
	
	3.1 – 3.4
	Screen Shot - Manager Feedback on implementation and success of implementation 
	EV23
	
	

	5AMOC
	
	
	
	
	
	

	5AMOC
	
	
	
	
	
	

	5AMOC
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Part 1 – Be able to plan for the implementation of change processes within an organisation.

Within Swansea Council the vast majority of any change processes are directly written by Manager’s first in what is known as a Delegated Powers Report (DPR) – I have included a blank version as Evidence one (EV1). These completed reports are then submitted to the HR Advisor and Business Partner Team for any advice that may need to be given. This advice usually consists of weather consultation is required, or if there needs to be any considerations given.

I have attached (EV2) a DPR that I have recently worked on where a change for an additional post creation was requested on a temporary basis on the Revenues and Benefits section of Swansea Council. This DPR was submitted to the Workforce Transactional email and allocated to myself for action. The email received has been added as a screen shot under (EV3). Contained in the email you will see (EV2) the completed DPR and emails of approval from:-
HR Advisors Team member (EV4)
Head of Service and Chief Finance Officer (EV5)  
Director of Resources (EV6)
Finance Department (EV7) 

As all approvals have been received a plan of action is then commenced for the implementation of the necessary change.

From the DPR (EV1) we can see that the immediate need is to install a new member of staff to the Revenues and Benefits team in order that the purchase of e-billing software is implemented and to relieve pressure on the current manager whose workload has increased due to the pandemic. The objective is to create a new Grade 10 post of Deputy Revenues and e-billing implementation Manager to sit under the current Grade 11 Revenues Manager post. The new deputy Manager will have direct responsibility for the implementation of the new e-billing software and assist the current manager in lessening the workload. The benefits of this change are reduced workload for the current manager, career progression for the newly appointed employee, implementation of new software to help speed up current processes, the general public who use the service will be offered an improved service when up and running.

There are a number of people internally who will be affected:-
1. Decreased workload for current Revenue Manager who has been working under an influx of work through the pandemic.
2. Employee recruited to the post will require some training and development.
3. Direct reports of the current Revenue Manager will need to be informed of the change of management if any.
4. Revenues Team as a whole will need training on e-billing once the e-billing process has been set up by the new recruit and ready for use.
5. There will hopefully be benefit further down the line to the general public.
6. The change process will need to be supported by the data team so that the new post is slotted in and direct reporting flows correctly. This will be established on the setting up of the new post paperwork in implementation.

Funding for the implementation has clearly been stated in the DPR (EV1) – the manager has stated that “This temporary arrangement will result in an additional cost of £53,474 p.a. for an 18 month period which will be met from the additional salary funding provided to the Chief Finance Officer (S151 Officer) earlier this year”. The DPR has also been approved by finance (EV7) and the Chief Finance Officer (EV6).

A Change Plan was created from the DPR and existing information and submitted to my manager for sign off –this has been done retrospectavley. Signed copy attached as (EV8). I have also attached a Gantt Chart (EV9) but this is more to show the timeline of the implementation. 

The agreement for the change was agreed via the agreed approval route for DPR’s and Vacancy Monitoring at this time. Larger DPR’s would need the approvals seen in EV4-7 plus an additional approval from the Corporate Management Team CMT. As this DPR is creating 1 post onto an existing structure it does not need further approval at this time. This system was set up in response to the Global Pandemic as the CMT team were taken up by major needs of the Pandemic in March – June and they have remained in place to relive the pressure on their weekly meetings as stated in my introduction.

Once the DPR is received by workforce transactional a further email is sent to the Manager who requested the change to ask for any further required paperwork that would be needed. An email was sent requesting Job Description and Job Evaluations Scores to the Manager (EV10)

Further information was provided. 















   

     






EVIDENCE PART 1

EV1 – Delegated Powers Report completed by Manager for change requests.


[image: ]
Resources, Place, Social Services - Directorate
Delegated Powers Report 

	Decision
	Yes
	No

	1.
	Creation of new post(s)
	
	

	2.
	Revision of existing structure
	
	

	3.
	Regrading of existing post(s)
	
	

	4.
	Restructure (i.e. change to more than 5 posts)
	
	

	5.
	Posts been evaluated by Job Evaluation Team
	
	

	6.
	Does this post undertake a business support function?
If yes, then the post will be highlighted and will be considered as part of the Business Support Programme
	
	

	7.
	If the post has been highlighted - has the Job Description and Person Specification been assessed against the agreed Business Support Model?
	
	

	8.
	If a post is to be advertised, it is to be advertised externally?
	
	

	9.
	If these are additional posts, has Corporate Property Services been consulted to consider any asset implications? 
	
	

	10.
	Need to go to CMT
	
	

	11.
	Other – please state.
	
	

	Report Title:  

	Summary:  

	Recommendation[S]:
That the above proposal is approved.

	Prepared by: 
	Date:  

	
Details of Consultation Undertaken
	
Yes
	
No
	
Signature

	
Date

	Equality Impact Assessment Screening undertaken and assessed by Access to Services Unit
	
	
	
	

	For Head of Human Resources
	Agreement
	
	
	
	

	Job Evaluation Manager [if applicable]
	Post(s) evaluated?
	
	
	
	

	Finance
	Budget Available?
	
	
	
	

	Head of Service
	Agreement
	
	
	
	

	Director
	Agreement
	
	
	
	

	Head of Financial Services & Service Centre
	Agreement
	
	
	
	

	CMT approval (if applicable)
	Agreement
	
	
	
	






EV2 – Completed DPR for Change in:- Appointment of a temporary Deputy Revenues Manager - Double clicking the report should open the PDF document fully





EV3 – Screen Shoot of Email request for Changes submitted to Workforce transcational.

[image: ]

EV4 – HR Approval
 




EV5 – Director Approval





EV6 – Head of Service and Chief Finance Officer Approval




EV7 – Finance Approval 






EV8 – Signed - Change Plan – Click on plan to open PDF 












EV9 – Gantt Chart



EV10 – Email requesting Job Description and Job Evaluation Score Sheet
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Part 2 – Be able to implement a change plan.


Once all the information has been gathered and created for this Delegated Power Report to introduce the new post of Deputy Revenues and e-billing Manager, the change process can now be implemented onto the system as required and the employee placed into post.

A new Job Description (EV12) and Job Evaluation Scores (EV13) were received from the line manager via email (EV11). The information from these was entered onto a Data Team new position form (EV15) by myself. This form includes all the information regarding the post and it’s position to be set up on the hierarchy by the data team it also includes the Job Evaluation details which are logged also in the oracle system. The set up in the hierarchy ensures that all absence (annual leave and sickness) reporting can be entered correctly by the manager. The form is then emailed to the Workforce Data Team. Email attached as (EV14)
The data team will then set up the new post on the Oracle system and also transfer this onto the hierarchy as per the position form request details. Once set up the data team confirm back via email (EV16) that the position is ready to go.  I am then required to check the position is correct on oracle (EV17) before placing the new employee into post. Any problems that arise can be queried with the Data Team or Team Manager who requested the initial change. 

Employee is then placed into the new position created on oracle, screen shot of oracle records showing employee now in position has been provided as (EV18). Once this has been done paperwork can be issued to the employee (manager requesting the change is copied in) who has been appointed to this role. Please see evidence attached of email (EV19) to employee which issues an appointment letter (EV20), New Contract (EV21) and Job Description for the role (EV12). It is also a requirement that the newly appointed employee provides a signed copy of the new contract and new job description as acceptance of the changes. 

The implementation of the new post has now been completed and the employee commenced duty in the role on the agreed date of 21st Dec 2020. Employee has provided a signed contract and Job description as confirmation that the post has been accepted. 

The e-billing process, which software has been purchased for and has been on hold due to the pandemic will commence as soon as possible.

Throughout the process of managing the change I have maintained contact with the manager in regards to any further needs that may arise.  

I have confirmed with the manager that he was happy with the communication of the details and requirements of the changes in the DPR and that he was happy with how the post was implemented on to the system. Confirmation response email is attached as (EV22)



EVIDENCE PART 2

EV11 – New Job Description and Job Evaluation Score Sheet received by email from line manager.

[image: ]



























EV12 - New Job Description 



EV13 – Job Evaluation Score Sheet



 
EV14 – New Position form sent to Data Team - email

[image: ]

EV15 – New position Form – double click to open fully








EV16 – Email from data team confirmed position set up 
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EV17- Position set up on oracle - screen shot of new position details 
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EV19 – Employee placed into position on oracle – screen shot of employee record.
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EV19 – New position paperwork issued to employee, employees line manager copied in via email (screen shot).

[image: ]

EV20 – New appointment Letter – double click to fully open 






EV21 – New Contract issued to employee – double click to fully open 




EV22 – Email Confirmation from manager regarding Communication of requirements of DPR and post implementation
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Part 3 –Be able to assess the impact of change processes within an organisation.

The current change process within Swansea Council for managing changes has been described above in Part 1 and the introduction. Delegated Power Reports – DPR and Vacancy Monitoring - VM is the prime starting point for the management of any type of change within the authority however big or small. As local government there are certain systems that must be followed and processes that must be met. Small changes are the most common place such as the one I have described above. Human Resource involvement has changed over the years but the majority of managers are now required to write Business Cases, Delegated Power Reports or Vacancy Management reports as they are aware of the funding and needs for their own areas themselves. They then ask HR Advisors and Business Partners to advise. It is at this point that the HR team get involved, for large restructures there is involvement for consultation and redundancy advice etc.  So, largely the Line Manager holds a lot of responsibility for the Change process itself. All changes must be approved by all relevant parties as illustrated in part 1 and prior to the pandemic these would have also been approved by the Corporate Management Team however big or small.

The Change implemented in Part 1 and 2 of an additional post has enhanced and improved the Revenues and Benefits section. The aim of the new post was to reduce pressure on the current Manager by creating a Deputy Manager. The Manager has given feedback via email that this new post has been invaluable so far in achieving that (EV23). A further update was also received within the email on the progress of the implementation of e-billing. Whilst training has been given from the software provider to a number of the team for the e-billing process. Revenues and Benefits are usually very busy over the Jan – April period with end of year, closing of accounts and start of New Year, opening accounts. It has therefore been agreed that the e –billing process will hopefully start full functionality from May 2021 (EV23).

I will contact the Revenues Manger again to confirm if the change has been implemented and if any further support is required in May 2021 but at this stage no further support is required from the Workforce or HR team.

The key outcomes of this change request have been largely an impact on the Revenues manager himself in that the pressures that he has been put under due to the pandemic have been greatly reduced due to the creation of the additional post holder and Deputy to share some of the workload. This obviously has also had an effect on the team itself in that they will have benefitted from an extra manager in place. In terms of training for the future in the team this has still to be realised and the impact will only be seen once the implementation of e-billing commences in May 21. The effect on Customers on the e-billing process again will not be communicated or realised until May 21 when the e-billing process commences.




