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1.0 Introduction 
 
 
As part of the ongoing review of all the Board’s policies and procedures the Service Plan has 
been updated. 
 
This plan is prepared and updated regularly to ensure it reflects the most recent changes in 
circumstances facing the Board, a further Annual update will be produced for the next Board 
meeting. 
 
 
 
 
 
 
          
2.0  Recommendation 
The Board approves the Service Plan. 

 

Note Attachment: Service Plan 
 
 
 
 
 
 
 
 
Kate Crawford 
Depute Assessor & ERO 
22.12.2016 
 
 
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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SERVICE MISSION AND VISION 

 
 

WHO WE ARE 
 

Renfrewshire Valuation Joint Board is an independent local government body which 
was established by The Valuation Joint Boards (Scotland) Order 1995 

 
 

WHAT WE DO 
 
We professionally compile and maintain the Valuation Rolls, Council Tax Valuation 

Lists and Registers of Electors for the Renfrewshire, East Renfrewshire & 
Inverclyde Council areas 

 
 

OUR AIMS 
 

Building on our established professionalism, we aim to provide high quality, 
effective and responsive services to all of our stakeholders 

 
 
 

COMMITMENTS 
 

We are committed to: 
 
• Consulting our stakeholders, and listening and responding to their views  
 
• Valuing staff and providing them with opportunities to develop and contribute 
 
• Reacting innovatively to change 
 
• Encouraging innovation and recognising achievement within the organisation 
 
• Treating all stakeholders, including staff, in a fair, consistent manner and in accordance 

with equal opportunities requirements 
 
• Striving for continuous improvement in all aspects of service delivery 
 
• Ensuring that we are accessible and accountable to stakeholders 
 
• Pro-actively planning workloads and deploying resources efficiently 
 
• Using language which is easy to understand 
 

 
Working with our partners in the Scottish Assessors’ Association to ensure Scotland-wide 

consistency of approach to service delivery 
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1.0  INTRODUCTION 
 
Renfrewshire Valuation Joint Board was established as part of the 1996 reorganisation of local 
government in terms of The Valuation Joint Boards (Scotland) Order 1995 and is vested with the 
functions of the valuation authorities of Renfrewshire, East Renfrewshire and Inverclyde. With the 
agreement of the three Councils, the Board also has responsibility for the Electoral Registration 
function for all 3 areas. 
 
The Assessor is responsible for valuation for non-domestic rating (The Valuation Roll) and council 
tax banding (The Valuation List), and in his role as Electoral Registration Officer, the compilation of 
the Electoral Register. 
 
The primary service functions are the compilation and maintenance of the Valuation Roll, the 
compilation and maintenance of the Valuation (Council Tax) List and the preparation and 
publication of the Register of Electors. 
 

 
1.1  VALUATION ROLL 
 
The Valuation Roll is a list of all non-domestic properties, which are not excluded properties, along 
with the Net Annual and Rateable Values which the Assessor has established for each property. 
These annual values form the basis for non-domestic rates charges. The Roll is published annually 
and updated weekly. 
 
The Assessor is normally required to complete a 5-yearly Revaluation of all non-domestic 
properties within the Valuation Roll. The most recent of these was completed in accordance with 
the statutory timetable and came into effect on 1st April 2010. However ,a decision by Government 
postponed the 2015 Revaluation until 2017,  at present we are preparing for this next Revaluation 
which will become effective form 1st April 2017. 
 
The number of properties in the Valuation Rolls for the three council areas varies around 10,350 
with a total Net Annual Value at revaluation of c. £338 million. 
 
The Assessor for Renfrewshire is the designated Assessor for fixed line telecommunication 
subjects throughout Scotland, this has added £38.5m to the Renfrewshire Valuation Roll. This is 
currently resourced from the existing budget allocation. 
 
 
1.2  VALUATION LIST 
 
The Council Tax Valuation List is a list of all domestic properties upon which Council Tax charges 
are based. It is published annually and updated weekly. 
 
Each dwelling is placed in one of eight broad valuation bands according to its estimated market 
value as at 1st April 1991. 
 
There are over 165,000 dwellings in the Valuation Lists for the Joint Board area. 
 
 
1.3  REGISTER OF ELECTORS 
 
The Register of Electors contains the names of all persons resident within the area and eligible to 
vote at Parliamentary, Scottish Parliamentary, European and Local Elections. It is published 
annually, by the 1st December, and outside of the canvass period (see below), is updated on a 
monthly basis. The number of electors on the register at April 2015 is 254,204. 
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The Revised Register is updated by a canvass of all households, which is carried out during 
August - November each year (The Canvass Period). 
 
An Open Register of Electors, which is made available for a variety of purposes, is also prepared.  
 
 
1.4  OTHER FUNCTIONS 
 
Arising from legislative requirement or commitment to government policy, the assessor also carries 
out a range of functions in support of the above primary services. These include the following:- 
 
Corporate Governance procedures and practices have been implemented and are adhered to at 
member and official level. These will be continually reviewed and improved with particular 
reference made to such good practice and good governance guidance as is provided by Audit 
Scotland. Risk Management forms an integral part of the corporate governance framework. 
 
Accountability is achieved through a combination of external audit, internal audit, performance 
monitoring and reporting. 
 
RVJB recognises its duty, under Section 1of The Local Government in Scotland Act 2003, to make 
arrangements to secure Best Value. The Valuation Joint Board is committed to the principles and 
practices of Best Value and to the integration of this theme into all areas of operation. 
 
In accordance with Equalities Act 2010, RVJB discharges its functions in a manner which 
encourages equal opportunities and the observance of equal opportunity requirements. 
 
The Valuation Joint Board recognises its staff as valuable assets and key stakeholders. 
 
Proper Financial procedures and practices, including annual budgeting, monthly monitoring and 
public reporting, are in place. 
 
The services of RVJB will continue to be supported and improved on through the application and 
development of Information Technology systems in accordance with the approved IT Strategy. 
 
In accordance with Section 23 of the Freedom of Information (Scotland) Act, both the VJB and the 
Assessor maintain Publication Schemes and comply with the requirements of the request for 
information regime. Further, they recognise and adhere to the Codes of Practice issued under the 
terms of the Act. The appropriate model publication scheme has been adopted. Section 23 does 
not apply to the statutory functions of the ERO but the general principles of openness will be 
reflected in responses to requests for information. 
 
The Public Records (Scotland) Act 2011 requires that listed public authorities submit Records 
Management Plans to the Keeper for approval and to hold and maintain records in accordance 
with that plan. This period of this service plan will cover the development and submission of a 
Records Management Plan for approval and for the implementation of its terms within the Joint 
Board 
 
RVJB operates in an ever more complex and financially challenging environment and continues to 
develop a range of key partnerships and stakeholder relationships. 
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PART TWO  
CORE OBJECTIVES 

 
 
 

The criteria for the planning, management, monitoring and reporting of the three main  
areas of function are included in Part Four, ‘Performance Management’.  
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2.1  THE VALUATION ROLL 
 
2.1.1 Maintenance of the Valuation Roll, including the addition of new subjects and the 
 amendment of existing subjects, will continue, year-on-year, in accordance with the 
 Joint Board's established procedures for completion within the statutory timescales and 
 annual targets. Valuation Notices will be issued to all Proprietors, Tenants and Occupiers 
 and all relevant changes will be notified to the billing authorities timeously. 

 
2.1.2 The next Revaluation is scheduled for 2017 and preparations to ensure that our Statutory 
 Duties are met are well under way. The shortened timetable for analysis and publication of 
 the new Valuation Roll present a particular challenge. The Assessors staff will contribute 
 at the Scottish Assessors Association (SAA) to ensure harmonisation throughout Scotland 
 and will through the SAA liase with the Valuation Office Agency to achieve harmonisation 
 throughout the UK. 

