
 

 
 

 

  Renfrewshire Valuation Joint Board 

 

 
Notice of Meeting and Agenda 
Renfrewshire Valuation Joint Board 

 
Date Time Venue 

Friday, 20 November 2015 14:00 The Robertson Centre, 16 Glasgow 
Road, Paisley, PA1 3QF 

    
    

   
    

  
 
Members 
 
Provost Carmichael, Councillors O’Kane, Gilbert and Green (East Renfrewshire Council); 
Brennan, Nelson, Jones and Shepherd (Inverclyde Council); and Lawson, M Sharkey, 
Williams, Hood, McGee, Bibby, Audrey Doig, and Mullin (Renfrewshire Council).  
 
Convener - Councillor Mullin.  
 

 

  
 
Further Information 
 
This is a meeting which is open to members of the public.  
 
A copy of the agenda and reports for this meeting will be available for inspection prior to 
the meeting at the Customer Service Centre, Renfrewshire House, Cotton Street, Paisley 
and online at www.renfrewshire.gov.uk/agendas.  
 
For further information, please either email 
democratic-services@renfrewshire.gov.uk or telephone 0141 618 7112. 
 

 
Members of the Press and Public 
 
Members of the press and public wishing to attend the meeting should report to reception 
where they will be met and directed to the meeting. 
 

 
  

KENNETH GRAHAM 
Clerk to the Joint Board 
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Items of business    
  
 

 

 

      
 
Apologies 
 
Apologies from members. 
 

 

  

 

      
 
Declarations of Interest 
 
Members are asked to declare an interest in any item(s) on the agenda 
and to provide a brief explanation of the nature of the interest. 
 

 

  

 
1 

 
Minute 
 
Minute of meeting held on 21 August, 2015. 
 

 
5 - 10 

 
2 

 
Revenue Budget Monitoring 
 
Report by Treasurer. 
 

 
11 - 14 

 
3 

 
Performance Report 
 
Report by Divisional Assessor and Assistant Electoral Registration 
Officer. 
 

 
15 - 18 

 
4 

 
Electoral Registration 
 
Report by Assessor and Electoral Registration Officer. 
 

 
19 - 22 

 
5 

 
Record Management Plan 
 
Report by Depute Assessor and Electoral Registration Officer. 
 

 
23 - 52 

 
6 

 
2017 Non-domestic Rating Revaluation Progress Report 
 
Report by Divisional Assessor and Assistant Electoral Registration 
Officer. 
 

 
53 - 54 

 
7 

 
Reaccreditation of Public Services Network 
 
Report by Depute Assessor and Electoral Registration Officer. 
 

 
55 - 56 

 
8 

 
Budgetary Reductions and Restructuring 
 
Report by Depute Assessor and Electoral Registration Officer. 
 

 
57 - 58 
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9 

 
Date of next meeting 
 
Note that the next meeting of the Joint Board will be held at 2.00 pm on 
Friday, 15 January, 2016 within the offices of the Renfrewshire Valuation 
Joint Board, Glasgow Road, Paisley. 
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Renfrewshire Valuation Joint Board

Minute of Meeting 
Renfrewshire Valuation Joint Board 

Date Time Venue
Friday, 21 August 2015 14:00 Inverclyde Council, Municipal Buildings, Clyde 

Square, GREENOCK, PA15 1LZ

PRESENT

Provost Carmichael and Councillors O'Kane (East Renfrewshire Council); Brennan, Nelson, 
Loughran and Shepherd (Inverclyde Council); and M Sharkey, Hood, Bibby and Mullin 
(Renfrewshire Council).

CHAIR

Councillor Mullin, Convener, presided.

APOLOGIES

Councillors Green (East Renfrewshire Council), Loughran (for lateness) (Inverclyde Council) 
and Williams, Lawson and Audrey Doig (Renfrewshire Council).

IN ATTENDANCE

A MacTaggart, Assessor and Electoral Registration Officer, K Crawford, Depute Assessor and 
Electoral Registration Officer, L Hendry, Divisional Assessor and Assistant Electoral 
Registration Officer and J Gallacher, Senior Administrative Officer (all Renfrewshire Valuation 
Joint Board); D Forbes, Finance Manager and E Currie, Senior Committee Services Officer 
(both Finance & Resources, Renfrewshire Council).