[bookmark: _GoBack]

Personal Evaluation

I think that I deal with changes effectively and that I communicate with all parties in a clear and effective manner. I have found the ACAS guide on managing change particularly helpful and would adhere to the three words used on page 7 to answer the question, How do you Manage Change? “Communicate, Communicate, Communicate”. I think this is invaluable advice and cannot be over stated. 

The Change process I have worked on above is not one I have been involved with from the start, this is because unfortunately the pandemic has not allowed as much shadowing as I would have liked and that largely most change plans are now the responsibility of line managers rather than HR. Going forward, I will be continuing in the, mentoring programme that I am currently on with one of the HR Business Partners being my mentor so that I can gain more experience in the advice that needs to be given on individual Cases as they are submitted. I believe this will increase my confidence in this area. 

      

 





























     
EVIDENCE - PART 3

EV23 – Feedback from Manager on additional post.
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Resources Directorate 
Director’s Delegated Powers – Staffing 


 


Decision Yes No 


1. Creation of new post(s)   


2. Revision of existing structure   


3. Regrading of existing post(s)   


4. Restructure (i.e. change to more than 5 posts)   


5. Posts been evaluated by Job Evaluation Team   


6. Does this post undertake a business support function? 
If yes, then the post will be highlighted and will be considered as part of the 


Business Support Programme 


  


7. If the post has been highlighted - has the Job Description and Person 


Specification been assessed against the agreed Business Support Model? 


N/A 


8. If a post is to be advertised, it is to be advertised externally?   


9. If these are additional posts, has Corporate Property Services been consulted 


to consider any asset implications?  


N/A 


10. Need to go to CMT   


11. Other – please state.   


Report Title:  Appointment of a temporary Deputy Revenues Manager   


Summary:  The Revenues Service is a Section of some 57 staff and undertakes the collection of 
Council Tax and Housing Benefit overpayments on behalf of this authority and Non-Domestic 
Rates (Business Rates) on behalf of Welsh Government, around £210m in total.  
 
This year, the workload in the section has been far in excess of what it would normally be for a 
variety of reasons including: 
 


 Implementation of Council Tax Premiums for long term empty properties 


 The administration and payment of 2 Welsh Government grants intended to support 
businesses liable for Non-Domestic rates deal with the impact of Covid 19. 


 The financial hardship caused to our taxpayers by the Covid-19 pandemic. 


 The forthcoming implementation of Council Tax premiums for second-homes (properties 
occupied periodically) from April 2021. 


 
This significantly, and mostly unpredictable, increased demand on limited resources has resulted 
in the section being unable to implement the e-billing functionality previously purchased from our 
software replier and the measure covered in this report is intended to provide, in part, a solution to 
the various issues by providing additional support for the revenues manager for a limited period. 
 
Further measures will be considered when the structure of the Revenues and Benefits Section is 
reviewed in the near future. 



http://www.swansea.gov.uk/
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Recommendation[S]: 
That the above proposal is approved. 


Prepared by: Julian Morgans Date:   


 
Details of Consultation Undertaken 


 
Yes 


 
No 


 
Signature 


 


 
Date 


Equality Impact Assessment Screening undertaken 
and assessed by Access to Services Unit 


    


For Head of Human Resources Agreement     


Job Evaluation Manager [if 
applicable] 


Post(s) 
evaluated? 


    


Finance 
Budget 
Available? 


    


Head of Service Agreement     


Director Agreement     


Head of Financial Services & 
Service Centre 


Agreement     


CMT approval (if applicable) Agreement     


 
Introduction  


Revenues Section - The Section is responsible for the collection of Council Tax (£130m), 


Business Rates (£80m - on behalf of Welsh Government), Housing Benefit overpayments 


(£0.5m) and the management of the Control Team which services all IT systems across the 


Revenues and Benefits Service. This section also provides its own technically specialist 


customer services facility (face to face/telephone/e-mail/skype).  


The Revenues Manager is also responsible for the Revenues and Benefits Control team which 


provides IT support across the section for the various systems in use (Northgate, Civica DIPS, 


Abacus, Softbox). The team also provides wider support across the authority as, for example, it 


maintains the security requirements for access to the Government’s Tell Us Once Service used 


by a number of departments, is responsible for ensuring the Education Service is aware of those 


students that are eligible for free school meals and provides the extraction and manipulation of 


data used by colleagues in other department for welfare benefit take up activities 


Revenues Section - Management 


At the current time, the Revenues Manager has experienced an unforeseen short term spike in 


workload due to the implementation of Council Tax Premiums, the COVID 19 pandemic, and the 


local impact of Universal Credit on recovery rates (as has also been experienced by other 


authorities). Additionally, and most recently, the significant spike of work required to implement 


the 2 business support grants for Welsh Government.  


Also, the section has recently purchased ‘e-billing’ technology from its software provider and 


although the implementation of this additional facility has been delayed due to the COVID 


pandemic, the project needs to commence without delay. In recognition of this, and with a view to 


maintaining or improving recovery rates at a difficult time, a temporary deputy will be appointed to 


assist the Revenues Manager and lead the e-billing implementation for a period of 18 months 
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after which the need for the post will be reviewed. The job description for this post has been 


prepared and evaluated at a grade 10.  Recruitment to this post is to be ring fenced to staff in the 


Revenues and Benefits Section. The successful applicant’s substantive post, and any other 


vacancies that arise as a result of that, to be back-filled on a temporary basis as necessary. 


This temporary arrangement will result in an additional cost of £53,474 p.a. for an 18 month 


period which will be met from the additional salary funding provided to the Chief Finance Officer 


(S151 Officer) earlier this year. 
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Non-Domestic Rates


Revenues Manager x 1 (Grade 11 SCP 40 to 44) 


Senior Rating Officer x 1


(Grade 10 SCP 35 to 39) 


Senior Business Rates Officer  


x 1


(Grade 7 SCP 19 to 24)


Revenues Section - Current Structure  


Revenues Officer x 3.5


(Grade 6 SCP 11 to 17)


Inspector x 1


(Grade 4 SCP 5)


Council Tax


Council Tax Team Leader x 2


(Grade 9 SCP 36 to 40)


Senior Council Tax Officer x 5


(Grade 7 SCP 19 to 24)


Revenues Officer x 24.33


(Grade 6 SCP 11 to 17)


Control


Control Officer x 3


(Grade 7 SCP 19 to 24)


Benefits Assistant (Control) x 1


(Grade 6 SCP 11 to 17)


Benefits Assistant x 1


(Grade 5 SCP 7 to 9) 


Clerical Officer x 7.6


(Grade 3 SCP 4)


Senior Revenues and Benefits 


Officer x 1


(Grade 9 SCP 30 to 34)


Revenues Control Officer x 1


(Grade 8 SCP 25 to 29)


Debt Recovery Team Leader x 1


(Grade 8 SCP 25 to 29)


Senior Benefits Officer x 1


(Grade 7 SCP 19 to 24)


Benefits Assistant (Debt 


Recovery) x 3


(Grade 6 SCP 11 to 17)


Debt Recovery Team


 


Appendix A 
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Non-Domestic Rates


Revenues Manager x 1 (Grade 11 SCP 40 to 44) 


Senior Rating Officer x 1


(Grade 10 SCP 35 to 39) 


Senior Business Rates Officer  


x 1


(Grade 7 SCP 19 to 24)


Revenues Section - Proposed Structure  


Revenues Officer x 3.5


(Grade 6 SCP 11 to 17)


Inspector x 1


(Grade 4 SCP 5)


Council Tax


Council Tax Team Leader x 2


(Grade 9 SCP 36 to 40)


Senior Council Tax Officer x 5


(Grade 7 SCP 19 to 24)


Revenues Officer x 24.33


(Grade 6 SCP 11 to 17)


Deputy Revenues Manager and e-billing Implementation x 1


(Grade 10 SCP 35 to 39) 


Control


Control Officer x 3


(Grade 7 SCP 19 to 24)


Benefits Assistant (Control) x 1


(Grade 6 SCP 11 to 17)


Benefits Assistant x 1


(Grade 5 SCP 7 to 9) 


Clerical Officer x 7.6


(Grade 3 SCP 4)


Senior Revenues and Benefits 


Officer x 1


(Grade 9 SCP 30 to 34)


Revenues Control Officer x 1


(Grade 8 SCP 25 to 29)


Debt Recovery Team Leader x 1


(Grade 8 SCP 25 to 29)


Senior Benefits Officer x 1


(Grade 7 SCP 19 to 24)


Benefits Assistant (Debt 


Recovery) x 3


(Grade 6 SCP 11 to 17)


Debt Recovery Team
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Hd 9 »  Atachment Tools Completed 21.12.2020 SNM --position for sent 20.12.2020 SNM -asked for JD and JE 18.12.2020 SNM ——-Temporary Deputy Revenues Manager - creation of ...

File Message  Attachments Q) Tell me what you want to do...

Mon 14/12/2020 14:50
Julian Morgans

---Temporary Deputy Revenues Manager - creation of a post and appointment

To  Workforce Transactional

@ rollow up. Completed on 21 December 2020.
You forwarded this message on 18/12/2020 16:15.

HR approval RE: DPR - request for approval Ben Smith Approval RE: Deputy Revenues Manager.docx _ Director Approval Re: DPR - request for approval
Outlook item Outlook item Outlook item

Finance Approval RE: DPR - request for approval
Outlook item

L DPR Deputy Revenues Manager.docx RE: DPR approved - next steps ?
159 KB Outlook item

Good afternoon

The creation of this post for an 18 month period was approved in a recent DPR
The DPR is attached plus all the relevant approvals including an e-mail from Wyn Matthews confirming the process to be followed in respect of recruitment.
Paula Lewis (876372) has been appointed to the post. She will commence her duties from Monday 215t December 2020 for 18 months to Monday 20t June 2022.

Please can you make the necessary changes and inform Paula. Please also let me have the temporary post number when it is available.

Any questions, please let me know
Thanks

Julian Morgans
Pennaeth Refeniw a Budd-daliadau
Head of Revenues and Benefits

H A Type here to search
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WYN Matthew APPROVED ---HR approval RE DPR - request for approval.msg


WYN Matthew APPROVED ---HR approval RE DPR - request for approval.msg
HR approval RE: DPR - request for approval

		From

		Wyn Mathews

		To

		Julian Morgans; Adam Hill; Janet Morgan

		Cc

		Ben Smith

		Recipients

		Julian.Morgans@swansea.gov.uk; Adam.Hill@swansea.gov.uk; Janet.Morgan@swansea.gov.uk; Ben.Smith@swansea.gov.uk



Hi Julian



 



This is approved by HR



 







 



From: Julian Morgans <Julian.Morgans@swansea.gov.uk> 
Sent: 30 November 2020 10:16
To: Adam Hill <Adam.Hill@swansea.gov.uk>; Wyn Mathews <Wyn.Mathews@swansea.gov.uk>; Janet Morgan <Janet.Morgan@swansea.gov.uk>
Cc: Ben Smith <Ben.Smith@swansea.gov.uk>
Subject: DPR - request for approval



 



Good Morning



 



Please find attached a DPR and JD relating to the appointment of a temporary deputy revenues manager for an 18 month period. The post has been evaluated as a grade 10.