 
2.1.3 Approximately 15,000 Revaluation Notices will be issued to Proprietor Tenants and 
 Occupiers of subjects within the Valuation Roll on 15th March 2017, each one of these has 
 a right of appeal. The last date for submission of such appeals will be 30th September 
 2017, and the statutory timetable for their disposal will be 31st December 2020. To 
 facilitate the timeous disposal of these, the Assessor in conjunction with the Secretary and 
 Chairperson  of the local Valuation Appeal Panel for Renfrewshire, will schedule Valuation 
 Appeal Committee Hearings, and staff will invest significant effort in achieving settlement. 
            
2.1.4 In addition, running roll appeals can be submitted at any time during the life of the 
 Valuation Roll. The Assessor will include such appeals in his ongoing schedule of VAC 
 Hearings in  order that they are disposed of in accordance with their varying timetables. 
 
2.1.5 In support of the appeals process, the Assessor's staff will continually ingather and 
 analyse rental (and other) information. Additionally, staff have actively participated in 
 the Working  Groups and Committees of the Scottish Assessors’ Association to confirm or 
 amend the  ‘Practice Notes’ produced by the SAA for the purposes of this forthcoming  
 Revaluation. In the longer term, but quite possibly within the time period of this service 
 plan, a review of the Scottish Tribunals Systems may result in changes to the local 
 Valuation Appeals Panels and to the processes and procedures required when working 
 with the Secretary/Assistant Secretary to the Panels. 
 
2.1.6 Factors which may be out with the Assessor’s control include the scheduling of appeals 
 for  a number of subjects or subject types which have been, or may in the future be, 
 referred to the Lands Valuation Appeal Court or Lands Tribunal for Scotland. This 
 effectively removes  the timetabling of appeals from local control and provides a degree of 
 uncertainty in service planning. 
 
2.1.7 The Assessor for RVJB is responsible for the maintenance of all fixed line Telecom 
 valuations for all of Scotland. The obligation to deal with these subjects, and their appeals 
 in particular, may place significant additional obligations on the organisation and may 
 impact on its functions, and structure. There are still some 2005 /2010 running roll and 
 Revaluation appeals against the NAV/RVs of these subjects which have been referred to 
 the Lands Tribunal. Further, similar information gathering, analysis and valuation 
 processes  will be required for these valuations in advance of the 2017 Revaluation. 
 Close liaison with  the Valuation Office Agency will be retained throughout. 
 
 
2.2  THE VALUATION (Council Tax) LIST 
 
2.2.1  Maintenance of the Valuation List, in particular the addition of new subjects, will continue, 

 year-on-year, in accordance with the Joint Board's established procedures for completion 
 within annual targets. Banding Notices will be issued to all interested parties and all 
 relevant changes will be notified to the billing authorities timeously. 
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2.2.2  Band changes following alteration to and subsequent sale of properties will continue in 
 accordance with the Joint Board's established procedures.  

 
2.2.3  A small number of proposals/appeals against banding continue to be received. 

 Discussions in relation to these are ongoing and, where necessary, the Assessor will refer 
 such appeals within six months of receipt, to the Secretary to the local Valuation Appeal 
 Panel for inclusion in the schedules of VAC Hearings. 

 
2.2.4  There is a possibility that a Council Tax Revaluation may be ordered at any time. Although 

 it is unlikely that such a Revaluation will be ordered in the near future, a watching brief will 
 be retained and processes and procedure to facilitate such a Revaluation will be initiated 
 as required. In the meantime, records of alterations to domestic properties will be 
 maintained and updated. 

 
 
2.3 THE REGISTER OF ELECTORS 
 
2.3.1  The 'Full' Annual and 'Open' Registers will be published by 1st December in each year 

 following a canvass carried out, as before, during August - November. The objective of the 
 canvass will be to ensure the maximum possible number of returns, satisfactorily 
 completed and that the register accurately reflects the information contained on them. 
 This process will be supported by provision of a telephone, SMS and internet canvass 
 return service. Door to Door inquiries will be carried out at houses where resident have 
 failed to respond to the postal canvass. 

 
2.3.2  The Register will be updated on a monthly basis between January and September by the 

 production of Lists of Additions, Deletions and Alterations. All statutory Notices and Lists 
 will be timeously provided to relevant parties. 

 
2.3.3  Election Registers and Lists of Absent/Postal/Proxy voters etc will be produced as 

 required by statute and by agreement with Returning Officers. 
 
2.3.4  During the lifetime of this Service Plan the system of Electoral Registration in Great Britain 

 will be changing from a household based collection of information ,to one based on 
 individuals being invited to apply to registered and supplying information directly to the 
 ERO. This system will be supplemented by household enquiry forms replacing the 
 traditional canvass form. The applications received will be subject to verification from 
 sources such as Department of Work and Pensions (DWP). The transition period has to 
 be reviewed and may finish in  either December 2015 or December 2016  
 

2.3.5  Following the devolution of powers for Scottish Parliamentary and Local Government 
 Elections to the Scottish Government , ERO’s are required to compile a register which 
 includes 14/15year olds , this is to facilitate preparing a register for either of the 
 aforementioned elections in Scotland which will contain young persons who are 16yrs old 
 on the date of the election.  
 

2.3.6  Any constituency or ward boundary changes will require to be actioned timeously., 
 however the major boundary review for the UK Parliament has been delayed until 2018. A 
 Scottish Local Government  Boundary Review is planned during the life of this Service 
 Plan and appropriate changes to ward boundaries will  require action to allow them to be 
 processed in time for the 1st December register in 2016. 
 

2.3.7  Working with the Electoral Commission through the Assessors Association –Electoral 
 Registration Committee  and the Association of Electoral Administrators (AEA) to assist 
 with formation of policy regarding Individual Registration. 
 

2.3.8 Following the creation of the Electoral Management Board for Scotland the ERO is subject 
 to directions issued by the Convenor to this Board in respect of local government elections 
 in Scotland and any future Scottish referendums.  
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2.4  CORPORATE GOVERNANCE 
 
2.4.1  The Valuation Joint Board will ensure that the Assessor and Electoral Registration Officer 

 is adequately resourced to perform his statutory functions. It will meet to discuss and 
 approve Budgets, Policies and Practices as is deemed necessary and the members will 
 act in accordance with the Code of Conduct for Councillors, which is approved by the 
 Scottish Government. 

 
2.4.2  The officers of the Valuation Joint Board will act in accordance with the relevant Schemes 

 of Delegation, Financial Regulations, Standing Orders and Codes of Conduct. These will 
 be reviewed on at least a three-yearly basis, or as required.  

 
2.4.3  Strategic and detailed Annual Service Plans will be implemented, maintained and 

 actioned. The Strategic Plan will cover a three year period, whilst noting matters of 
 relevance beyond that timescale. Annual Service Plans will be reviewed prior to annual 
 budget planning. 

 
2.4.4  Policies covering Defalcation Procedures and Fraud Prevention have been implemented 

and will be reviewed on a three-yearly basis. An overarching Corporate Governance 
Statement will be implemented and reviewed regularly. 

 
2.4.5  The Management Team will continue to be the primary forum for the development and 

 implementation of Strategy and Policy and will oversee all operational matters. Actions will 
 be communicated to staff by means of team briefings, written bullet points and minutes.  

 
2.4.6  Effective performance management systems continue to be developed, with the 

 Assessor’s Management Team also forming the principle forum for matters relating to 
 Performance Management, Planning and Reporting. A Reporting Framework has been 
 implemented and is subject to continual review. 