DECLARATIONS OF INTEREST

There were no declarations of interest intimated prior to the commencement of the meeting.
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1 

 
MINUTE 
 
There was submitted the Minute of the meeting of the Joint Board held on 5 June, 2015.  
 
DECIDED: That the Minute be approved. 
 

 
 
2 

 
REVENUE BUDGET 
 
There was submitted a report by the Treasurer in respect of the Joint Board for the period 
1st April to 24 July, 2015.  
 
DECIDED: That the report be noted.  
 

 
 
3 

 
AUDITED ANNUAL ACCOUNTS 2014/15 
 
Under reference to item 2 of the Minute of the meeting of this Joint Board held on 5 June, 
2015 there was submitted a report by the Treasurer relative to the annual accounts for 
the Joint Board for 2014/15. The report intimated that the Audit Certificate issued by 
Audit Scotland provided an unqualified opinion that the abstract of accounts presented a 
true and fair view of the financial position of the Joint Board as at 31 March, 2015, in 
accordance with the accounting policies detailed in the accounts. A report on the 2014/15 
audit by Audit Scotland was also attached to the report and indicated that there were no 
matters arising from the audit which required specific reporting to members.  
 
DECIDED: That the audited annual accounts 2014/15 be approved for signature and the 
report by Audit Scotland be noted.  
 

 
 
4 

 
PERFORMANCE REPORT 
 
There was submitted a report by the Divisional Assessor and Assistant Electoral 
Registration Officer relative to the various key measures introduced to monitor and 
manage the performance of the Joint Board’s services. The report detailed the 
performance in Council Tax and non-domestic valuation against set targets. In relation to 
Council Tax valuation, it was noted that the addition of new houses to the Valuation List 
and the deletion of demolished houses remained a priority with the time taken to enter 
new houses into the Valuation (Council Tax) List meeting the target of 95% within three 
months and exceeding the target of 99.5% within six months. The report also detailed the 
average number of days taken to add a house in each constituent authority area between 
1 April and 30 June, 2015 and also the number of deletions from the Valuation (Council 
Tax) List between 1 April and 30 June during 2014 and 2015 by constituent authority 
area.  
 
The report detailed the number of statutory amendments to the Valuation Roll, excluding 
appeal settlements and amendments to the prescribed entries, between 1 April and 30 
June, 2015 by constituent authority area, again ahead of the target of 80% to be actioned 
within three months and 95% within six months. These amendments were value changes 
only and did not reflect alterations where overall value was unchanged, changes to 
occupancy details or other administrative changes.  
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DECIDED: That the report be noted. 
 
 
SEDERUNT  
 
Councillor Loughran (Inverclyde Council) entered the meeting prior to consideration of 
the following item of business. 
 

 
 
5 

 
ELECTORAL REGISTRATION 
 
There was submitted a report by the Assessor and Electoral Registration Officer 
providing an update on the electoral registration matters and advising of current activities 
and issues facing the Joint Board.  
 
The report intimated that the transition phase of Individual Electoral Registrations (IER) 
would end on 1 December, 2015 and those unconfirmed electors retained during the 
transition phase would be removed. The report detailed the number of unconfirmed 
electors as at 1 August, 2015 by constituent authority area.  
 
At present, unconfirmed electors remained on the Register and were able to vote. They 
were prevented from having any absent vote facility unless they registered under IER. 
These electors would be issued with a further invitation to register as part of the annual 
canvass.  
 
Household enquiry forms had been issued during the week of 3 August, 2015. A short-
term issue was discovered very early in the process resulting from the security code 
format being out of step with the agreed format printed on the forms and this matter had 
been rectified within two hours. The initial phase would run until 25 August, 2015 after 
which first reminder forms would be issued, thereafter, the door-to-door canvass would 
be conducted. The Register would be published on 1 December, 2015 and any elector 
carried forward through IER transition would be removed from the Registers.  
 
Rolling registration had been in operation since March 2015 with updates published from 
April 2015, including supplementary updates associated with the General Election. A 
summary of the changes made formed the appendix to the report.  
 
Following the European Election in 2014, individual electors whose Absent Vote had 
been rejected were advised of the reason for this and offered the opportunity to supply a 
fresh Postal Vote Application. The UK Government decided that this should be repeated 
following the General Election and the report detailed the total number of absent voters; 
the total number of rejection letters issued and the total number of absent vote deletions 
as at 31 July, 2015 by constituent authority area.  
 