 



The intention behind this is to provide much needed support to the revenues manager who has had to deal with an unprecedented influx of additional work due to the impact of covid 19 which is set to continue as we administer further grants for welsh government and deal with the ongoing impact of financial hardship in the area. In addition, we have purchased e-billing functionality from our software supplier but have not had the capacity to move forward on this and the deputy manager will also be responsible for the implementation of this project.



 



Funding is provided, in full, from the additional financial resource given to Ben Smith earlier this year to make various HR changes in Financial Services and the Service Centre.



 



Please can you give your approval for the DPR. Ben has provided his but has been copied in for reference.



 



Thank you



 



Julian Morgans



Pennaeth Refeniw a Budd-daliadau



Head of Revenues and Benefits 



( 01792 635872



* julian.morgans@abertawe.gov.uk



* julian.morgans@swansea.gov.uk



 



 



Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin â gohebiaeth Gymraeg a Saesneg i’r un safonau ac amserlenni. 
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.



 



 



Er mwyn cael gwybodaeth am sut yr ydym yn defnyddio’ch data personol, ewch i www.abertawe.gov.uk/GwybodaethBersonolRefeniwaBudd-daliadau



For information about how we use your personal data, please visit www.swansea.gov.uk/RevsandBenspersonalinfo
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Director Approval Adam Hill Re DPR - request for approval.msg
Director Approval Re: DPR - request for approval

		From

		Adam Hill

		To

		Wyn Mathews; Janet Morgan; Julian Morgans

		Cc

		Ben Smith

		Recipients

		Wyn.Mathews@swansea.gov.uk; Janet.Morgan@swansea.gov.uk; Julian.Morgans@swansea.gov.uk; Ben.Smith@swansea.gov.uk



Approved 



Adam 



Get Outlook for Android



  _____  


From: Julian Morgans <Julian.Morgans@swansea.gov.uk>
Sent: Monday, November 30, 2020 10:16:21 AM
To: Adam Hill <Adam.Hill@swansea.gov.uk>; Wyn Mathews <Wyn.Mathews@swansea.gov.uk>; Janet Morgan <Janet.Morgan@swansea.gov.uk>
Cc: Ben Smith <Ben.Smith@swansea.gov.uk>
Subject: DPR - request for approval 

 



Good Morning



 



Please find attached a DPR and JD relating to the appointment of a temporary deputy revenues manager for an 18 month period. The post has been evaluated as a grade 10.



 



The intention behind this is to provide much needed support to the revenues manager who has had to deal with an unprecedented influx of additional work due to the impact of covid 19 which is set to continue as we administer further grants for welsh government and deal with the ongoing impact of financial hardship in the area. In addition, we have purchased e-billing functionality from our software supplier but have not had the capacity to move forward on this and the deputy manager will also be responsible for the implementation of this project.



 



Funding is provided, in full, from the additional financial resource given to Ben Smith earlier this year to make various HR changes in Financial Services and the Service Centre.



 



Please can you give your approval for the DPR. Ben has provided his but has been copied in for reference.



 



Thank you



 



Julian Morgans



Pennaeth Refeniw a Budd-daliadau



Head of Revenues and Benefits 



( 01792 635872



* julian.morgans@abertawe.gov.uk



* julian.morgans@swansea.gov.uk



 



 



Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin â gohebiaeth Gymraeg a Saesneg i’r un safonau ac amserlenni. 
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.



 



 



Er mwyn cael gwybodaeth am sut yr ydym yn defnyddio’ch data personol, ewch i www.abertawe.gov.uk/GwybodaethBersonolRefeniwaBudd-daliadau



For information about how we use your personal data, please visit www.swansea.gov.uk/RevsandBenspersonalinfo
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Head of Service and Chief Finance approval -Ben Smith Approval RE Deputy Revenues Manager.msg
Ben Smith Approval RE: Deputy Revenues Manager.docx

		From

		Ben Smith

		To

		Julian Morgans

		Recipients

		Julian.Morgans@swansea.gov.uk



approved



 



 



Regards



Ben



Ben Smith



Prif Swyddog Cyllid (Swyddog Adran 151)



Chief Finance Officer (S151 Officer)



( 01792 636409 | 07887 055344



* ben.smith@abertawe.gov.uk



* ben.smith@swansea.gov.uk



 



 



Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin â gohebiaeth Gymraeg a Saesneg i'r un safonau ac amserlenni.
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.



 



 







 



Clerc a Thrysorydd, Awdurdod Iechyd Porthladd Bae Abertawe



Clerk and Treasurer, Swansea Bay Port Health Authority



 



 



 



 



 



 



		



 



 



From: Julian Morgans <Julian.Morgans@swansea.gov.uk> 
Sent: 27 November 2020 15:59
To: Ben Smith <Ben.Smith@swansea.gov.uk>
Subject: Deputy Revenues Manager.docx



 



Ben



 



Please find attached a short DPR and JD relating to the temporary appointment of a deputy revenues and e-billing manager as discussed previously



 



Please can you give your approval before I approach the other parties



 



Thanks 



 



 



Julian Morgans



Pennaeth Refeniw a Budd-daliadau



Head of Revenues and Benefits 



( 01792 635872



* julian.morgans@abertawe.gov.uk



* julian.morgans@swansea.gov.uk



 



 



Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin â gohebiaeth Gymraeg a Saesneg i’r un safonau ac amserlenni. 
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.



 



 



Er mwyn cael gwybodaeth am sut yr ydym yn defnyddio’ch data personol, ewch i www.abertawe.gov.uk/GwybodaethBersonolRefeniwaBudd-daliadau



For information about how we use your personal data, please visit www.swansea.gov.uk/RevsandBenspersonalinfo
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Janet Morgan -Finance Approval RE DPR - request for approval.msg
Finance Approval RE: DPR - request for approval

		From

		Janet Morgan

		To

		Julian Morgans; Adam Hill; Wyn Mathews

		Cc

		Ben Smith

		Recipients

		Julian.Morgans@swansea.gov.uk; Adam.Hill@swansea.gov.uk; Wyn.Mathews@swansea.gov.uk; Ben.Smith@swansea.gov.uk



Approved – fully funded from additional £250k budget.



 



Many Thanks,



Janet



 



Janet Morgan



Prif Bartner Cyllid Lleoedd & Corfforaethol



Principal Finance Partner Place & Corporate



Adran Cyfrifeg/Accountancy Section



 



( 07583 066481



* janet.morgan@abertawe.gov.uk



* janet.morgan@swansea.gov.uk



 



Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin â gohebiaeth Gymraeg a Saesneg i'r un safonau ac amserlenni.



We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales



CONFIDENTIALITY AND DISCLAIMER NOTICE This message and any attachments are confidential and may be legally privileged or otherwise protected from disclosure. If you are not the intended recipient please telephone or email the sender and delete this message and any attachments from your system. If you are not the
intended recipient you must not copy this message and attachments, or disclose the contents to any other person.



HYSBYSIAD CYFRINACHEDD AC YMWRTHODIAD Mae’r neges hon ac unrhyw atodiadau yn gyfrinachol a gallant fod yn gyfreithiol-freintiedig neu wedi eu hamddiffyn rhag datgeliad fel arall. Os nad y chi yw’r derbynnydd bwriadedig ffoniwch neu e-bostiwch yr anfonwr os gwelwch yn dda a dilëwch y neges hon ac unrhyw atodiadau o’ch system. Os nad y chi yw’r derbynnydd bwriadedig ni chewch chi gopïo’r neges hon a’r atodiadau, na datgelu’r cynnwys i unrhyw un arall.



 



From: Julian Morgans <Julian.Morgans@swansea.gov.uk> 
Sent: 30 November 2020 10:16
To: Adam Hill <Adam.Hill@swansea.gov.uk>; Wyn Mathews <Wyn.Mathews@swansea.gov.uk>; Janet Morgan <Janet.Morgan@swansea.gov.uk>
Cc: Ben Smith <Ben.Smith@swansea.gov.uk>
Subject: DPR - request for approval



 



Good Morning



 



Please find attached a DPR and JD relating to the appointment of a temporary deputy revenues manager for an 18 month period. The post has been evaluated as a grade 10.



 



The intention behind this is to provide much needed support to the revenues manager who has had to deal with an unprecedented influx of additional work due to the impact of covid 19 which is set to continue as we administer further grants for welsh government and deal with the ongoing impact of financial hardship in the area. In addition, we have purchased e-billing functionality from our software supplier but have not had the capacity to move forward on this and the deputy manager will also be responsible for the implementation of this project.



 



Funding is provided, in full, from the additional financial resource given to Ben Smith earlier this year to make various HR changes in Financial Services and the Service Centre.



 



Please can you give your approval for the DPR. Ben has provided his but has been copied in for reference.



 



Thank you



 



Julian Morgans



Pennaeth Refeniw a Budd-daliadau



Head of Revenues and Benefits 



( 01792 635872



* julian.morgans@abertawe.gov.uk



* julian.morgans@swansea.gov.uk



 



 



Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin â gohebiaeth Gymraeg a Saesneg i’r un safonau ac amserlenni. 
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.



 



 



Er mwyn cael gwybodaeth am sut yr ydym yn defnyddio’ch data personol, ewch i www.abertawe.gov.uk/GwybodaethBersonolRefeniwaBudd-daliadau



For information about how we use your personal data, please visit www.swansea.gov.uk/RevsandBenspersonalinfo
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Change Plan – Temporary Deputy Revenues Officer – E billing   


Created by Sarah Measday 


Date 1st Feb 2020 


Version Version 1 


 


Vision and Objectives 


Creation of, and appointment to a temporary Deputy Revenues Officer.  
 
The reason for the request is clearly outlined in the DPR provided but briefly :- 


1. The benefits section has recently purchased “e-billing” technology form the 
current software supplier. The implementation of this has been delayed due 
to covid but the project now needs to commence its implementation without 
further delays. 


2. In order to facilitate this requirement it has been recognised that a 
Revenues Managers needs to be put in place to manage and Lead on the 
specific process of the e-billing implementation. 


3. It has been agreed that this should be for a temporary 18 month period with 
a review in place at the end of the period in case of further delays caused 
by the pandemic. 


 


Activities to achieve objectives (attach Gantt chart) 


1. Update JD and process through Job Evaluation if needed. 
2. Create the new post on the structure. 
3. Ring fencing the post to current area for recruitment to the post. If not 


appointed to the Advertising process will commence. 
4. Appointment paperwork to be issued to successful candidate. 
5. Employment in role commenced.  


 


Business case (evidence-based - include data, benefits of change, gap analysis – 
difference between current and future states, issues and risks) 


Business case is attached in the form of Delegated Powers Report (DPR) as EV1 
of portfolio. 
 