 
2.4.7  Specific operational matters will be within the remit of the various internal Forums and 

 Working Groups who will report to the Assessor’s Management Team. The format, remit 
 and membership of these groups will be reviewed on a regular basis. 

 
2.4.8  The Valuation Joint Board will continue to align its Personnel and other related policies, 

 where appropriate, with those of Renfrewshire Council. 
 
2.4.9  The finances and operations of the Valuation Joint Board will be subject to internal and 

 external audit (see later). 
 

2.4.10  A Risk Register is maintained and reviewed regularly by the Assessor and the 
 Management Team, with significant risks reported to the Board. 
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2.5  ACCOUNTABILITY  
 
2.5.1  Annual Accounts will be submitted for external audit. They will be published in accordance 

 with the requirements of Audit Scotland and the Board’s Publication Schemes. 
 
2.5.2  The procedures and practices of the Valuation Joint Board will also be subject to external 

 audit, in accordance with a timetable to be directed by Audit Scotland. 
 
2.5.3  An audit plan encompassing the requirements of the external and internal auditors will be 

 drawn up annually.  
 
2.5.4  Performance will be monitored and reported internally and externally. A Reporting 

 Framework of annual, quarterly, monthly, statutory, KPI and internal management reports 
 has been developed. This Framework will, in response to changing external requirements 
 and management need, be subject to continuous review. 

 
2.5.5  Decisions of the Management Team, Forums and the Working Groups will be minuted 

 and available for inspection.  
 
 
2.6  BEST VALUE 
 
2.6.1  Best Value is statutorily defined as ‘continuous improvement in the authority’s 

 performance’. The Valuation Joint Board is committed to the principle of Continuous 
 Improvement. In support of this Performance will be planned and monitored (see 2.5.4 
 above). Key Performance Indicators have been implemented in conjunction with the 
 Scottish Government and the Scottish Assessors’ Association and reported to the Scottish 
 Government and other key stakeholders annually. The range of Key Performance 
 Indicators will be further developed in association with the above bodies. 

 
2.6.2  Performance Indicators have also been developed for Electoral Registration and will 

 continue to be developed on an ongoing basis by the Management Team. These will be 
 included in the VJB’s annual electoral registration report. 

 
2.6.3  Performance Indictors will be used for year-on-year comparisons as well as comparisons 

 with other Assessors’ offices, Local Authorities and other bodies. 
 
2.6.4  In accordance with Section 13 of The Local Government in Scotland Act 2003, the 

 performance of Renfrewshire VJB in relation to its functions will be reported to all 
 stakeholders of the Valuation Joint Board, including staff, in the most appropriate manner. 

 
2.6.5  The Joint Board’s in-house Valuation and Electoral Forums will continue to be used and 

 developed for reviewing performance and developing and implementing best practice. 
 
2.6.6  Stakeholder Consultations will be continually developed and implemented and the 

 outcomes taken account of in Service Planning. 
 

2.6.7 There is a Customer Comments and Complaints procedure in place which has been 
 revised in line with the Scottish Public Sector Ombudsman’s Model Complaints Handling 
 Procedure. All comment/complaints will be considered by the Management Team for 
 improvement action and reported as required by the procedure. 
 
2.6.8 A relevant set of Customer Service Standards will be agreed and implemented, along with 
 systems for the monitoring of, and reporting on, these. 
 
2.6.9 Renfrewshire VJB will give consideration to any guidance issued under the terms of 
 Section 2(1)(b) of The Local Government in Scotland Act (2003). This is an external factor 
 over  which the Joint Board has no control and which may result in variations to the 
 Service Plan. 
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2.7  EQUAL OPPORTUNITIES 
 
2.7.1  The Valuation Joint Board is committed to equality in respect of race, faith, ethnicity, 

 ability, age, gender and sexual orientation, both in staffing and service provision.  
 
2.7.2  A review of all personnel etc policies to comply with the Equality Act 2010, and other 

 public sector duties for race, disability and gender will continue. Impact Assessments will 
 be carried out to examine the effect of any new or amended policies on relevant groups.. 
 The Equality Act has required a review of policies to an outcome approach including all 
 protected characteristics. This outcome approach was first defined in May 2013, and is 
 under constant review.  
 

2.7.3  All policies will be continuously reviewed to encompass equalities issues. 
 
2.7.4  As policies are implemented or amended, staff will be adequately trained. 
 
 
2.8  STAFFING AND PERSONNEL MATTERS 
 
2.8.1  The Valuation Joint Board will continue to align its Personnel and other related policies, 

 generally, with those of Renfrewshire Council where possible. Should it be necessary to 
 produce a policy reflecting the independence of the statutory functions of the Assessor & 
 ERO  these will  be written and published on both the intranet and the website along with 
 all other relevant policies. 

 
2.8.2  A Training and Development Programme, which aims to ensure that adequate training is 

 provided to all members of staff, has been developed and implemented. Staff will review 
 their training needs with their managers on an annual basis. There is a dedicated Training 
 Working Group which reviews training needs for all employees and meets regularly. 

 
2.8.3  To ensure that the Joint Board’s personnel policies and procedures are kept up to date, 

 regular contact will be maintained with Renfrewshire Council's relevant department. 
 
2.8.4  In line with the Joint Board’s Health and Safety Policy, Risk assessments covering all 

 areas of function are reviewed annually. 
 
 
2.9  FINANCE AND BUDGETING 
 
2.9.1  The officers of the Valuation Joint Board will act in accordance with the relevant Financial 

 Regulations and Standing Orders, which will be reviewed on a five-yearly basis or as  
 circumstances demand. 

 
2.9.2  In partnership with the Finance Resources of Renfrewshire Council, budgets will be 

 prepared annually and approved by the Joint Board. A detailed report on the make up of 
 the budget will also be prepared annually. 

 
2.9.3  Appropriate procedures for procurement, authorisation and payment have been 

 implemented and these will be subject to annual review. 
 
2.9.4  In conjunction with Renfrewshire Council, a procedure for dealing with all aspects of 

 debtor accounts will be produced. In particular, regular reports detailing outstanding 
 amounts, arrears, write-off etc will be developed and presented to the Management Team. 

 
2.9.5  Adequate training in respect of these procedures will be provided to relevant staff. 
 
2.9.6  Financial monitoring reports are received from Renfrewshire Council and verified on a 

 monthly basis. These are used to prepare reports detailing under and over spends, along 
 with corrective actions, to Management Meetings on a monthly basis and to the Joint 
 Board as required. 
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2.9.7  Year-end Accounts will continue to be prepared, audited and made available for public 

 inspection.  
 
2.9.8  Payroll checks will be formalised, in accordance with the Reporting Strategy, and reports 

 presented regularly to the Management Team. 
 

2.9.9  The current UK and Scottish Government Policies in relation to reducing Public Sector 
 expenditure are likely to establish the context for many of the operational decisions and 
 changes which require to be made in the foreseeable future. 
 

 
 
2.10  INFORMATION TECHNOLOGY 
 
2.10.1  The provision and maintenance of Information Technology assets, systems and services 

 are carried out in accordance with the Joint Board’s Information Technology Strategy. As 
 and when required IT Liaison meetings are held with Renfrewshire Council IT personnel to 
 discuss any issues where the Board and Renfrewshire Council share IT services. 
 

2.10.2 The assets of the VJB will be refreshed in accordance with the IT Strategy.  
 
2.10.3 Renfrewshire VJB adheres to the principles of Data Protection and reviews its Notification 
 to the Information Commissioner annually. 
 
2.10.4 Systems to deal with Freedom of Information requests have been developed and 
 implemented and these will be reviewed in light of the demands of the request regime.  A 
 Freedom of Information log is maintained. 
 