A comparison of the electoral canvass returns for 2012, 2013 and 2015 was tabled.  
 
DECIDED: That the report be noted. 
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6 

 
RECORDS MANAGEMENT POLICY 
 
There was submitted a report by the Depute Assessor and Electoral Registration Officer 
relative to the Public Records (Scotland) Act 2011 which placed an obligation on named 
authorities in Scotland to produce a records management setting out arrangements for 
the effective management of all records.  
 
The report intimated that Renfrewshire Valuation Joint Board was a named authority as 
defined in the Act and the creation of a records management policy statement was a 
mandatory element of the plan and was necessary in order to identify the procedures to 
be followed in managing the organisation’s public records.  
 
The Records Management Policy, which formed the appendix to the report, was derived 
from a ‘model’ Records Management Plan for Assessors and Electoral Registration 
Officers devised by the Scottish Assessors Association in conjunction with the Keeper of 
the Records of Scotland.  
 
DECIDED: That the Records Management Policy, which formed the appendix to the 
report, be approved. 
 

 
 
7 

 
2017 NON-DOMESTIC RATING REVALUATION PROGRESS REPORT 
 
Under reference to item 6 of the Minute of the meeting of this Joint Board held on 16 
January, 2015 there was submitted a report by the Divisional Assessor and Electoral 
Registration Officer relative to  
the 2017 Non-Domestic Rating Revaluation. The report intimated that the Valuation and 
Rating (Scotland) Act 1956 introduced a five yearly revaluation process which required 
the assessor to value or revalue all the lands and heritages in his valuation area. These 
valuations were totally fresh and need bear no relation to the value applied in the 
preceding five years. The process involved the collection and analysis of rental, building 
cost and turnover data to establish the new levels of value to be applied to the various 
types of subjects. These valuations were then updated, the new valuation roll published 
and all interested parties notified.  
 
Appendix 1 to the report detailed the number of subjects for which information required to 
be ingathered, analysed and valued by constituent authority area. These 20 categories 
divided subjects into easily understood groupings such as retail, offices, industrials, 
health, education and hotels.  
 
The report detailed the process in relation to the collection of rental evidence and the 
preparation and timeline for preparing and completing proposed valuations for the 2017 
Revaluation. The Scottish Government had intimated that they were now seeking 
harmonisation with the English timetable and were looking for the bulk of subjects to be 
valued as early as January 2016. This would allow sufficient time for the Scottish 
Government to establish the net effect of the Revaluation as soon as possible and allow 
for the appropriate rate poundage, transition relief schemes and decapitalisation rates to 
be established.  
 
DECIDED: That the report be noted. 
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8 

 
UNACCEPTABLE ACTIONS POLICY 
 
There was submitted a report by the Depute Assessor and Electoral Registration Officer 
relative to the adoption of an Unacceptable Actions Policy for the Joint Board. The report 
intimated that this Policy was supplementary to the existing Code of Conduct and 
Complaints Handling Policy for the Joint Board and was designed to offer advice to the 
public and Joint Board staff in terms of conduct that may be deemed unacceptable.  
 
Service users had a right to be heard, understood and respected and occasionally the 
behaviour or actions of service users made it difficult for Joint Board staff to deal with 
other service priorities due to the time and effort required to deal with a few service 
users. In some cases this might extend to actions becoming unacceptable as they 
involve abuse of staff or processes. The Unacceptable Actions Policy, attached to the 
report as an appendix, detailed the approaches which would be taken to deal with these 
situations.  
 
DECIDED: That the adoption of the Unacceptable Actions Policy be approved. 
 

 
 
9 

 
DISCLOSURE SCOTLAND POLICY 
 
There was submitted a report by the Depute Assessor and Electoral Registration Officer 
relative to the adoption of a Disclosure Scotland Policy for the Joint Board.  
 
The report intimated that the Joint Board was required to implement a vetting programme 
for all staff whose duties involved inspections of properties where children or vulnerable 
adults were likely to be present. The Joint Board’s Disclosure Scotland Policy and 
Procedure, which formed the appendix to the report, was designed to promote good 
practice in the process of attracting and selecting employees and the creation of equal 
access to employment for all, including ex-offenders. It also allowed the Joint Board’s 
services to be delivered to customers in their own home.  
 