 
 


People affected (stakeholders – employees, particular employees, customers, 
shareholders) 


1. Current Revenues Manager 
2. Person appointed to New Post. (any backfill arrangement if post is ring 


fenced and appointed to internally) 
3.  Direct Reports of current Revenues Manager as there maybe a change of 


line manager. Also direct reports of the person appointed to the new post as 
they may have a new manager put in place. 


4. Any employees of the revenues department who may need training on e-
billing once it has been implemented. 


5. Customers – General public who will use the new e-billing process. 
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Scope of change (eg one site, one product group) 


This change largely only affects the Revenues and Benefits Team in the 
Implementation of the e-billing process. It does also however have implication for 
external customers once the e-billing process is up and running as they will have a 
new way of receiving and paying bills which come directly from the council. 
 
There could be further implications for other areas who us billing processes 
currently as they may look to use similar systems if this one is successful. 
 


Roles (project manager, sponsor, team members) 


The line manager effectively will manage the direct implementation of the new post 
into the revenues team and oversees the correct paperwork with advice for HR 
team. 
Workforce Team will manager and implement any changes to structure and 
issuing of paperwork to new recruits etc 
 


Communication strategy (attach communication plan, list of change champions) 


The Communication of this change comes from the Management team to the 
Revenues team direct. Once the E-billing process is up and running then there will 
need to be further communication to customers. This will be initiated by the 
Revenues Team Manager at th appropriate time. 
 


Support to be offered (advice, counselling, coaching, mentoring, representation, 
training - attach, for example, a training plan) 


None at present 
 


Timings and milestones (see Gantt chart) 


I have attached a Gantt Chart which shows the process timing from manager 
writing report to implementation and post set up. The set up and implementation of  
e-billing process itself is not included as such on this plan as this will be over the 
following 18 month period. It is not expected that it will be implemented 
immediately and this is largely due to the Pandemic. 
 


Resources required, including cost (equipment, time, people, materials, guidance) 


The implementation of this new post has been fully supported. 
Financial cost are included on the DPR and also the e-billing package has already 
been purchased. 
 


Monitoring activities 


The implementation of the post into the section will be monitored directly by the 
Revenues Manager.  
 


Approval’s for the above Change Plan 


Line Manager Signature:-  
 
Printed Name:-  Christine Thomas                        Date:- 2nd Feb 2020 
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Gantt Chart  
 


 14th Nov   Mon 30th 
Nov  


14th Dec  18th Dec  20th Dec  21st Dec  


DPR / 
Business Case 
/ Report written  


       


Circulated for 
approvals 
/approvals 
given 


       


Job 
Description 
submitted to 
Job Evaluation 
Panel 


       


Ring Fenced 
Post 
advertised 
within 
department, 
interviews and 
post offered   


       


Information 
Submitted to 
Workforce 
Transactional 
included 
successful 
candidate  


   DPR 
received  


JD and 
JE 
requested 
form 
manager 


New position form sent to 
Data team  
Position created and 
confirmed on system and 
hierarchy 


Appointment paperwork 
sent to employee – 
manager copied in.  
Employee placed into new 
post .  
Payroll notified.  
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Job Description 
 


Directorate:  Resources 


Service Area & Section: Resources  / Revenues and Benefits 


Unit Manager: Revenues and Benefits Manager 


Post Title: Deputy Revenues and e-billing Implementation Manager 


Job Family & Role Profile: RT 


Post No: RE.68545 Grade 10 


 


Summary of Role 


Reporting to: Principal Revenues Officer 


Purpose of the Post: 
 
 
 
 
 
 


1. To assist the Principal Revenues Officer with the management of 
Council Tax collection teams, Business Rates Teams, Benefits and 
SCIFT Debt recovery Team and the Revenues and Benefits 
Control Team. 


 
2. To assist the Principal Revenues Officer with development of 


policies and procedures to ensure the effective and efficient 
management of Revenues work in the Revenues and Benefits 
Section. 


 
3. To assist the Principal Revenues Officer with ensuring Performance 


Indicators Performance Standards and Targets are met. 
 


4. To lead the implementation of the Citizen’s Access to Revenues 
Services (Council Tax e-billing etc) project for Swansea as project 
manager. 


 


The post holder is 
responsible for the 
following: 
 
 
 
 
 


 


1. Responsible, to the Principal Revenues Officer for assisting with 
the effective management of the Council Tax, Business Rates, 
Benefits Debt Recovery and Control Teams by achieving high 
performance standards and ensuring high levels of customer 
satisfaction. 


 


2. Assist with the implementation and re-enforcement of individual 
and team performance targets. 


 


3. To represent the service at meetings with internal departments, 
external stake-holders and other organisations as required. 


 


4. Assist with preparing responses to requests made under the 
Freedom of Information Act. 


 



http://www.swansea.gov.uk/
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5. Resolve and respond to complex complaints, liaising with the 
corporate complaints team where appropriate. 


 


6. Deal with enquiries from MPs, MSs, and elected members in 
relation to Revenues matters. 


 


7. Provide advice, guidance and support to team managers, team 
leaders and other staff as required. 


 
 


8. Design forms, leaflets and letter templates as required ensuring 
compliance with the requirements of the Welsh Language 
Standards at all times. 


 


9. Attend meetings, software user groups, including professional 
meetings and courses as required. 


 


10. Deputise for the Principal Revenues Officer as and when required. 
 


11. To work reasonable additional hours in excess of the normal 
working week as requested by the Revenues and Benefits 
Manager. 


 


12. The post-holder will be a car user and will be required to use their 
own transport when necessary. 


 


13. To undertake other duties commensurate with the grade as 
reasonably required by the Revenues and Benefits Manager. 
 


 
Citizens Access to Revenues Services Project 
 


14. To take the role of Project Manager for the implementation of the 
Northgate Citizens Access to Revenues Services project to deliver 
full on-line access to the accounts of Approximately 120,000 
Swansea taxpayers.  
  


15. To liaise with senior internal IT officers and the Revenues and 
Benefits Control team as required and to manage their joint 
working with project officers from the Revenues and Benefits 
Service’s software providers (Northgate) to ensure the required 
outcomes are achieved within the allotted timescale. 
 


16. To review all current office processes and determine where they 
need to be changed to integrate fully with the new functionality. To 
develop new processes as required. 
 


17. To prepare and deliver any necessary training material to 
Revenues and Benefits staff and other involved parties in particular 
to ensure staff are able to deal with all public enquiries relating to 
Council Tax premiums.. 
 


18. To prepare and issue any necessary communications and media 
material required as part of the project to ensure that take up of the 
online functionality is maximised across Swansea. To work closely 
with the Council’s Media, Web and Welsh Translation teams as 
part of that process. 
 


19. To prepare statistical reports to evidence the progress of the 
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project and the levels of take up by Swansea taxpayers. 
 


20. To ensure on an ongoing basis that procedures and systems are in 
place to ensure continued and increased take up of electronic 
services as part of ‘business as usual’ once the initial 
implementation of the online functionality has been completed. 
  


21. To have a good knowledge and understanding of any legislation 
related to this project (e.g. Data protection, Electronic 
Communications or Revenues legislation) and ensure that the 
requirements of that legislation is taken into account in the 
implementation and set up of processes. 
 


22. To work with members and staff to respond to any queries raised 
in respect of the online functionality.  
 


23. To implement a planned series of media events to publicise the 
new functionality that is available to taxpayers to encourage take 
up of the new facilities. All events and material issued to comply 
with the Welsh Language standards. 


 


Job Working 
Circumstances 
 
The post holder will be  
 


1. Mainly office based, some contact with the public to promote take 
up of new functionality is anticipated. Considerable use of a 
computer 


2. Will occasionally be required to travel to other locations both within 
and outside the boundary of the City & County of Swansea for 
example to attend meetings with clients, their representatives or 
professional meetings/courses. 


3. To work reasonable additional hours in excess of the working 
week as requested by the Head of Service. 


4. To undertake such other duties and responsibilities as may arise 
commensurate with this role. 


 


 
 


Person Specification 
 


Directorate:  Resources 


Service Area & Section: Resources  / Revenues and Benefits 


Unit Manager: Revenues and Benefits Manager 


Post Title: Deputy Revenues and e-billing Implementation Manager 


Job Family & Role Profile: RT 


Post No: RE.68545 Grade 10 


 


Role Criteria No.1 Education, Qualifications & Training 


Essential Candidates should have very good standard of education and extensive 
experience in a Revenues and Benefits Environment related to the 
duties of this post. 
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Desirable Would be a fully qualified IRRV practitioner with full IRRV (Hons) 
membership 


Evidence All certificates to be provided at interview for validation. 


Role Criteria No.2 Skills /Technical / Professional Competence 


Essential 1. Have a good knowledge of Council Tax and Business Rates. 
2. The ability to interpret and apply complex legislation and case law. 
3. Good project management skills 


4. Excellent communications skills 
Desirable  


Evidence At interview, then in post 


Role Criteria No.3 Experience 


Essential 1. A considerable number of years’ experience of working and managing in a 
Revenues and benefits Service. 


2. Experience of using a range of software packages including Northgate 
Revenues and Benefits and Civica Document Imaging Processing System 


3. Previous project management experience 


  


Evidence At interview, then in post 


Role Criteria No.4 Competencies & Abilities 


Essential 
1. Demonstrate the ability to interpret and apply complex legislation, 


case law and guidance 
2. Have exceptional customer service skills and a pleasant, patient 


and confident manner 
3. Have excellent communication and presentational skills 
4. The ability to forge and maintain constructive relationships with 


other departments, work colleagues and staff from outside 
agencies and organisations 


5. Demonstrate the ability to manage a multi-skilled team and 
possess excellent performance management skills 


6. Possess strong leadership skills and have the ability to work and 
lead on a variety of issues at any one time 


7. The ability to organise, control and allocate large volumes of work 
effectively, working to demanding targets and timescales across 
various channels 


8. The ability to respond positively to change and deal effectively 
with pressure as it arises 


9. The ability to lead and work as part of a team 
10. An ability to stimulate positive thinking and work creatively. 
11. The to respond positively to implement and manage frequent 


changes for example to software, procedure or organisational 
change 


12. Possess high levels of verbal and written skills 
13. Possess good time management skills 
14. Show an appreciation of the problems experienced by customers 


and have the ability to promote a caring customer service and a 
commitment to combating poverty 


15. Show an appreciation of Data Protection principles, in particular 
non-disclosure of personal details and the collection and retention 
of data 


16. Have a good understanding of and commitment to the Council’s 
Anti-Fraud and Corruption Policy and the Benefit Section’s Anti-
Fraud Policy and Strategy and demonstrate a keen awareness of 
the need to protect public funds and in particular fraud measures 
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17. Have the ability to use several computer systems simultaneously 
and accurately at speed 


 


Desirable  


Evidence At interview, then in post 


Role Criteria No.5 Commitment to Equal Opportunities 


Essential Candidates will demonstrate that all activities are undertaken in 
accordance with the Equalities Act 2010 and Swansea Council’s Equal 
Opportunities Policy and Procedures. 
All employees and managers must be aware of the Equality Act so that it 
is considered in their work, where relevant, to ensure compliance with 
legislation. 