2.10.5 The Assessor’s ‘Progress’ information technology system will be developed to facilitate 
 improvement and changing external requirements in respect of the electoral registration, 
 non-domestic rating and council tax valuation functions. Such development will normally 
 be completed by an ‘in-house’ programmer located within Renfrewshire Council. 

 
2.10.6 With the introduction of Individual Electoral Registration new systems have been designed 
 utilising resources of an IT Programmer from Renfrewshire Council in conjunction with 
 Assessor’s staff. 
 
2.10.7 Satellite systems including Domino, Alpha 5 & Strand to support primary functions and 
 reporting requirements will continue to be maintained and developed as required. 
 
2.10.8 Renfrewshire VJB will continue to commit resources to the Scottish Assessors Association 
 Assessors Portal project.  
 
2.10.9 The form and content of the RVJB Web Site will be reviewed on an on-going basis. 
 
2.10.10 Renfrewshire VJB will continue to implement and develop its Notes intranet site which is 
 the definitive source of all internal policies, procedures and guidance documents. 
 
 
2.11  INFORMATION MANAGEMENT 
 
2.11.1 A Freedom of Information Policy Statement has been approved by the Board and this will 

be reviewed regularly. 
 
2.11.2 A Model Publication Scheme has been compiled both for Scottish Assessors and on 
 behalf of the Valuation Joint Board. These have been approved by the Information 
 Commissioner and will be reviewed when appropriate, to include information requests that 
 result in repeated provision of information. 
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2.11.3 Procedures to enable compliance with the requirements of the Freedom of Information 
(Scotland) Act 2002 have been developed and implemented. These will be reviewed in 
light of the impact of the request for information regime. 

 
2.11.4 The Valuation Joint Board recognises the importance of Codes of Practice issued under 

the terms of the Freedom of Information (Scotland) Act, and will review practices and 
procedures on publication of any of such guidance. 

 
2.11.5 The Valuation Joint Board is a Data Controller in terms of the Data Protection Act 1998 

and maintains a registration as such. 
 
2.11.6 As a Data Controller the Joint Board will manage all personal data held in compliance with 

the 8 Data Protection Principles. Processes for handling information will be regularly 
reviewed to ensure continued compliance.  

 
 
2.12  KEY PARTNERSHIPS 
 
2.12.3 The support services provided by Renfrewshire Council are essential to the operations of 

Renfrewshire VJB. These services will continue to be managed by regular contact with 
relevant persons in each of the supporting Resources and by agreement of Service Level 
Agreements. 

 
2.12.4 Being the primary recipients of operational outputs (Valuation Rolls, Councils Tax 

Valuation Lists and Electoral Registers), Renfrewshire VJB recognises its constituent 
Councils as key stakeholders, and will consult with these bodies in all areas relating to 
these matters. 

 
2.12.5 The Valuation Joint Board recognises the important relationship it has with the Returning 

Officers of the 3 constituent authorities and will continue regular liaison with them. This will 
include the organisation and hosting of our Joint Electoral Forum. 

 
2.12.6 The Joint Board will continue to commit resources to the workings of the Scottish 

Assessors Association. In this respect, it will participate in Plenary, Committee and 
Working Group meetings and fully engage in the exchange of information, ideas and 
knowledge provided by this association. 

 
2.12.7 Through the SAA, the assessor for Renfrewshire VJB will maintain liaison with bodies 

such as the Scottish Government, Scotland Office, Valuation Office Agency (England and 
Wales), the Valuation and Land Agency (Northern Ireland), the Eire Valuation Office and 
The Royal Institution of Chartered Surveyors. 

 
2.12.8 Similarly, Joint Board staff will continue to participate in the workings and proceedings of 

the Association of Electoral Administrators and the IRRV. 
 
2.12.9 Renfrewshire VJB recognises the role of, and support provided by, The Electoral 

Commission and the Electoral management Board in respect of Electoral Registration 
matters. 

 
2.12.10 Staff are recognised as both key assets of the Valuation Joint Board and primary 

stakeholders, and consultations with both staff and their representatives will continue on a 
regular basis.  

 
2.12.11 Relationships with external suppliers of systems and services are subject to contract 

and/or Service Level Agreement and are managed through liaison with the relevant 
account manager or similar representative. Such services are, however, subject to 
continuous review regarding effectiveness, quality and price. 
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2.13 MISCELLANEOUS  
 

2.13.1 The Public Records (Scotland )Act 2011 required public bodies to implement proper 
 records management procedures in accordance with the  Act. In particular, a Records 
 Management Plan has to be submitted by October 2015.  
2.13.2 The Valuation Joint Board is committed to various initiatives, not covered above but which 
 have significant implications for Service Planning, priorities and actions. These tend to be 
 of an ad-hoc nature and demand variable commitment.  
 
2.13.3  The assessor for Renfrewshire VJB will respond, either directly or through its relevant 
 associations, to pertinent legislative, and other, consultations.  
 
2.13.4 Any future local authority boundary or electoral constituency changes will require resource 

allocation and planning. 
 
2.13.5 Renfrewshire VJB is committed to the development and implementation of the Corporate 

Address Gazetteers of its constituent Councils (and through these initiatives to the 
formation of a National Gazetteer) and use of National Unique Property Reference 
Numbers. To that end it will provide such assistance, information and data as it 
reasonably can and participate in such joint projects as it can meaningfully contribute to. 
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Key To Business Objectives 
 
The codes in the table below relate each Activity and Outcome contained in Part Three of the 
Service Plan to the relevant Business Objective(s) within the Joint Board’s Mission, Vision and 
Commitments Statements. 
 
 
 

Number Business Objective 

1 Compile the Valuation Roll 
 

2 Compile the Council Tax Valuation List 
 

3 Compile the Electoral Register 
 

4 Maintain the Valuation Roll 
 

5 Maintain the Council Tax Valuation List 
 

6 Maintain the Electoral Register 
 

All of the above are underpinned by the aim of providing these services in a 
high quality, effective and responsive manner. 

7 Listening and responding to Stakeholders needs 
 

8 
Valuing staff and providing them with opportunities to develop and 
contribute 
 

9 Reacting innovatively to change 
 

10 Treating all stakeholders in a fair, consistent manner and in 
accordance with equal opportunities requirements 

11 
Striving for continuous improvement in all aspects of service 
delivery 
 

12 Ensuring that we are accessible and accountable to stakeholders 
 

13 Pro-actively planning workloads and deploying resources 
 

14 Using ‘plain English’ 
 

 
 
 
 
 
 
 
 
 
 
 

 
16 





3.
1 

TH
E 

VA
LU

AT
IO

N
 R

O
LL

 
 3.

1.
1 

M
ai

nt
en

an
ce

 o
f t

he
 2

01
0 

Va
lu

at
io

n 
R

ol
l 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ec
or

d 
al

l k
no

w
n 

de
ve

lo
pm

en
t a

ct
iv

iti
es

, i
nc

lu
di

ng
 p

la
nn

in
g 

pe
rm

is
si

on
s 

an
d 

bu
ild

in
g 

co
nt

ro
l w

ar
ra

nt
s 

gr
an

te
d,

 in
 a

cc
or

da
nc

e 
w

ith
 th

e 
R

VJ
B 

G
ui

da
nc

e 
In

st
ru

ct
io

ns
 a

nd
 w

ith
in

 th
e 

ag
re

ed
 ti

m
es

ca
le

s.
 