DECIDED: That the adoption of the Disclosure Scotland Policy be approved. 
 

 
 
10 

 
DATE OF NEXT MEETING 
 
DECIDED: That it be noted that the next meeting of the Joint Board would be held at 
2.00 pm on Friday, 20 November, 2015 within the offices of the Renfrewshire Valuation 
Joint Board, Glasgow Road, Paisley. 
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1 

RENFREWSHIRE VALUATION JOINT BOARD 

To: Renfrewshire Valuation Joint Board 

On: 20 November 2015 

___________________________________________________________________ 

Report by: The Treasurer 

___________________________________________________________________ 

Heading: Revenue Budget Monitoring Report to 16th October 2015 

___________________________________________________________________ 

1. Summary

1.1 Gross expenditure is £118,000 over budget and income is currently £136,000 
over recovered resulting in a net underspend of £18,000. This is summarised 
in point 4. 

___________________________________________________________________ 

2 Recommendations

2.1 It is recommended that members consider the report.

_____________________________________________________

3 Budget Adjustments Since Last Report 

3.1 There have been no budget adjustments since the start of the financial year

_______________________________________________________________ 

4 Budget Performance 

4.1 Current Position  Net Underspend £18,000 
Previously Reported   Net Underspend of £7,000 

The variance in expenditure is due to overspends in Property Costs, Supplies 
and Services, Administration Costs and Payment to Other Bodies Supplies 
offset by an underspend in Employee Costs 

The underspend in Employee Costs is a result of 2 vacancies within valuation 
which are not expected to be filled until the start of December and 1 vacancy 
within IT which is expected to be filled at the start of November. 
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2  

The overspend in Property Costs is due to maintenance on the CCTV network 
at the Robertson Centre and also the increase in Non Domestic Rates in 
15/16. 
 
The overspend in Supplies and Services relates to the increase in costs in 
Computer Maintenance. 
 
The overspend in Administration Costs is due to additional postage and 
advertising costs in relation to the transition to IER. 
 
An IT specialist on secondment, to help develop the system for IER, from 
Renfrewshire Council for one day a week has led to the overspend in 
Payments to Other Bodies.  
 
The overspends related to the IER have been funded by income from the 
Cabinet Office which has led to the over recovery of Other Income. 
 
Projected Year End Position 
 
The projected year end position is a deficit of £31,700 compared to a 
budgeted draw on reserves of £41,400 mainly as a result of the underspend in 
Employee Costs. 

___________________________________________________________________ 
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Renfrewshire Valuation Joint Board

Report to : Renfrewshire Valuation Joint Board 

Meeting on : 20st November 2015 

Subject : Performance Report 

Author : Divisional Assessor & Assistant Electoral Registration Officer 

1.0 Introduction 
This performance report covering the first six months of the rating year provides an update to the ongoing 
reporting of performance to the members and is intended to keep members informed of current 
performance and workload issues facing the Board.  

2.0 Council Tax 
The main work involved in Council Tax at the moment remains the addition of new houses to the 
Valuation List and the deletion of demolished houses. I include a summary of new additions to the Council 
Tax List for information. 

2.1 Time taken to enter new houses into the Valuation (Council Tax) List 
Period 1st April 2015 to 30th September 2015 

Council Area No. 
Added 

Within 3 
months 

%age of 
total 

added 

Between 3 
and 6 

months 

%age of 
total 

added 

Added 
within 6 
months 

More 
than 6 

months 

%age of 
total 

added 
Renfrewshire 454 446 98.24% 8 1.76% 100% 0 0% 

East 
Renfrewshire 

122 118 96.72% 4 3.28% 100% 0 0% 

Inverclyde 102 102 100% 0 0% 100% 0 0% 

RVJB totals 678 666 98.23% 12 1.77% 100% 0 0% 

This performance exceeds our targets of 95% within three months and 99.5% within 6 months. 
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In the period from 1 April 2015 to 30th September2015, the average number of days taken to add a house 
was as follows: 

Council Area No. Added Average 
No. of 
Days 

Renfrewshire 454 20.96 
East Renfrewshire 122 22.94 
Inverclyde 102 18.92 
RVJB Totals 678 21.01 

This measure is within our target of 38 days. 