Desirable  


Evidence At interview, then in post 


Role Criteria No.6 Current Driving Licence 


Essential Use of own car: 
Should the post holder have a disability and/or be unable to drive, then 
they may seek alternative means of transport/assistance, which must be 
an effective and cost effective method of travelling 


Desirable  


Evidence Evidence the post holder is appropriately insured for business purposes 
to be provided annually 


Role Criteria No. 7 Compulsory Requirements for Introducing Change and New 
Ways of Working 


Essential 1. Demonstrate commitment to the Council’s new ways of working, 
providing a positive and supportive environment that initiates and 
enables innovative and sustainable working practices that deliver high 
quality services for our citizens.  


2. Embrace change through actively and flexibly participating in and 
adapting to new ways of working with our citizens, as agreed through 
formal consultation with Trades Unions and HR Policies and 
procedures 


Desirable  


Evidence At interview, then in post 


Role Criteria No. 8 Other Requirement  


Essential  


Desirable  


Evidence  


 


Health 
Surveillance and 
Monitoring: 


This post will require the post holder to take part in health surveillance 
and monitoring procedures. 


 


Safeguarding: The Authority is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share 
this commitment. 


 


Welsh Language 


The Authority is committed to delivering an equally high quality service in Welsh and English and 
will support staff in providing this. 


Assessment of Posts 
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All posts have to be assessed in respect of the Welsh Language requirements.  The evidence of 
which has to be retained and available for (a) audit trail and (b) inclusion in annual report figures. 


Requirements for this post 
(See attached Welsh Language Skills Assessment) 


Understanding Level: 0 Speaking Level: 0 


Reading Level: 0 Writing Level: 0 


Based on the above, requirement for this post is as follows: 


Essential  Desirable  


To be learned  Not required X 


 


Disclosure and 
Barring Service 
(DBS): 
 


This post requires the postholder to have the level of DBS 
disclosure as indicated below: 


Standard DBS 
Disclosure 
Application 


Enhanced DBS 
Disclosure 
Application 


No DBS Disclosure 
Application 


  X 


 


Review/ 
Right to vary: 
 


This Person Specification is as currently applies and will be reviewed 
regularly according to the Employee Performance Management Review 
Policy and the Performance Development Review and Appraisal process. 
The Job and Person Specification may be subject to other Variance within 
the remit of the Role Profile. 


Sign off 


Line Manager:  Date:  


Post Holder:  Date:  
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Welsh Language Skills Framework 
 


Level 0 


No Welsh language requirement identified for the post – but all recruits should be aware of the corporate requirements of the Welsh language standards 
and completion of the Welsh language awareness course is advised.  


Understanding Speaking Reading Writing 


 No Welsh language requirement 
identified 


 No Welsh language 
requirement identified 


 No Welsh language 
requirement identified 


 No Welsh language requirement 
identified 


Level 1 


Can understand basic everyday phrases if the speaker talks slowly and clearly and is willing to help.  Can introduce yourself and others and can ask 
and answer questions regarding basic information, e.g. Where someone lives; what they like doing.  Can pass on a simple message or make a 
straightforward request, e.g. via e-mail. 


Understanding Speaking Reading Writing 


 Can understand simple personal 
information details; e.g. where 
someone lives, his/her name, 
who the person wishes to see 


 


 Can pronounce place names 
and personal names correctly. 


 Can greet individuals face to 
face or over the telephone 


 Can open and close a 
conversation or open and close 
a meeting. 


 Can read short sentence, e.g. 
basic signs, simple instructions, 
agenda items, simple 
information on forms 


 


 Can open and close an e-mail or 
letter  


 Can write personal names, place 
names, job titles 


 Can write a simple message to a 
colleague on paper or e-email, 
e.g. such and such has called. 


Level 2 


Can understand sentences when people talk about everyday situations, e.g. simple personal and family information.  Can hold a basic conversation 
with someone to obtain or exchange straightforward information, e.g. discuss how a person is feeling; something which has happened; simple plan for 
the future.  Can write and read messages in letters or e-mails describing familiar issues and written in short sentences. 


Understanding Speaking Reading Writing 


 Can understand when people 
speak slowly about everyday 
situations, e.g. providing 
personal information, talking 
about what they have been 
doing, what they would like to 
do, how they feel in general 


 Can understand when people 
ask you do something 


 


 Can communicate simple 
information or ask common 
questions, e.g. to acquire 
information from an individual 


 Can use Welsh to get to and 
emphasise with the individual 
but not able to conduct the 
entire conversation or session in 
Welsh 


 Can hold a short conversation 
with an individual or exchange 


 Can read short message and 
certain letters or e-mails, e.g. 
Those which make a request or 
ask you to pass on a message 


 


 Can write a short message to a 
colleague asking a question, 
thanking her/him, explaining 
something, e.g. time and place of 
a meeting 


 Can write a short letter or e-mail 
to arrange an appointment 
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relatively straightforward 
information 


 Can contribute to a meeting, but 
need to revert to English for 
specialist terms. 


Level 3 


Can understand the main points when an individual or colleague is talking about familiar subjects, e.g. during a conversation or small group meeting.  
Can hold extended conversations with fluent speakers about familiar subjects involving everyday work.  Can describe experiences and events and 
provide concise explanations and reasons for opinions and plans.  Can read articles, letters or e-mails about general subjects.  Can write letters or e-
mails about most subjects, e.g. requesting something; providing information; inviting somebody or organising an event. 


Understanding Speaking Reading Writing 


 Can understand individuals and 
colleagues when exchanging 
information or discussing plans, 
if the subject is familiar. 


 Can understand a discussion at 
a meeting if the subject is 
familiar. 


 Can understand individuals and 
colleagues in a familiar situation 
or in everyday conversation. 


 


 Can take part in most 
conversations with colleagues 
about work and plans if the 
vocabulary is not to technical. 


 Can hold a conversation with an 
individual or exchanging 
relatively straightforward 
information. 


 Can contribute to a meeting but 
need to revert to English for 
specialist terms. 


 Can adapt the style of language 
to suit the audience. 


 Can understand most e-mail 
messages or letters concerning 
day to day work. 


 Can guess the meaning of a 
word based on context if the 
subject is familiar. 


 Can read a simple, 
straightforward article in a 
newspaper or magazine types of 
written material. 


 


 Can write a letter or e-mail to an 
individual, or colleague about 
most topics in order to request 
something; provide an 
explanation; describe an 
experience or situation; invite 
people or organise an event. 


 Can write relatively accurately 
when drafting a short information 
leaflet or information Welsh as 
required. 


Level 4 


Can usually follow most conversations or discussions, even on unfamiliar topics, unless the speaker has a strong or unfamiliar accent.  Can talk 
confidently with fluent speakers about familiar subjects relating to work, and an express an opinion, take part in discussion, and talk extensively about 
general topics, e.g. In meetings or one-to-one situations with individuals.  Can understand most correspondence, newspaper articles and reports 
intended for fluent speakers with the aid of a dictionary and can scan long texts to find details.  Can complete forms and write reports relating to work 
and respond accurately. 


Understanding Speaking Reading Writing 


 Can follow most conversations 
and discussions with individuals 
or colleagues even if the subject 
matter is unfamiliar. 


 Can contribute effectively to 
internal and external meetings in 
a work context. 


 Can read most correspondence 
and scan long texts to find 
details. 


 Can produce correspondence of 
all types, short reports, 
documents and literature with 
support of an editor or electronic 
aid. 
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 Can understand differences in 
register and dialect. 


 


 Can converse comfortably with 
individuals and exchange 
information as required. 


 Can argue for and against a 
specific case. 


 Can chair meetings and answer 
questions from the chair 
confidently. 


 Can understand most 
newspaper articles and reports 
with the aid of a dictionary. 


 Can understand novels and 
other texts, unless written in a 
very formal or colloquial form. 


 


Level 5 


Can understand everything that is being said. Can talk extensively about complex issues, presenting difficult information and can facilitate and 
summarise extended or complex discussions.  Can summarise information from different sources (orally and in writing) and present it in a coherent 
way.  Can express themselves spontaneously, fluently and in details, adapting the language to suit the audience. 


Understanding Speaking Reading Writing 


 Can follow all conversations and 
discussions with individuals or 
colleagues. 


 Can understand the ambiguity 
and nuance of language. 


 


 Can express yourself fully in 
detail, even when discussing 
complex issues. 


 Can adapt the style and register 
of your language to suit the 
audience. 


 Can read and understand almost 
all written texts without difficulty, 
referring to a dictionary 
occasionally. 


 Can read long texts to find 
relevant details and can 
understand most types of written 
material. 


 Can write reports in a clear style 
appropriate to the reader with the 
support of electronic language 
aids. 


 Can write formal or informal 
Welsh as required. 


 Can write a range of documents 
accurately and with confidence. 
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Disclosure and Barring Service (DBS) 
Disclosure Checks 


 


The DBS was established under Part V of the Police Act 1997 and was launched in 
March 2002. 
 


The DBS enables organisations in the public, private and voluntary sectors to make 
safer recruitment decisions by identifying candidates who may be unsuitable for 
certain work, especially that involve children or vulnerable adults.   
 
The DBS can issue 5 levels of Disclosure Certificates, depending on the position 
applied for, namely Standard, Enhanced, Enhanced with ISA check (children), 
Enhanced with ISA check (adults) and Enhanced with ISA check (children and adults) 
 
Prospective applicants should be aware that before any offer of appointment is 
confirmed the successful candidate will be required to complete an online application 
form for the appropriate level of disclosure.  Proof of the successful candidate’s 
identity will also be required in the form of the following: Passport, Driving Licence, 
Birth Certificate and Utility Bills. 
 
The Authority actively promotes equality of opportunity for all existing employees and 
prospective applicants.  Candidates are selected on the basis of skill, qualifications 
and experience, and their match against the Person Specification.  A criminal record 
will not necessarily bar applicants from working with the Authority.  It will depend on 
the nature of the position and the circumstances and background of the offence. 
 
The Authority has a written Policy on the Recruitment of Ex-offenders, which complies 
with the DBS Code of Practice, and undertakes to treat all applicants fairly. 
 
The following information is available from the Employee Services Helpdesk, Room 
323, The Guildhall, SWANSEA SA1 4PE; Telephone 01792 636098, email 
employee.serviceshelpdesk@swansea.gov.uk. 
 


 DBS’s Code of Practice; 
 Authority’s Policy on the Security of Confidential Disclosure information; 
 Information on the Rehabilitation of Offenders Act 1974 


 
Further information about the Disclosure Scheme is available at 
www.homeoffice.gov.uk/agencies-public-bodies/dbs/. 
 