1,
4,

10
,1

1 
D

iv
is

io
na

l A
ss

es
so

rs
/ 

C
le

ric
al

 M
an

ag
er

 
O

n 
re

ce
ip

t i
n 

ac
co

rd
an

ce
 w

ith
 

sc
he

du
le

s 
(b

) 
Su

rv
ey

 o
f a

ll 
ne

w
, a

m
en

de
d 

or
 d

em
ol

is
he

d 
no

n-
do

m
es

tic
 p

ro
pe

rti
es

 in
 a

cc
or

da
nc

e 
w

ith
 R

VJ
B

 S
ur

ve
y 

G
ui

da
nc

e.
 

1,
4,

10
,1

1 
Pr

in
ci

pa
l V

al
ue

rs
 

C
on

tin
ua

l b
as

is
 

(c
) 

Va
lu

at
io

n 
of

 a
bo

ve
 in

 a
cc

or
da

nc
e 

w
ith

 th
e 

S
AA

 a
pp

ro
ve

d 
Pr

ac
tic

e 
N

ot
es

, i
n-

ho
us

e 
Pr

ac
tic

e 
N

ot
es

 a
nd

 w
ith

 re
fe

re
nc

e 
to

 re
le

va
nt

 ‘N
ar

ra
tiv

es
”. 

1,
4,

10
,1

1 
Pr

in
ci

pa
l V

al
ue

rs
 

C
on

tin
ua

l b
as

is
 

(d
) 

Am
en

d 
th

e 
Va

lu
at

io
n 

R
ol

l b
y 

in
pu

t t
o 

th
e 

As
se

ss
or

s 
'L

iv
e'

 c
om

pu
te

r s
ys

te
m

. 
 

1,
4,

10
,1

1 
 C

le
ric

al
 M

an
ag

er
 

C
on

tin
ua

l b
as

is
 

(e
) 

C
he

ck
 a

nd
 a

ut
ho

ris
e 

al
l s

uc
h 

am
en

dm
en

ts
 in

 a
cc

or
da

nc
e 

w
ith

 R
VJ

B 
pr

oc
ed

ur
es

, 
m

ak
in

g 
ch

an
ge

s 
or

 re
fe

rr
in

g 
ba

ck
 a

s 
ap

pr
op

ria
te

. 
1,

4,
10

,1
1 

Pr
in

ci
pa

l V
al

ue
rs

 / 
Au

di
t T

ea
m

 
W

ee
kl

y 

(f)
 

Tr
an

sf
er

 a
ll 

ch
an

ge
s 

to
 re

le
va

nt
 b

illi
ng

 a
ut

ho
rit

ie
s 

in
 a

cc
or

da
nc

e 
w

ith
 a

nn
ua

lly
 

ag
re

ed
 s

ch
ed

ul
es

. 
1,

4,
10

,1
1 

D
at

a 
M

an
ag

er
 

W
ee

kl
y 

(g
) 

Is
su

e 
Va

lu
at

io
n 

N
ot

ic
es

 to
 a

ll 
in

te
re

st
ed

 p
ar

tie
s 

as
 re

qu
ire

d 
by

 s
ta

tu
te

. 
1,

4,
10

,1
1,

12
,1

4 
) D

at
a 

M
an

ag
er

 
W

ee
kl

y 
(h

) 
U

pd
at

e 
da

ta
 a

t S
A

A 
P

or
ta

l i
n 

ac
co

rd
an

ce
 w

ith
 a

gr
ee

d 
sc

he
du

le
s 

 
7,

9,
11

,1
2 

 D
at

a 
M

an
ag

er
 

W
ee

kl
y 

(i)
 

C
om

pl
et

e 
th

e 
ab

ov
e 

in
 a

cc
or

da
nc

e 
w

ith
in

 th
e 

an
nu

al
ly

 re
vi

ew
ed

 ta
rg

et
s 

re
la

tin
g 

to
 

Ke
y 

P
er

fo
rm

an
ce

 In
di

ca
to

rs
 

11
,1

3 
Al

l s
ta

ff 
 

C
on

tin
ua

l b
as

is
 

(j)
 

C
om

pi
le

 a
nd

 p
re

se
nt

 R
un

ni
ng

 R
ol

l s
ta

tis
tic

s 
to

 M
an

ag
em

en
t T

ea
m

  
4,

11
,1

3 
  D

at
a 

M
an

ag
er

 
M

on
th

ly
 

(k
) 

Is
su

e 
qu

es
tio

nn
ai

re
s 

re
qu

es
tin

g 
in

fo
rm

at
io

n 
on

 o
w

ne
rs

hi
p,

 te
na

nc
y 

an
d 

oc
cu

pa
tio

n 
of

 th
e 

pr
op

er
ty

 a
lo

ng
 w

ith
 in

fo
rm

at
io

n 
re

la
tin

g 
to

 p
hy

si
ca

l a
lte

ra
tio

ns
 a

nd
 re

nt
al

 
de

ta
ils

. E
le

ct
ro

ni
c 

re
tu

rn
s 

fa
ci

lit
y 

no
w

 a
va

ila
bl

e 

4,
10

,1
2,

14
 

D
A’

s 
 

 C
on

tin
ua

l b
as

is
 

(l)
 

An
sw

er
 a

ll 
ad

-h
oc

 e
nq

ui
rie

s 
fro

m
 c

ur
re

nt
, p

as
t a

nd
 p

ot
en

tia
l r

at
ep

ay
er

s 
in

 
ac

co
rd

an
ce

 w
ith

 R
VJ

B
 W

or
ki

ng
 P

ra
ct

ic
es

. 
4,

7,
10

,1
2,

14
 

Al
l s

ta
ff 

 
C

on
tin

ua
l b

as
is

 

(m
) 

In
ga

th
er

 in
fo

rm
at

io
n 

fo
r T

el
ec

om
s 

 
4,

 1
0,

13
,1

4 
 D

at
a 

M
an

ag
er

 
Va

rio
us

 s
ch

ed
ul

es
 

(n
) 

C
om

pl
et

e 
ye

ar
-e

nd
 p

ro
ce

du
re

s 
fo

r c
re

at
io

n 
of

 re
fre

sh
ed

 V
al

ua
tio

n 
R

ol
l i

n 
ac

co
rd

an
ce

 w
ith

 Y
ea

r-
En

d 
Ti

m
et

ab
le

 
1,

4,
 

 D
at

a 
M

an
ag

er
 

An
nu

al
ly

, M
ar

ch
 

 



3.
1.

2 
R

ev
al

ua
tio

n 
20

10
 - 

Se
ttl

em
en

t o
f A

pp
ea

ls
 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
M

ai
nt

ai
n 

re
co

rd
s 

of
 a

pp
ea

ls
 in

cl
ud

in
g 

th
ei

r s
ta

tu
s 

in
 re

la
tio

n 
to

 c
ita

tio
n 

to
 a

pp
ea

r a
t 

VA
C

, r
ef

er
ra

l t
o 

La
nd

s 
Tr

ib
un

al
 e

tc
. 

1,
4,

10
,1

3 
D

iv
is

io
na

l A
ss

es
so

rs
 

C
on

tin
uo

us
 

(b
) 

N
eg

ot
ia

te
 a

nd
 s

et
tle

 a
pp

ea
ls

 w
ith

 ra
te

pa
ye

rs
 a

nd
 th

ei
r a

ge
nt

s 
in

 a
cc

or
da

nc
e 

w
ith

 
st

at
ut

or
y 

tim
et

ab
le

s 
an

d 
w

ith
 re

co
ur

se
, w

he
re

 n
ec

es
sa

ry
, t

o 
th

e 
Lo

ca
l V

al
ua

tio
n 

Ap
pe

al
 C

om
m

itt
ee

, L
an

ds
 T

rib
un

al
 o

r L
an

ds
 V

al
ua

tio
n 

Ap
pe

al
 C

ou
rt.