2.2 Information on Deletions from the Council Tax List 

The main reasons for deleting a property from the valuation list would be: where the property is 
demolished, where a house is now being used for Non–domestic purposes or where two or more houses 
are combined to form one house.  

2.2.1 Number of Deletions from the Valuation (Council Tax) List between 1st April and 30st September 
during 2014 and 2015 

Council Area No. 
Deleted 
2014 

No. 
Deleted 
2015 

Renfrewshire 9 25 
East Renfrewshire 8 5 
Inverclyde 139 12 
RVJB Total 156 42 
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3.0 Non-domestic Valuation 

One of the main areas of work in non domestic valuation at the moment is the maintenance of the 
valuation roll.    The table below is a summary of the statutory amendments to the Valuation Roll. These 
are new entries being added to the Roll, entries being deleted or properties that have been altered. Each 
of these amendments has been made after a member of staff has inspected the premises. 

3.1 Time taken to make statutory amendments to the Valuation Roll 
(excluding appeal settlements and amendments to prescribed entries) 
Period 1st April 2015 to 30th September 2015 

Council Area No. of 
Alt’ns 

Within 3 
months 

%age of 
total 

added 

Between 
3 and 6 
months 

%age of 
total 

added 

Added 
within 6 
months 

More 
than 6 

months 

%age of 
total 

added 
Renfrewshire 153 146 95.42% 7 4.58% 100.00% 0 0.00% 

East 
Renfrewshire 

55 53 96.36% 1 1.82% 98.18% 1 1.82% 

Inverclyde 57 56 98.25% 0 0.00% 98.25% 1 1.75% 

RVJB totals 265 255 96.23% 8 3.02% 99.25% 2 0.75% 

The above alterations to the Valuation Roll are value changes only and do not reflect alterations where 
overall value is unchanged, changes to occupancy details or other administrative changes. 

The performance is ahead of our target of 80% to be actioned within 3months and 95% within 6months 
although it is still very early within the reporting year.   

4.0 General Conclusions, 

The performance levels detailed are in line with our expectations. As mentioned in the 2017 Revaluation 
Preparation Timeline Report, whilst every endeavor will be made to meet the current performance levels 
in relation to running roll and council tax targets, these may be affected as a result of time pressures to 
produce valuations six months earlier that what was anticipated and the volume of work a revaluation 
involves.  

5.0 Recommendations 

i. The Board notes the contents of this report.

Jacqueline Murgatroyd  
Divisional Assessor & Assistant ERO 
2 November 2015 

For further information please contact Jacqueline Murgatroyd on 0141-618-5951 or via email 
jacqueline.murgatroyd@renfrewshire-vjb.gov.uk 
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Renfrewshire Valuation Joint Board

Report to : Renfrewshire Valuation Joint Board 

Meeting on : 20th November 2015 

Subject : Electoral Registration Update Report 

Author : Assessor & Electoral Registration Officer 

1.0 Introduction 

This report is to provide members with an update on the ongoing Electoral Registration 
Annual Canvass and other electoral issues facing the Board.  

2.0 Annual Canvass 

Under IER the Canvass has the following stages: 

2.1 Issue of Household Enquiry Forms (HEFs): 

The first stage of the Canvass was issue of HEFs to all properties in the Joint Board 
area. These forms invited those at each house to complete and return the form, to 
respond by telephone, text or internet, or to register online. The number issued was: 

Council Invitation to 
Register 

Household 
Enquiry Form 

East 
Renfrewshire 5,387 38,072 

Inverclyde 4,511 38,748 

Renfrewshire 9,949 84,256 

Total 19,847 161,076 

Any changes notified by post, telephone text or internet resulted in an invitation to 
register which could be on-line use the Government Registration Portal or by 
personal application. 
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2.2 Issue of Reminders: 

Where no response had been made to the initial issue of HEFs, reminders were 
issued on 10 September 2015. The number issued was: 

Council Invitation to Register Household Enquiry Form 

1st Reminder 2nd Reminder 1st Reminder 2nd Reminder 

East 
Renfrewshire 3,346 1,453 17,895 12,155 

Inverclyde 2,918 1,402 20,373 15,339 

Renfrewshire 6,297 2,867 45,045 33,998 

Total 12,561 5,722 83,313 61,492 

The issue of Second Reminders was incorporated with the Door-to-Door Canvass. 