 



mailto:employee.serviceshelpdesk@swansea.gov.uk

http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/





 


 


 


 
 


Corporate Plan 2017 - 2022 
 


Delivering a successful and sustainable Swansea 
 
 
Our ambitions and commitments to residents – our well-being objectives  
 


We have prioritised five well-being objectives. These are:   
 


 Safeguarding people from harm  
 Improving education and skills  
 Transforming our economy and infrastructure  
 Tackling poverty  
 Transformation and future council development  


 
 


Our Values 
 


Our plans will be built on three clear values which will guide the way that we work, how we 
develop as an organisation and our decision making through the years ahead. 
 


 People Focus 
 We will focus on community needs and outcomes and on improving the lives 


of the people who live and work in Swansea. We will also respect, value and 
support our employees and demonstrate the highest standards of integrity. 


 
 Working Together 
 We will promote a whole partnership approach, working across services to 


maximise resources and knowledge and joining forces with others outside the 
Council to ensure we prioritise our resources and get the best for our 
communities. 


 
 Innovation 
 We will promote and support a culture of innovation. We will think and work 


differently to improve our ability to deliver and to meet the financial, 
demographic and societal challenges we face. We will share learning across 
the Council, as part of our Innovation Programme. 
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PAY & GRADING 
 


 JOB FAMILIES ALLOCATION INFORMATION 
 


 


POST/POSITION MATRIX 


Job Title: Deputy Revenues Manager & Ebilling 


Post Number (if known):  


Directorate: Resources 


Service Area: Finance 


Section: Revenues & Benefits 


Requesting Manager: Julian Morgans 


Date: 14.11.20 


SKILLS MATRIX 


Knowledge Blue Column 6 Rose Row 6 Factor Level 6 


Impact Blue Column 4 Rose Row 5 Factor Level 7 


Relationship Blue Column 5 Rose Row 6 Factor Level 8 


Advising Blue Column 5 Rose Row 7 Factor Level 7 


JOB WORKING CIRCUMSTANCES (JWC) 


Physical Effort 1 


Physical Dexterity 2 


Working Conditions 1 


Health & Safety Context 1 


Emotional Context 1 


ALLOCATION DETAILS 


Job Family RT 


Role Profile 60 


Type (A/S/D) S 


Indicator Green 


Family/Role Profile Points 622 


JWC Points 23 


Total Points 645 


“Grading“ Points (Total points minus 20) 625 


Grade and spinal column point range Grade 10 
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POSITION INFORMATION 
    


 To be used for the creation of all new permanent and temporary positions   


         


         


Start date of position 
 21st Dec 
2020  Position Number and Title 


RE.68545 – Deputy Revenues 
and E-billing Manager 


         


End date of position (if 
temporary)    Grade-  Grade 10   


         


                  


         


Position Status        


Please highlight the selection   Supervisor  Y/N    


    Politically Restricted Y/N    


A B C  Career Grade  Y/N    


Permanent Full-Time 


Centrally 
Funded 
(Schools 


Only)       


Temporary  


Part Time 
(please state 


hours) 
Externally 
Funded 


 


Any special requirements relevant to the 
position e.g. Welsh Speaking, Car Driver, 
relevant qualifications/training, please 
specify:   


Supply Job Share 


      







Relief Seasonal        


    CCS Non School      


Does this post have Purchaser/Approver rights? Y/N School - Associated       


    Teacher      


                


         


         


Directorate Resources       


    Supervisor Name  Julian Morgans    


Service Unit 
Financial Services & Service 
Centre       


         


Section Revs & Benefits  Supervisor Pay No 065746   


         


Org Name        


    Supervisor Post No RE.68354   


Location  Civic       


         


                  


         


Authorised by Sarah Measday  Position 
 Workforce ARC 
Officer     


         


Name  Sarah Measday  Date  20.12.2020     


         


                  


         


         


         







         


PLEASE ENSURE PAY AND GRADING AND WELSH LANGUAGE LEVELS ARE 
COMPLETED BEFORE SUBMITTING FORM   


         


         


PAY AND GRADING 
ALLOCATION 


 


WELSH LANGUAGE LEVELS 


   


Knowledge 6  Please state levels (1-5)      


Impact 7  Welsh Language Speaking  0    


Relationship 8  Welsh Language Written  0    


Advising 7  Welsh Language Reading  0    


Effort 1  Welsh Language Understanding  0    


Dexterity 2 


 


Criteria 
(Essential/Desirable/Must be 
Learnt and N/A 


 Not 
required    


Conditions 1        


H&S 1  Agile YES/NO     


Emotions 1        


Job Family RT      


Role Profile 60        


Type S        


Indicator G        


Family Points 622        


JWC Points 23        


Total Points 645        







JFA Excluded         


         


Analytics Team Only  


   


New Position Created   


Entered Hierachy   


JE Updated   


Welsh Language Updated   


Agile Updated   


   


Sign    
Date    
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Service Centre  -  Workforce Team 


The Guildhall, Swansea, SA1 4PE 


www.swansea.gov.uk 


Please ask for: 


Direct Line: 


E-Mail: 


Our Ref: 


Your Ref: 


Date: 


 


                     To receive this information in alternative format, or in Welsh please contact the above. 
                I dderbyn yr wybodaeth hon mewn fformat arall neu yn Gymraeg, cysylltwch â’r person uchod. 


Dear Paula, 


 
APPOINTMENT OF: DEPUTY REVENUES AND E-BILLING MANAGER 
DIRECTORATE:    Resources 
POST NO:     RE.68545 
 
I am pleased to confirm our offer of appointment to the above post with effect from 21st 
December 2020 and I can confirm this post is temporary until 20th June 2022. 
 
In the meantime, I would inform you that the appointment will be on the terms and 
conditions of Swansea Council as outlined in the attached Schedule of your Main Terms 
and Conditions.  Your other Terms and Conditions will be covered by the NJC for Local 
Authorities’ Conditions of Service. 
 
The Salary Grade for this post is Grade 10, SCP 35 to 39 and you will be placed on SCP 35 
when you commence your duties.  
 
I would be grateful if you could confirm your acceptance of this post by completing and 
returning the following enclosed forms:- 
 
1. One copy of the Schedule of the Main Terms and Conditions 
2.    One copy of the Job Description and Person Specification 


 
 
May I take this opportunity of congratulating you on this appointment and to wish you every 
success in your future career. 
 
 
 
 
 
 
 
 


Sarah Measday 


 


Sarah.measday@swansea.gov.uk 


SCW SNM 


 


21st Dec 2020 


Paula Lewis 



mailto:Sarah.measday@swansea.gov.uk





 
Internal Appointment Letter.V2 


Should you require any further information, please do not hesitate to contact me on the 
above telephone number. 
 
Yours sincerely, 


 
 
Sarah Measday 
Workforce ARC Officer 
Service Centre - Workforce 
 
ENCS 
 


 


Your Privacy 
Swansea Council is the data controller for the personal information you provide here.  
We will use the information we collect from this form, and from the supporting evidence 
you provide, to process your application for employment.  Should you be successful in 
your application, we will also use this information to fulfil certain legal obligations and 
administer any service or benefit that we are responsible for as part of your employment 
eg Statistical Information and Reporting.  If your role is eligible for a Disclosure and 
Barring check, all information contained within the online DBS system will be provided to 
Powys County Council and stored and processed by Kent County Council 
 
We may check information provided by you, or other information about you provided by 
a third party, against other information we hold.  We may also contact third parties to 
verify the accuracy of the information.  For example, we may contact your previous 
employer with specific questions about your employment with them.  We will only do this 
to prevent or detect fraud, as we are permitted to do by law.  
 
Data protection law describes the legal basis for our processing of your data as one 
based on the pursuit of our legitimate interests.  For further information about how 
Swansea Council uses your personal data, including your rights as a data subject, 
please see our corporate privacy statement at 
https://www.swansea.gov.uk/privacynotice on our website. 
 



https://www.swansea.gov.uk/privacynotice
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**ENTER EMPLOYEE NAME AND POSITION NUMBER**  Paula Lewis - Contract No DBS  


 
 
 
 
 
 


SCHEDULE OF THE MAIN TERMS AND CONDITIONS WHICH APPLY TO THE POST OF:  
RE.68545 – Deputy Revenues and E-billing Manager 


WITH SWANSEA COUNCIL 
 


1. This Agreement constitutes a written Contract of Employment for the purposes of the 
Employment Rights Act, 1996 and, other appropriate employment legislation. 


 
2. Your Contract of Employment consists of this statement of written particulars of 


employment, together with your original appointment documents.  The main terms of your 
Contract are those contained in the National Joint Council for Local Authorities, Local 
Terms and Conditions and Local Agreements made collectively with the appropriate 
recognised Trade Union.  The Local Terms and Conditions and Local Agreements are 
documented in the Swansea Council’s Staff Handbook.  Any changes to these Local 
Terms and Conditions and Local Agreements will be notified to you. 
 


3. Name of employer: Swansea Council. 
 
4. Name of employee: Paula Lewis 
 
5. Date of commencement of employment with Swansea Council as a Deputy Revenues 


and E-billing Manager within the Resources Directorate of the Authority: 21st 
December 2020 
 


6. Term of Employment 
 The term of employment shall commence on 20th December 2020 and is temporary 


until 20th June 2022 when the situation will be reviewed. 
    


If you require a Work Permit, the Authority will need confirmation from the UK Border 
Agency that you are able to live and work in the UK.   It is your responsibility to ensure 
that you have a valid Work Permit. 
 


7. Continuous Employment 
Your period of continuous employment for statutory employment rights began on 06-JAN-
2003. 
 
However, if you have previous continuous service with an organisation covered by the 
Redundancy Payments (Local Government Modification) Orders, (which covers Local 
Authorities and related bodies or any other organisation from which you have been 
transferred via TUPE regulations) which is continuous to the employment with Swansea 
Council, then this will be included in calculating your entitlement to: a redundancy 
payment, sickness allowance, maternity leave and annual leave entitlement. 


 
8. Date on which this statement is given: 21 December 2020 
 
9. Job Title 


You are employed in the post of Deputy Revenues and E-billing Manager based within 
the Resources Directorate of the Authority.  
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10.  Place of Work 


You will normally work at the fixed centre of Civic Centre 
The main business address of Swansea Council is Civic Centre, Swansea, SA1 3SN.  
You may also be required to undertake any agile working arrangements i.e. hot desking 
etc adopted by the Authority.  You may also be asked to work from your home if service 
needs dictate.  Health and Safety Risk Assessments will be carried out as necessary. 
 


11. Hours of Work 
Your normal working week comprises of 37 hours, and meal breaks will not be paid.  
There may be occasions when you will be requested to be flexible and your line manager 
will ask you to work additional hours or be able to change working patterns / days in line 
with the needs of the Service, complying with the Working Time Regulations as in 
accordance with any rotas / working arrangements within your place of work.  Full 
consultation will be undertaken with you and your personal circumstances taken into 
consideration.  Your manager will be reasonable in making such requests and will seek to 
achieve this by mutual agreement.  The Council will seek to achieve a reasonable work 
life balance wherever possible. 
 