 

1,
4,

10
,1

1,
12

 
D

iv
is

io
na

l A
ss

es
so

rs
 

C
on

tin
uo

us
 

(c
) 

C
ite

 a
ll 

ou
ts

ta
nd

in
g 

R
ev

al
ua

tio
n 

A
pp

ea
ls

, a
t l

ea
st

 in
 a

cc
or

da
nc

e 
w

ith
 th

e 
st

at
ut

or
y 

tim
et

ab
le

, a
nd

 p
re

fe
ra

bl
y 

fo
r H

ea
rin

g 
pr

io
r t

o 
th

e 
en

d 
of

 D
ec

em
be

r 2
01

5 
1,

4,
10

,1
1,

12
 

D
iv

is
io

na
l A

ss
es

so
rs

 
/V

A
C

 S
ec

re
ta

ry
 

As
 s

ch
ed

ul
ed

 

(d
) 

Pr
ep

ar
e 

V
AC

 c
as

es
 in

cl
ud

in
g 

re
nt

al
 a

na
ly

si
s,

 v
al

ua
tio

ns
, p

ho
to

gr
ap

hs
, p

la
ns

 a
nd

 
ot

he
r p

ro
du

ct
io

ns
 

1,
4,

10
,1

1,
12

,1
4 

D
iv

is
io

na
l A

ss
es

so
rs

  
As

 re
qu

ire
d 

(e
)  

Pr
od

uc
e 

‘o
n-

th
e-

da
y’

 V
A

C
 L

is
ts

 a
nd

 a
dm

in
is

te
r V

A
C

 H
ea

rin
gs

 
 

1,
4,

10
,1

2,
14

 
D

iv
is

io
na

l A
ss

es
so

rs
 

As
 s

ch
ed

ul
ed

 

f 
Pr

ov
id

e 
S

AA
 w

ith
 in

fo
rm

at
io

n 
as

 re
qu

ire
d 

to
 s

up
po

rt 
LT

 p
re

pa
ra

tio
n 

&
 H

ea
rin

gs
 

1,
4,

10
,1

2,
14

 
As

se
ss

or
, D

ep
ut

e,
 

D
iv

is
io

na
l A

ss
es

so
rs

 
As

 re
qu

ire
d 

g)
 

W
he

re
 a

pp
ro

pr
ia

te
, a

m
en

d 
th

e 
Va

lu
at

io
n 

R
ol

l t
o 

re
fle

ct
 a

pp
ea

l s
et

tle
m

en
ts

 in
 

ac
co

rd
an

ce
 w

ith
 p

ro
ce

du
re

s 
as

 a
bo

ve
 

1,
4,

10
,1

1,
12

 
Pr

in
ci

pa
l V

al
ue

rs
, 

Au
di

t T
ea

m
 

C
on

tin
uo

us
 

h)
 

C
he

ck
 a

nd
 a

ut
ho

ris
e 

al
l s

uc
h 

am
en

dm
en

ts
 in

 a
cc

or
da

nc
e 

w
ith

 R
VJ

B 
pr

oc
ed

ur
es

, 
m

ak
in

g 
ch

an
ge

s 
or

 re
fe

rr
in

g 
ba

ck
 a

s 
ap

pr
op

ria
te

. 
1,

4,
10

,1
1,

12
 

Pr
in

ci
pa

l V
al

ue
rs

, 
Au

di
t T

ea
m

 
W

ee
kl

y 

i 
W

he
re

 a
pp

ro
pr

ia
te

, i
ss

ue
 V

al
ua

tio
n 

N
ot

ic
es

 to
 re

fle
ct

 a
pp

ea
l s

et
tle

m
en

ts
. 

1,
4,

10
,1

1,
12

,1
4 

Au
di

t T
ea

m
 

W
ee

kl
y 

(j)
 

C
om

pi
le

 a
nd

 p
re

se
nt

 R
ev

al
ua

tio
n 

Ap
pe

al
 s

ta
tis

tic
s 

to
 M

an
ag

em
en

t T
ea

m
 a

nd
 

Sc
ot

tis
h 

G
ov

er
nm

en
t. 

 
11

 
D

iv
is

io
na

l A
ss

es
so

rs
 

& 
P

AO
 

As
 re

qu
ire

d 

  
18

 



3.
1.

3 
R

un
ni

ng
 R

ol
l A

pp
ea

ls
 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ec
or

d 
ap

pe
al

s 
re

ce
iv

ed
 a

ris
in

g 
fro

m
 a

m
en

dm
en

ts
 m

ad
e 

to
 th

e 
20

10
an

d 
20

17
Va

lu
at

io
n 

R
ol

l. 
4,

10
,1

3 
Pr

in
ci

pa
l V

al
ue

rs
,  

D
at

a 
M

an
ag

er
 

C
on

tin
uo

us
 

(b
) 

Im
pl

em
en

t a
nd

 m
ai

nt
ai

n 
pr

oc
ed

ur
es

 to
 p

ro
ce

ss
 a

pp
ea

ls
 re

ce
iv

ed
 v

ia
 S

A
A 

W
eb

 
Po

rta
l 

4,
7,

9,
10

,1
1,

12
,1

4 
Pr

in
ci

pa
l V

al
ue

rs
, 

D
at

a 
M

an
ag

er
 

C
on

tin
uo

us
 

(c
) 

M
ai

nt
ai

n 
re

co
rd

s 
of

 a
pp

ea
ls

 in
cl

ud
in

g 
th

ei
r s

ta
tu

s 
in

 re
la

tio
n 

to
 c

ita
tio

n 
to

 a
pp

ea
r a

t 
VA

C
, r

ef
er

ra
l t

o 
La

nd
s 

Tr
ib

un
al

 e
tc

. 
4,

10
,1

3 
Pr

in
ci

pa
l V

al
ue

rs
,  

D
at

a 
M

an
ag

er
 

C
on

tin
uo

us
 

(d
) 

N
eg

ot
ia

te
 a

nd
 s

et
tle

 a
pp

ea
ls

 w
ith

 ra
te

pa
ye

rs
 a

nd
 th

ei
r a

ge
nt

s 
in

 a
cc

or
da

nc
e 

w
ith

 
st

at
ut

or
y 

tim
et

ab
le

s 
an

d 
w

ith
 re

co
ur

se
, w

he
re

 n
ec

es
sa

ry
, t

o 
th

e 
Lo

ca
l V

al
ua

tio
n 

Ap
pe

al
 C

om
m

itt
ee

, L
an

ds
 T

rib
un

al
 o

r L
an

ds
 V

al
ua

tio
n 

Ap
pe

al
 C

ou
rt.

 

4,
10

,1
1,

12
 

D
iv

is
io

na
l A

ss
es

so
rs

 
C

on
tin

uo
us

 

(e
) 

C
ite

 a
ll 

ou
ts

ta
nd

in
g 

R
un

ni
ng

 R
ol

l A
pp

ea
ls

 in
 a

cc
or

da
nc

e 
w

ith
 th

e 
st

at
ut

or
y 

tim
et

ab
le

 
ap

pr
op

ria
te

 to
 e

ac
h 

ap
pe

al
. 