2.3 Door-to-Door Canvass: 

IER mandates that at least one visit will be made to properties with electors who 
have made no response. This will be carried out as part of the Second Reminder 
exercise. 

For this Canvass, we had to arrange a door-to-door visit for 67,205 properties where 
we had no response. Temporary Canvassers have been working round these since 
8th October 2015.  

2.4 Local Secondary Checks: 

Under the legislation in force, local data held by Councils and other bodies including 
Council Tax Billing records, lists of social tenancies and lists of private tenancies 
cannot be used for this Canvass. This has added to the complexity and cost of the 
Canvass.  

2.5 Unconfirmed Electors: 

The Transition Phase of IER also ceases on 1st December 2015 and, as a result, 
“Unconfirmed” electors will be removed the Register at publication.  

Letters will be issued to these unconfirmed electors and they can re-register at any 
time thereafter subject to last date for applications for any Poll. 

The following tables detail the number who must be removed from the Register at 
publication together with the number of unconfirmed electors at November 2014 
and February 2015. From these tables it can be seen that the number at risk of 
removal has declined significantly in the last year as a result of work associated with 
Annual Canvasses and routine registration activities. 
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Number to be removed from Registers: 

Council Area Unconfirmed 
Electors 

East Renfrewshire 1,434 

Inverclyde 1,449 

Renfrewshire 2,759 

Total 5,642 

Council Area 
Unconfirmed 
Electors 

Unconfirmed 
Electors 

01-Nov-14 27-Feb-15 
East Renfrewshire 5,654 3,166 

Inverclyde 5,241 3,144 

Renfrewshire 10,385 6,024 

Total 21,280 12,334 

2.6 Publication of Registers: 

This takes place on 1st December 2015. 

2.7 Costs: 

This, the first “business as usual” Canvass since the introduction of IER allows a 
comparison to be made in terms of the costs involved in carrying out the work. 

The last Canvass carried out under the last legislation concluded in December 2012. 
The major costs involved are printing, postage, recovery, scanning and additional 
canvassers. In 2012, these costs amounted to £130,000 in round terms. For the 
Canvass now concluding, we have incurred costs of £270,000 in round terms. Some 
of the additional cost has been met by funding by UK Government but that, along 
with the funding for temporary staff, has effectively ceased. 

There is the potential for a funding shortfall in 2016. If the current rules for Canvass 
are unchanged, we can expect to incur the same costs without the benefit of 
additional funding. The UK Government intends to legislate to simplify the process 
but the conjunction of devolution of powers to Holyrood and the impact of the 2016 
election on the legislative timetable leaves a possibility that the current rules will 
continue to apply in Scotland. Representations have been made to both 
Governments. 

3. The Next Year:

3.1  Elections:  

There is one scheduled election - the Scottish Parliamentary Election to be held on 
5th May 2016. By-Elections can, of course, happen at any time. 
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Work is already under way in preparation for the Scottish Parliamentary Election and 
further meetings are being scheduled with the staff representing the three Returning 
Officers in the Joint Board area. 

3.2 Key Dates: 

18 April 2016 Last Date for Registration (Midnight) 

19 April 2016 Last Date for New Postal Vote & New Postal Proxy (5pm) 

19 April 2016 Last Date to change existing Postal Vote &  Proxy Vote (5pm) 

26 April 2016 Last Date for New Proxy Vote (non-Postal) (5pm) 

5 May 2016 Polling Day 

5 May 2016 Deadline for Emergency Proxy Vote Applications (5pm) 

5 May 2016 Last alteration due to Clerical Error (9pm) 

General Conclusions 
I would like to take this opportunity to thank the staff for their continuing hard work and 
diligence in dealing efficiently with the management of the Annual Canvass.  

Recommendations 

i. The Board notes the contents of this report.

Alasdair MacTaggart 
Assessor & ERO 
13th November 2015 
For further information please contact Alasdair MacTaggart at 0141-618-5900 
or via e-mail at alasdair.mactaggart@renfrewshire-vjb.gov.uk
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Renfrewshire Valuation Joint Board

Report to: Renfrewshire Valuation Joint Board 

Meeting on: 20 November 2015 

Subject: Record Management Plan 

Author: Depute Assessor & Electoral Registration Officer

1.0 Introduction 

The Public Records (Scotland) Act 2011 places an obligation on named authorities in 
Scotland to produce a records management plan which sets out their arrangements 
for the effective management of all records and helps identify the procedures to be 
followed in managing the organisation’s public records. RVJB is a named authority as 
defined in the act.  