Examples of arrangements you may be asked to work include:  


 
 Weekends,  
 Unsocial Hours  
 Night Working  
 Shift Working,  
 Bank Holidays  
 Standby arrangements  
 Mornings / Evenings 
 
You may be requested to also work a reasonable amount of overtime on an ad-hoc basis 
at critical times to ensure that service delivery is maintained and specific project deadlines 
are achieved.  Any overtime will be paid in line with the Overtime Policy or Time off in lieu 
Policy.  In civil emergencies the Council will require you to participate in any role as 
deemed necessary and appropriate. 


 
12. Flexibility of duty 


Whilst your post and place of work are as described above, the Council may transfer you 
to any of its establishments within the geographical boundary of Swansea Council, at any 
other location or service area, to maximise the efficient and effective delivery of Council 
services and facilitate the Welsh Government’s objective of greater collaborative working 
between local authorities and across the public sector. 
 
If the Council needs to transfer you this will be subject to full consultation with you and 
your personal circumstances being taken fully into consideration, which will include: 
 your domestic and family circumstances 
 the nature of the work to be undertaken  
 your knowledge, skills, experience and qualifications  
 the alternative post being graded differently by no more, and no less, than one 


pay grade (pay protection will apply if the new post is graded lower) 
 the distance and travelling time of the move in terms of location  
 the hours of work  
 the business need for the move 
 the duration 
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 the timescale for the move  
 and the selection process if appropriate 
 
Swansea Council shall not be liable to provide you with travelling facilities or reimburse 
whole or part of any travel expenses which you may incur as a result of the transfer. 
 


13. Salary details, method of payment and calculation of hours 
Your current salary is £38,890 per annum on Spinal Column Point 35 within salary grade 
10, SCP 35-39. Your salary will increase within the scale by annual increments, (up to the 
maximum of the scale), however annual increments may be withheld if an employee is 
subject to the Council’s Capability Policy. It should be noted that officers with less than 6 
months’ service by 1st April shall be granted their first increment 6 months after their 
appointment, promotion or regrading. 
 
For part time staff, the annual salary is pro rata dependent upon the number of hours 
worked compared with the annual salary of a full time member of staff. 
 
Your annual salary is paid monthly on the 25th day of each month (or nearest working 
day before) by BACS system into your bank or building society account.  For each 
calendar month you will receive 1/12th of your annual salary.  
 
Your hourly rate for full time and part time employees is calculated as follows:- 
 


(Annual (salary/365 days) x 7 =  hourly rate 
                                                 37 hours 
 


14.  Probation 
All new appointments to Swansea Council  are subject to a six month period of probation 
during which there will be regular appraisals.  The Council may extend the six month 
probationary period where appropriate. 


 
Posts in Children’s Establishment and those covered by Warner are subject to a 
probationary period, which comprise of reports at the following intervals after 
appointment: 
 
 Three months 
 Six months 
 Nine months 
 Twelve months 
 
All Social Worker Staff must register and maintain their Care Council for Wales 
Registration.  







 


4 
**ENTER EMPLOYEE NAME AND POSITION NUMBER**  Paula Lewis - Contract No DBS  


 
15. Leave 


Every employee is entitled to paid annual leave. The amount of leave entitlement will 
depend on your length of unbroken service in Local Government. A summary of the 
annual leave entitlement is given below:- 


 


Continuous Local Government Service of: 


Up to 5 years 
 
 


24 days 


Over 5 years 
Up to 10 years 


 
29 days 


10 years & Over 
 
 


33 days 


 
If you are a part time employee, you are entitled to a pro rata entitlement, agreed with 
your Line Manager. 
 


16. Bank Holidays 
In addition to the annual leave set out above you are entitled to eight bank holidays plus 
one extra statutory day at Christmas.  If you are a part time employee, you will have a pro 
rata entitlement, agreed with your Line Manager. 
 
Certain Services have to be provided on Bank Holidays and if you work in such a service, 
you will be contractually required to work at these times and will be given a day in lieu and 
paid the relevant Single Enhanced Rate to compensate you.  Other employees may be 
required to work on a Bank holiday where necessary for the needs of the Service. 


 
17. Maternity Rights 


Rights of pregnant women to leave and pay are in accordance with the NJC. Agreement 
referred to in paragraph 2, and are detailed in the Swansea Council’s Maternity Policy.  
These rights are dependent on pregnant women complying with criteria and notification 
requirements.  The legislation and employment policies relevant to pregnancy, paternity 
leave and adoption leave are available in the Staff Handbook. 


 
18. Sickness 


Swansea Council operates a Management of Absence Policy and Management of 
Absence Administrative Procedure, which is available in the Staff Handbook or from your 
Line Manager.  Your entitlement to sickness allowance, as per Part 2 of the NJC Green 
Book is as follows:- 


 


During 1st year of service 1 month’s full pay and (after completing 4 months’ 
service) 2 months’ half pay 


During 2nd year of service 2 months’ full pay and 2 months’ half pay 


During 3rd year of service 4 months’ full pay, 4 months’ half pay 


During 4th & 5th year of service 5 months’ full pay, 5 months’ half pay 


After 5 years’ of service 6 months’ full pay, 6 months’ half pay 


 
Absence in respect of industrial disease, accident or assault arising out of or in the course 
of employment with the Council is entirely separate from absence in respect of normal 
sickness and shall not be set off against the other for the purpose of calculating 
entitlements under the scheme.  In line with the Management of Absence Policy the 
payment of occupational sick pay may be suspended in certain circumstances.  Please 
refer to the Management of Absence Policy and Absence Administrative Procedures for 
more information. 
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19. Pensions 


The pension arrangements for this post are administered by Swansea Council Pension 
Fund.  Employee contribution rates will be tiered, details of which can be found in the 
Employee Handbook. 
 
All payments which are considered pensionable are taken into account. Regular 
reassessments and re-bandings will take place to take into account, for example, pay 
awards, increments and promotions. 
 
The band ranges will be increased each April in line with the Pensions (Increase) Act 
1971, which is currently the Consumer Prices Index (CPI). The Regulations set out that 
the employer will be responsible for assessing each employee and setting their 
contribution rate. 
 
Employees will be allocated into contribution pay bands and all payments which are 
considered pensionable will be taken into account. 
 
The Council must enrol employees into the LGPS and you will become a member of the 
Pension Scheme automatically on appointment, provided you have a contract of at least 3 
months and are aged under 75 but have the right to opt out if you so wish. If your contract 
is for less than 3 months you will not be automatically brought into the Pension Scheme 
but you may elect to join if you wish. 
 
If you have transferred or have been promoted into this post, your pension arrangements 
remain unchanged. 


 
20. Notice 


Either party may terminate this Contract by giving notice in writing to that effect.  The 
minimum periods of notice to which you are entitled from the Council are: 


 


Period of Continuous Employment with the 
Swansea Council 


Minimum Notice Period 


Less than 6 months 
 
6 months up to 2 years 
 
2 years or more but less than 12 years 
 
 
 
 
12 years or more continuous employment with 
the Authority 


1 week 
 
4 weeks 
 
1 week for each completed year of 
continuous employment with the 
Authority (with a minimum of 4 weeks 
notice). 
 
12 weeks 


The minimum periods of notice of termination of your employment which you are required 
to give to the Council are: 


 


Post to the Council Notice Period 


Post in Grades 1 to Grade 8 (Spinal Column 
Points 1 - 29) 
 
Posts in Grade 9 and above (spinal Column 
Points 30 and above) 


1 month 
 
 


2 months 
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An earlier departure date can be mutually agreed between the employee, line manager 
and Human Resources & Organisational Development.  In certain circumstances the 
Council may require you to not attend work during your notice period and you will still 
receive pay during this period. There may also be circumstances where the Council will 
not require you to work your notice period and instead you will receive pay in lieu of 
notice. 


 
21. Deduction from Salary 


Where an overpayment of salary, wages, or any other form of expense is made, the 
Council will reclaim the overpayment via a deduction from salary.  It is the right of the 
Council to reclaim any overpayment at a reasonable rate. 
 
Where you have exceeded your annual leave entitlement or permitted flexi time 
allowance, the Council may reclaim this overpayment from you via a deduction from 
salary. 


 
If you are on the flexi time system and you exceed your agreed number of debit hours 
Swansea Council may deduct the excess from your salary.  Likewise if you are on the 
flexi time system any hours in debit at the effective date of termination will be deducted 
from your final salary.  This principle will also apply should you have overtaken your 
annual leave entitlement and wish to leave Swansea Council’s employ, and a deduction 
equivalent to the excess will be deducted from your final salary.  Deductions from salary 
may take place if you:  


 
 Fail to attend work through an impediment, avoidable or otherwise such as 


imprisonment or imposition of bail conditions 
 Fail to attend an arranged medical appointment with the Occupational Health 


Advisers  
 If you fail to attend a medical appointment, without good reason, a deduction 


will be taken from your salary. This amount will be reviewed annually  
 Any training / course fees paid by the Council for your benefit and fail to 


complete the course without good reason or leave the Council within two years 
of completing the training / course. 


 
The above list is not exclusive or exhaustive 


 


Swansea Council  also reserves the right to require you to repay to Swansea Council  
either by deduction from salary or any other method: 


 
 Losses sustained in relation to the property or monies of the Council, client, 


customer, visitor or other employee of the Council during the course of your 
employment and which were caused through breach of the Council’s rules or 
any dishonesty on your part; 


 Any amounts of remuneration, expenses or any other payments (statutory, 
discretionary, etc) which are overpaid to you whether made by mistake in fact or 
through any misrepresentation or otherwise; 


 Any other sums   owed   to the  Council,   including,   but   not   limited  to, 
outstanding loans or advances, or relocation expenses.   


 
Any underpayment of salary will be rectified in the next available pay period after the 
underpayment has been identified. 


 







 


7 
**ENTER EMPLOYEE NAME AND POSITION NUMBER**  Paula Lewis - Contract No DBS  


Any overpayment of salary is recoverable over a reasonable period which will be agreed 
with the Council and you.  As a general rule this would ordinarily be recovered in no less 
than the period in which the overpayment occurred.  


 
It is your responsibility to check each payslip received and inform Employee Services of 
any errors suspected. 
 
Knowingly continuing to receive any payments you are not entitled to is a disciplinary 
offence. 
 


22. General Data Protection Regulation (GDPR) 
By signing this contract you are confirming that you have read and understood the 
Council’s Data Protection Policy, a copy of which is available on our website.  You must 
comply with the terms of this Policy, and the provisions of the General Data Protection 
Regulation and the Data Protection Act, at all times when handling or processing personal 
data on the Council’s behalf in the proper performance of your job duties and 


responsibilities during your employment.  This includes personal data relating to any 
current or former employee, worker, agency worker, apprentice, volunteer, contractor, 
consultant, client, service user, customer or supplier of the Council, or personal data 
relating to any other third party. 