4,
10

,1
1,

12
 

D
iv

is
io

na
l A

ss
es

so
rs

/ 
VA

C
 S

ec
re

ta
ry

 
As

 s
ch

ed
ul

ed
 

(f)
  

Pr
ep

ar
e 

V
AC

 c
as

es
 in

cl
ud

in
g 

re
nt

al
 a

na
ly

si
s,

 v
al

ua
tio

ns
, p

ho
to

gr
ap

hs
, p

la
ns

 a
nd

 
ot

he
r p

ro
du

ct
io

ns
 

4,
10

,1
1,

12
 

D
iv

is
io

na
l A

ss
es

so
rs

  
As

 re
qu

ire
d 

(g
) 

Pr
od

uc
e 

‘o
n-

th
e-

da
y’

 V
A

C
 L

is
ts

 a
nd

 a
dm

in
is

te
r V

A
C

 H
ea

rin
gs

 
 

4,
10

,1
1,

12
,1

4 
D

iv
is

io
na

l A
ss

es
so

rs
 

As
 s

ch
ed

ul
ed

 

(h
) 

W
he

re
 a

pp
ro

pr
ia

te
, a

m
en

d 
th

e 
Va

lu
at

io
n 

R
ol

l t
o 

re
fle

ct
 a

pp
ea

l s
et

tle
m

en
ts

 in
 

ac
co

rd
an

ce
 w

ith
 p

ro
ce

du
re

s 
as

 a
bo

ve
. 

4,
10

,1
1,

12
 

Va
lu

er
s,

  D
at

a 
M

an
ag

er
 

C
on

tin
uo

us
 

(i)
 

C
he

ck
 a

nd
 a

ut
ho

ris
e 

al
l s

uc
h 

am
en

dm
en

ts
 in

 a
cc

or
da

nc
e 

w
ith

 R
VJ

B 
pr

oc
ed

ur
es

, 
m

ak
in

g 
ch

an
ge

s 
or

 re
fe

rr
in

g 
ba

ck
 a

s 
ap

pr
op

ria
te

. 
4,

10
,1

1,
12

 
D

iv
is

io
na

l A
ss

es
so

rs
, 

Au
di

t T
ea

m
 

W
ee

kl
y 

(j)
 

W
he

re
 a

pp
ro

pr
ia

te
, i

ss
ue

 V
al

ua
tio

n 
N

ot
ic

es
 to

 re
fle

ct
 a

pp
ea

l s
et

tle
m

en
ts

. 
 

4,
10

,1
1,

12
,1

4 
Au

di
t T

ea
m

 
W

ee
kl

y 

(j)
 

C
om

pi
le

 a
nd

 p
re

se
nt

 R
un

ni
ng

 R
ol

l A
pp

ea
l s

ta
tis

tic
s 

to
 M

an
ag

em
en

t T
ea

m
 . 

11
 

 D
iv

is
io

na
l A

ss
es

so
rs

 
M

on
th

ly
 

  
 

 
19

 



 3.
1.

4 
R

ev
al

ua
tio

n 
20

17
 (t

o 
in

cl
ud

e 
Te

le
co

m
s 

as
 d

es
ig

na
te

d 
as

se
ss

or
) 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(b

)a
 

Is
su

e 
re

nt
al

, a
nd

 o
th

er
, q

ue
st

io
nn

ai
re

s.
 

1,
4,

7,
10

,1
1,

12
,1

3,
14

 
 D

iv
is

io
na

l A
ss

es
so

rs
 

& 
C

le
ric

al
 M

an
ag

er
 

Sp
rin

g 
20

15
 a

nd
 a

s 
re

qu
ire

d 
(c

)b
 

M
an

ag
e 

re
tu

rn
s 

of
 a

bo
ve

 in
 a

cc
or

da
nc

e 
w

ith
 th

e 
R

VJ
B

 p
ro

ce
du

re
s/

cl
er

ic
al

 
In

st
ru

ct
io

ns
. 

1,
4,

7,
10

,1
1,

12
,1

3,
14

 
 D

at
a 

M
an

ag
er

/C
le

ric
al

 
O

n 
re

tu
rn

 

(d
)c

 
An

al
ys

e 
re

nt
al

s 
of

 'b
ul

k 
cl

as
s'

 s
ub

je
ct

s 
as

 a
gr

ee
d 

w
ith

in
 e

st
ab

lis
he

d 
W

or
ki

ng
 

G
ro

up
s 

an
d 

in
 a

cc
or

da
nc

e 
w

ith
 S

AA
 re

nt
al

 a
na

ly
si

s 
gu

id
an

ce
. F

ac
ili

ta
te

 s
am

e,
 

us
in

g 
In

fo
rm

at
io

n 
Te

ch
no

lo
gy

. 

1,
4,

10
,1

1,
12

,1
3 

D
iv

is
io

na
l A

ss
es

so
rs

 
As

 re
qu

ire
d 

(d
) 

An
al

ys
e 

lo
ca

l l
an

d 
sa

le
 in

fo
rm

at
io

n 
fo

r u
se

 in
 c

on
tra

ct
or

’s
 v

al
ua

tio
ns

. 
1,

4,
10

,1
1,

12
,1

3 
D

iv
is

io
na

l A
ss

es
so

rs
 

Ju
ly

 1
5 

– 
S

pr
in

g 
16

 
(e

) 
D

ra
ft 

N
ar

ra
tiv

es
 a

nd
 ra

te
s 

to
 b

e 
ap

pl
ie

d 
in

 v
al

ua
tio

ns
, w

he
re

 a
pp

ro
pr

ia
te

. 
1,

4,
10

,1
1,

12
,1

3,
14

 
D

iv
is

io
na

l A
ss

es
so

rs
 

Se
pt

 1
5 

– 
D

ec
 1

5 
( f

) 
Ap

pr
ov

e 
N

ar
ra

tiv
es

 a
nd

 ra
te

s 
to

 b
e 

ap
pl

ie
d 

in
 v

al
ua

tio
ns

, w
he

re
 a

pp
ro

pr
ia

te
 

1,
4,

10
,1

1,
12

,1
3,

14
 

As
se

ss
or

/D
ep

ut
e/

D
iv

is
io

na
l A

ss
es

so
rs

 
Se

pt
 1

5 
– 

D
ec

 1
5 

(g
) 

Pr
ov

id
e 

in
fo

rm
at

io
n 

as
 re

qu
ire

d 
to

 S
A

A 
Pr

ac
tic

e 
N

ot
e 

au
th

or
s,

 w
or

ki
ng

 g
ro

up
s 

an
d 

C
at

eg
or

y 
C

om
m

itt
ee

s.
 

1,
4,

10
,1

1,
12

,1
3 

D
iv

is
io

na
l A

ss
es

so
rs

 
Ap

ril
 1

5 
– 

M
ay

 1
6 

(h
) 

D
ra

ft 
an

d 
pr

es
en

t S
A

A 
Pr

ac
tic

e 
N

ot
es

 fo
r a

pp
ro

va
l b

y 
C

om
m

itt
ee

s 
1,

4,
10

,1
1,

12
,1

3 
SA

A 
m

em
be

rs
 

 A
s 

re
qu

ire
d 

(i)
 

M
ak

e 
co

m
m

en
t o

n 
an

d 
pr

ov
id

e 
in

pu
t t

o 
dr

af
t/p

ro
po

se
d 

Pr
ac

tic
e 

N
ot

es
. 

1,
4,

10
,1

1,
12

,1
3,

14
 

D
iv

is
io

na
l A

ss
es

so
rs

 
 A

s 
re

qu
ire

d 
(j)

 
Ad

op
t a

nd
 is

su
e 

am
en

de
d 

pr
ac

tic
e 

no
te

s 
fo

r u
se

 w
ith

in
 R

VJ
B 

(M
ak

e 
av

ai
la

bl
e 

th
ro

ug
h 

S
A

A 
on

 W
eb

 P
or

ta
l) 

1,
4,

7,
10

,1
1,

12
,1

3,
14

 
D

iv
is

io
na

l A
ss

es
so

rs
 

 A
s 

re
qu

ire
d 

(k
  

Va
lu

e 
su

bj
ec

ts
 fo

r R
ev

al
ua

tio
n 

pu
rp

os
es

 in
 a

cc
or

da
nc

e 
w

ith
 lo

ca
l s

ch
em

es
 o

f 
va

lu
at

io
n,

 S
A

A 
Pr

ac
tic

e 
N

ot
es

 a
nd

 R
VJ

B 
ta

rg
et

s 
fo

r c
om

pl
et

io
n.