This plan is derived from a “Model” Records Management Plan for Assessors and 
EROs was devised by the Scottish Assessors Association in conjunction with the 
Keeper of the Records of Scotland. 

Please see attached the copy of the plan which has been sent to the Keeper for 
approval .  

2. Recommendation

The Board notes the contents of the plan. 

Kate Crawford 
Depute Assessor & ERO 
16 October 2015 

For further information please contact Kate Crawford on 0141-618-5903 or via email at 
kate.crawford@renfrewshire-vjb.gov.uk  
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Renfrewshire Valuation Joint Board 

Records Management Plan

Title
Author
Approved By
Date of Approval
Reviewer
Review Date

Review History 

Review 
No.

Details Release Date
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4.  Elements of the Plan

Element 1: Senior Management Responsibility

Evidence: 

Future Developments 
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Element 2:  Operational Records Management Responsibility 

Evidence: 

Future Developments 
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Element 3:  Records Management Policy Statement
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Evidence: 
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Element 4:  Business Classification

Evidence: 

Future Developments
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Element 5:  Retention Schedules

Evidence: 

Future Developments 
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Element 6:  Destruction Arrangements
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Evidence: 

Future Developments 
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Element 7: Archiving and Transfer Arrangements

Evidence: 

Future Developments 
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Element 8:  Information Security

Evidence: 
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Future Developments 
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Element 9:  Data Protection

Z6615939

Evidence: 

Future Developments
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Element 10:  Business Continuity and Vital Records

Evidence: 

Future Developments
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Element 11:  Audit Trail

Evidence: 

Future Developments 
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Element 12:  Competency Framework for Records Management Staff

Evidence: 

Future Developments
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Element 13:  Assessment and Review

Group Governance/Scrutiny Role
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Future Developments
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Element 14:  Shared Information

Evidence: 

Future Developments

Page 48 of 58



 

5.  Contractors 
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Renfrewshire Valuation Joint Board

Report to: Renfrewshire Valuation Joint Board 

Meeting on: 20 November 2015 

Subject: 2017 Non Domestic Rating Revaluation Progress Report 

Author: Divisional Assessor & Assistant Electoral Registration Officer 

1.0 Introduction 

The purpose of this report is to inform members of the Board on the current work that is being 
undertaken in preparation of the 2017 Non Domestic Rating Revaluation which comes into effect on 
the 1st April 2017. 

As stated in the report to the Board in August this year by Jacqueline Murgatroyd, Divisional 
Assessor, the Revaluation will involve a considerable amount of hard work by the Assessor’s staff.  
This is not just in the mechanics of revaluation but also in the discussions and negotiations that will 
be carried out under the auspices of the Scottish Assessors’ Association to achieve the timeous 
completion of Practice Notes. 

2.0 Current Progress in Collection of Rental Evidence 

The date upon which all values will be based is the 1st April 2015.   In order to ascertain rental levels 
for let subjects as close to the tone date as possible, rental questionnaires were issued at the 
beginning of July to individual proprietors and tenants of all known let subjects in respect of shop, 
office and industrial type of subjects.  The percentage of forms returned, reported at the Board 
meeting in August, was 23.58%.  The table below outlines the number of individual forms issued and 
returns received at time of writing.   

Rental Questionnaires Issued 

Council Area Forms Issued Forms Retur 
ned 

% of Forms Returned 

Renfrewshire 5,347 1,521 28.45% 

East Renfrewshire 1,418 494 34.84% 

Inverclyde 1,891 565 29.88% 

Total 8,656 2,580 29.81% 
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The response thus far has not been as good as expected with the return rate only increasing by 6% 
between August and November. 

As in previous Revaluations, staff have been engaging with landlords who own multiple properties 
within RVJB’s geographical area.  This has involved issuing spreadsheets to these landlords 
requesting rental information which removes the necessity of these landlords completing  large 
numbers of rental questionnaires.   As at the time of writing, 75% of the 118 spreadsheets issued 
have been returned. 