22.1 Your Privacy 


 Swansea Council is the Data Controller for the personal information you will be asked to 
provide in relation to your appointment to this post.  We will use this information to fulfil 
certain legal obligations and administer any service or benefit that we are responsible for 
as part of your employment e.g. statistical Information and reporting. 
 
We may check information provided by you, or other information about you provided by a 
third party, against other information we hold.  We may also contact third parties to verify 
the accuracy of the information.  For example, we may contact your previous employer 
with specific questions about your employment with them.  We will only do this to prevent 
or detect fraud, as we are permitted to do by law.  


 
Data Protection Law describes the legal basis for our processing of your data as one 
based on the pursuit of our legitimate interests.  For further information about how 
Swansea Council uses your personal data, including your rights as a data subject, please 
see our corporate privacy statement at https://www.swansea.gov.uk/privacynotice on our 
website. 
 
You must inform your line manager immediately of any change in the personal 
information you have provided to us, such as a change of address or your personal 
circumstances. 


22.2 Prevention of Fraud - Data Matching 
Personal information you have supplied to the Council as an employee will be retained on 
both manual and computerised records of the Council, and the Council shall use the 
same for data matching purposes under the Council’s Anti-Fraud and Corruption Policy & 
Strategy, in order to detect and take action against fraud, debt, or any other civil or 
criminal law right 
 



https://www.swansea.gov.uk/privacynotice





 


8 
**ENTER EMPLOYEE NAME AND POSITION NUMBER**  Paula Lewis - Contract No DBS  


23.   Trade Union Membership 
 
You are entitled to be a member of a Trade Union of your choice. 
 
This Council, as your employer, supports the principles of collective bargaining and 
therefore encourages employees to join a Trade Union of their choice.  You will be bound 
by the outcome of collective bargaining whether or not you are a member of a trade 
union.  However, not every Trade Union is recognised for collective bargaining purposes. 
For practical purposes this is best conducted by representatives of the employer and the 
employees.  The Council is represented on joint national and provincial councils dealing 
with such matters.  It is equally sensible for you to be in membership of a Trade Union 
representing your group of employees on the appropriate negotiating bodies at national, 
provincial and local levels. 
 
The Council will, at your written instruction, deduct from your salary the subscription to a 
trade union recognised by the Council for negotiating purposes. 
 
All collective agreements will be represented in the Staff Handbook which will be 
immediately updated as soon as possible. 


 
24. Health and Safety 


All Swansea Council employees, irrespective of their position or employment status, have 
a responsibility to comply with the Health and Safety at Work etc. Act 1974.  Swansea 
Council Corporate Health and Safety Policy, its arrangements and all subordinate policies 
provides a framework to meet our duty of care and obligations under law. 
 
The Policy requires that each employee is responsible for conducting work in a manner 
which is safe for them, their colleagues and the public who may be affected by what they 
do or do not do - say or do not say.  Every employee is expected to be involved in health 
and safety every day and will be provided with the opportunity to contribute positively to a 
safer and healthier workplace. 
 
In particular each employee must cooperate with the Council and will: 


 
 Follow health and safety information, instructions and training on safe systems 


of control and you must notify your Manager of any shortcomings in their health 
and safety arrangements.     


 Employees should carry out any reasonable management request but not 
undertake any work which they are not competent, appropriately trained, 
appropriately equipped or authorised to carry out safely.      


 Report all hazards and potential risks to your Manager.    
 Attend Health and Safety training courses as required by your Manager and the 


Swansea Council  
 Use any equipment, machinery, safety devices, protective clothing provided to 


them in accordance with any training and instruction as identified in risk 
assessments or safe procedures 


 Not misuse or interfere with any item, sign, article, piece of equipment, 
engineered system or facility provided in the interest of Health, Safety and 
Welfare or Fire Safety 


 Participate in pro-active accident/ill   health   prevention   and   monitoring 
measures as required by the Swansea Council and advise their manager or the 
Occupational Health and Wellbeing Unit of any health matter that may affect 
their ability to undertake their work duties safely. 
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 Report all accidents or near misses to your Manager or Supervisor. 
 
The Corporate Health and Safety Policy forms part of this contract of employment and the 
Policy will be made available to you for further reference and clarity of your obligations 
under the Policy particularly if you have a management role. 
 
The Swansea Council Disciplinary Policy applies to all employees and covers compliance 
to health and safety rules and standards which cause or could cause risk to the individual, 
other employees or the public. 
 
Serious and deliberate violation of Swansea Council’s Health & Safety Policy, health and 
safety rules and standards may be viewed as gross misconduct under the Disciplinary 
Policy of the Swansea Council. 


 
25.   Car and Subsistence Allowances 


If your post requires you to undertake duties away from your fixed centre of work you will 
be required to be qualified to drive a vehicle and use your own car for business purposes 
or have the ability to travel within and outside of Swansea Council boundaries in an 
efficient and most cost effective manner.  It will be your responsibility to ensure it is 
suitably safe for business purposes and that you are appropriately insured for business 
purposes and hold a valid driving licence. Should you have a disability and be unable to 
drive, then you may seek alternative means of transport/assistance, which must be an 
effective and cost effective method of travelling. 
If you use your own car for transport, then a single car user rate will be used for all 
authorised car use.  The single rate will be the HMRC rate as set out in the Staff 
Handbook. 


 
Out of county use will be reimbursed on the basis of fixed rates. 
 
For further information please refer to the Council’s Car, Travel and Subsistence 
Allowance Policy. 
 


26. Employment outside the United Kingdom 
Not applicable. 
 


27. Employees’ General Obligations 
Employees of Swansea Council are reminded of the confidentiality of information given to 
them or acquired by them in the course of their employment.  Any breach of confidentiality 
will lead to disciplinary action under the disciplinary procedure of Swansea Council. 
 
All employees wishing to undertake secondary employment outside or within the Council, 
or to engage in a private business in any capacity, shall inform their line manager who will 
escalate the request to their Head of Service in writing giving sufficient details about the 
proposed job role, the organisation with which this job would be taken, the proposed 
number of hours to be worked in each week and any other relevant information.  Please 
refer to the Secondary Employment Policy for more information. 
 
Subject to any obligations you may have to make a disclosure in accordance with the 
Whistle Blowing Policy you shall not, at any time during your employment (except insofar 
as you are required to do so as part of your duties) or at any time after your employment 
has terminated, for any reason whatsoever, disclose to any person any information as to 
the practice business service or affairs of the Council, or its successors in title or the 
Council’s or it’s successors in title, customers, clients, or service receivers, without the 
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prior written consent of the Council and shall not, for the avoidance of doubt, release any 
information concerning any part of the authority involved in trading or charging activities. 
 


Subject to the provisions of the Patents Act 1977 and the Registered Designs Act 1949 
and the Copyright, Designs and Patents Act 1988, or any modification for the time being 
in force, if, at any time during your employment with the Council, you alone or in 
participation with others, either employees, members, clients or partners of the Council, 
produce, make, discover or manufacture, during the course of your employment or that 
which might reasonable be expected to result from the carrying out of your duties, 
produce, make, discover or manufacture any invention, intellectual property goods or 
thing capable of ownership, you shall pass all information in your possession to the 
Council upon written request and in any event at the termination for whatever reason of 
your employment and shall agree by the signing of this agreement that all rights and 
obligations under this clause shall be the rights and obligations of the Council and you 
waive your actual and/or moral rights in this respect. 
 


The copyright of any intellectual, training / IT programmes and written material produced 
by you in the course of your employment shall be vested in the Council. 
 
You are required to notify Human Resources & Organisational Development promptly, of 
any change of your personal or contact details such as name, address, telephone 
number, and next of kin, and of any circumstances which might affect the Council’s 
insurance cover for you.  The Council reserves the right to share this information with 
appropriate officers as necessary. 
 


If you fail to advise Occupational Health of any changes to your health status relating to 
any issue of potential disability under the provisions of the Equality Act 2010, the Council 
will not be held liable for a failure to make reasonable adjustments or undertake relevant 
assessments.  Should you fail to disclose information which could adversely affect the 
health and safety of either yourself or another you may be subject to disciplinary action. 
 


28. Professional Bodies 
The Council will pay any fees where registration or membership to a professional body 
where it is an essential requirement for an employee to carry out their duties.   
 
Where registration or membership to a professional body is not an essential requirement 
for you to carry out your duties, you should endeavour to belong to a professional body 
that represents your profession and pay the appropriate fees. 
 
Staff who are required to have registration or professional membership as a condition of 
their employment and fail to continue with their registration / professional membership will 
be in breach of contract which could result in the termination of their employment or being 
placed on leave without pay. 
 


29. Contractual Policies 
The following policies have contractual status and any proposed amendment will be 
consulted upon and notified to you by giving the appropriate notice after collective 
agreement through the recognised trade unions: 
 
 Management of Absence Policy and Absence Administrative Procedure 
 Disciplinary Policy 
 Capability Policy 
 Grievance Policy 
 Harassment and Bullying Policy 
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 Health and Safety Policies 
 Redundancy Policy 
 Redeployment Policy 


 
These policies can be found in the Staff Handbook.  The Council reserves the right to 
review, revise, amend or replace the contents of this handbook, and introduce new 
policies from time to time reflecting the changing needs of the business. 
 


30. Rehabilitation of Offenders Act, 1974 
If this post is exempt from the provisions of the Rehabilitation of Offenders Act 1974, it is 
made to you subject to the following; 
 
That you have made a true disclosure of all criminal cautions, charges, reprimands or 
warnings. Should you not have a true disclosure of any criminal cautions, charges, 
reprimands or warnings, then your employment may be terminated immediately. 


 
31. Disclosure of criminal convictions whilst in employment 


You are required to disclose details to your manager if you are cautioned, arrested and 
subsequently charged, cautioned or prosecuted for any offence whilst in employment with 
City and County of Swansea. 
 
In respect of road traffic offences, you should inform the Council of the offence 
accordingly if you are required to drive as part of your duties. 
 


32. Service Specific Requirements 
As part of your role you will be expected to comply with the following service specific 
terms and conditions as set out on the sheet entitled ‘Additional Terms and Conditions’: 


 


33. Please note that failure to comply with any provision in this contract will be classed 
as gross misconduct and may lead to dismissal. 


Please confirm that you have read and accepted the terms and conditions laid out in this 
document by signing below:- 
 


Signature on Behalf of 
Swansea Council 


Signature of Employee 


Signed:  


 
Sarah Measday 


Signed:       


Position :   Workforce Arc Officer Name:       


Date:  21sr Dec 2020 Date:       


 
 
NB.  Both copies to be signed by both parties; with one copy being retained by the 
employee and the other returned to the Workforce ARC Team, Service Centre, Room 153, 
Guildhall, Swansea   SA1 4PE. 
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