3.0 Current Progress in the Issue and Collection of SAA Return of Information Forms 

Throughout September category specific questionnaires were issued to just over 1,000 properties 
including Licensed Premises, Halls, Bowling Clubs and Quarries.  The forms are tailored to capture 
the required information for each category of subject.  

4.0 Scottish Assessors Association Representation & VOA 

Staff have attended various working groups and Committees within the Assessors Association and 
the Valuation Office in London and these meetings mainly relate to the preparation of Practice 
Notes.  Within our office, five members of staff are responsible for writing eight Practice Notes 
which will be used by all fourteen Assessors’ offices to value the relevant category of subject. 

 5.0 Preparations & Timeline 

Our valuation teams have now begun analysis on the returned rental information in order to comply 
with The Scottish Government’s request for the bulk of subjects to be valued by the end of January 
2016.  To achieve this new deadline we have had to allocate limited overtime to the valuation teams 
for the next few months. 

7.0 General Conclusions 

While every endeavor will be made to meet the current performance levels in relation to running roll 
and council tax targets, these may be affected as a result of time pressures to produce valuations six 
months earlier that what was anticipated and the volume of work a revaluation involves.  

8.0 Recommendations 

The Board notes the contents of this report. 

Lindsey Hendry  
Divisional Assessor & Assistant ERO 
22 October 2015 

For further information please contact Lindsey Hendry on 0141-618-5927 or via email 
lindsey.hendry@renfrewshire-vjb.gov.uk 
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Renfrewshire Valuation Joint Board

Report to: Renfrewshire Valuation Joint Board 

Meeting on: 20 November 2015 

Subject: Re-Accreditation for Public Services Network (PSN) 

Author: Depute Assessor & Electoral Registration Officer 

1.0 Introduction 

As the Board is aware we were granted PSN accreditation last October for the 
first time. Accreditation only lasts for 1year after which time we need to re-
submit. 

I am happy to report that following on from our submission early in October 
we have been granted PSN status for the second year. Part of our successful 
submission was fulfilling the undertaking we had made to the Cabinet Office, 
who administer PSN, whereby we undertook to employ a third member to our 
in house IT Team.  

I am pleased to announce we have appointed a Mr MacNeil, who it is 
anticipated will be joining us this month, and we are sure will be an invaluable 
member of the IT Team. 

2. Recommendation

The Board notes the content of this report. 

Kate Crawford 
Depute Assessor & ERO 
16 October 2015 

For further information please contact Kate Crawford on 0141-618-5903 or via email at 
kate.crawford@renfrewshire-vjb.gov.uk  
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Renfrewshire Valuation Joint Board

Report to: Renfrewshire Valuation Joint Board 

Meeting on: 20 November 2015 

Subject: Budgetary Reductions and Restructuring 

Author: Depute Assessor & Electoral Registration Officer 

1.0 Introduction 

The Board was asked at the June meeting to allow the Assessor to begin looking into 
the possibilities of restructuring the organisation; this process has begun. However, 
while we are working towards our final structure, the full scale of this will not be clear 
until after the Comprehensive Spending Review which will be announced a few days 
after this Board meeting. 

We have unfortunately lost 2 of our 3 temporary clerical assistants, to other 
employers, this is as a consequence, as the Board is aware, of the transition period 
for the introduction of Individual Electoral Registration ( IER ) having been brought 
forward to December 2015 as announced by the Minister, John Penrose. This also 
means we will not be receiving the levels of funding from Central Government which 
we have been able to rely on up ‘till now. The effect of this has been that the funding 
for our 3 temporary posts has finished. We wish the two staff, who have already left 
our employ, well in their new careers. 

We anticipate losing a further member of staff under VER by the end of March 2016, 
and a Senior Management post in 2016/17. Further posts may be going under VER, 
however, until the full extent of the Budgetary restrictions are known for the 
forthcoming year it is not possible to finalise the Staffing Restructuring. A further 
report will be made to the Board in January, when the position may be clearer, the 
final report and structure would be expected to be complete for the June Board 
meeting, assuming this allows enough time for the required consultations to take 
place before presenting the report to the Board. 

2. Recommendation

The Board notes this proposed initial report. 

Kate Crawford 
Depute Assessor & ERO 
19 October 2015 

For further information please contact Kate Crawford on 0141-618-5903 or via email at 
kate.crawford@renfrewshire-vjb.gov.uk  
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