 
1,

10
,1

1,
12

,1
3 

D
iv

is
io

na
l A

ss
es

so
rs

 
 A

s 
re

qu
ire

d 

(l)
 

Au
th

or
is

e 
pr

op
os

ed
 R

at
ea

bl
e 

Va
lu

es
 (R

Vs
) 

1,
10

,1
1,

12
,1

3 
D

iv
is

io
na

l A
ss

es
so

rs
 

 A
s 

re
qu

ire
d 

(m
) 

In
pu

t p
ro

po
se

d 
N

A
Vs

/ R
Vs

 to
 A

ss
es

so
r’s

 ‘P
ro

gr
es

s’
 V

al
ua

tio
n 

sy
st

em
 

1,
10

,1
1,

12
,1

3 
D

at
a 

M
an

ag
er

 
 A

s 
re

qu
ire

d 
(n

) 
C

he
ck

 a
nd

 a
ut

ho
ris

e 
al

l s
uc

h 
am

en
dm

en
ts

 in
 a

cc
or

da
nc

e 
w

ith
 R

VJ
B 

pr
oc

ed
ur

es
, 

m
ak

in
g 

ch
an

ge
s 

or
 re

fe
rr

in
g 

ba
ck

 a
s 

ap
pr

op
ria

te
. 

1,
4,

10
,1

1,
 1

2,
 1

3 
D

at
a 

M
an

ag
er

 
W

ee
kl

y 

(o
) 

Ex
po

rt 
pr

op
os

ed
N

A
Vs

/R
Vs

 (i
nc

lu
di

ng
 s

um
m

ar
y 

va
lu

at
io

n 
da

ta
 w

he
re

 a
pp

ro
pr

ia
te

) 
to

 A
ss

es
so

rs
 p

or
ta

l 
1,

4,
10

,1
1 

D
at

a 
M

an
ag

er
/IT

 
M

an
ag

er
 

Fo
rtn

ig
ht

ly
 a

fte
r 

Se
pt

em
be

r 2
01

5 
(p

) 
Tr

an
sf

er
 a

ll 
ch

an
ge

s 
to

 re
le

va
nt

 b
illi

ng
 a

ut
ho

rit
ie

s.
 

1,
4,

10
,1

1 
D

at
a 

M
an

ag
er

 
15

th
 M

ar
ch

 2
01

7 
or

 
by

 a
gr

ee
m

en
t 

(q
) 

Is
su

e 
Va

lu
at

io
n 

N
ot

ic
es

 to
 a

ll 
in

te
re

st
ed

 p
ar

tie
s 

as
 re

qu
ire

d 
by

 s
ta

tu
te

. 
1,

4,
10

,1
1,

12
,1

4 
D

iv
is

io
na

l A
ss

es
so

rs
 

Ja
nu

ar
y 

20
17

 o
r b

y 
ag

re
em

en
t w

ith
 

Sc
ot

tis
h 

G
ov

t 
(r

) 
Pr

ep
ar

e 
an

d 
ci

rc
ul

at
e 

R
ev

al
ua

tio
n 

R
ol

ls
 a

s 
re

qu
ire

d 
1,

4,
10

,1
1,

12
,1

3,
14

 
D

at
a 

M
an

ag
er

 
Ap

ril
 2

01
7 

(s
) 

R
ec

ei
ve

, p
ro

ce
ss

 a
nd

 d
is

po
se

 o
f R

ev
al

 2
01

7 
ap

pe
al

s 
as

 p
er

 3
.1

.2
 a

bo
ve

 
1,

4,
10

,1
1,

12
,1

3,
14

 
Va

rio
us

 
Ap

ril
  -

 S
ep

t 2
01

7 
(u

 ) 
D

ev
el

op
 p

rio
rit

ie
s 

an
d 

sp
ec

ifi
ca

tio
ns

 fo
r i

m
pr

ov
em

en
t 

1,
4,

7,
8,

9,
11

,1
3 

Va
lu

at
io

n/
IT

  
W

or
ki

ng
 G

ro
up

 
 A

s 
re

qu
ire

d 

(v
) 

D
ev

el
op

 s
ys

te
m

s 
in

 a
cc

or
da

nc
e 

w
ith

 th
e 

ab
ov

e 
1,

4,
7,

8,
9,

11
,1

3 
 D

at
a 

M
an

ag
er

 &
 IT

 
Te

am
 

 A
s 

re
qu

ire
d 

(w
) 

Te
st

s 
sy

st
em

s 
an

d 
m

ak
e 

liv
e 

1,
4,

7,
8,

9,
11

,1
3 

D
at

a 
M

an
ag

er
 &

 IT
 

Te
am

 
 A

s 
re

qu
ire

d 

  
20

 



3.
1.

6 
Te

le
co

m
s 

Va
lu

at
io

ns
 

 Bo
th

 t
he

 a
pp

ea
l p

ro
ce

du
re

s 
fo

r 
20

10
 r

ev
al

ua
tio

n 
an

d 
th

e 
20

17
 R

ev
al

ua
tio

n 
pr

ep
ar

at
io

ns
 fo

r 
th

es
e 

su
bj

ec
ts

 f
ol

lo
w

 s
im

ila
r 

pr
oc

ed
ur

es
 t

o 
3.

1.
2 

an
d 

3.
1.

4 
ab

ov
e 

w
ith

 a
n 

ad
de

d 
em

ph
as

is
 o

n 
lia

is
on

 w
ith

 t
he

 V
O

A.
 N

ot
e,

 t
oo

, 
th

e 
po

te
nt

ia
l f

in
an

ci
al

 c
on

se
qu

en
ce

s 
an

d 
re

so
ur

ce
 r

eq
ui

re
m

en
t 

of
 a

ny
 

pr
ot

ra
ct

ed
 L

T 
he

ar
in

g.
 

 3.
1.

7 
R

ev
ie

w
 o

f N
D

R
 A

pp
ea

ls
 P

ro
ce

ss
 

 O
th

er
 th

an
 h

av
in

g 
be

en
 s

ch
ed

ul
ed

 fo
r d

ur
in

g 
20

14
, t

he
 a

ct
ua

l t
im

in
g 

of
 th

e 
pr

op
os

ed
 re

vi
ew

 o
f t

he
 a

pp
ea

ls
 p

ro
ce

du
re

s 
is

 u
nk

no
w

n.
 T

he
 V

JB
 w

ill 
re

ac
t 

tim
eo

us
ly

, p
ro

ba
bl

y 
th

ro
ug

h 
th

e 
SA

A,
 to

 r
es

po
nd

 to
 a

ny
 c

on
su

lta
tio

n 
an

d 
w

ill 
im

pl
em

en
t a

ny
 le

gi
sl

at
iv

e 
ch

an
ge

 th
er

ea
fte

r. 
D

et
ai

le
d 

tim
in

gs
 fo

r 
th

e 
la

tte
r w

ill 
be

 a
dd

ed
 to

 s
er

vi
ce

/o
pe

ra
tio

na
l p

la
ns

 o
nc

e 
kn

ow
n.

 
 3.

1.
8 

R
ev

ie
w

 o
f T

rib
un

al
s 

Sy
st

em
 

 Si
m

ila
r t

o 
3.

1.
7 

ab
ov

e,
 th

e 
tim

et
ab

le
s 

an
d 

ef
fe

ct
s 

of
 th

e 
re

vi
ew

 a
re

 c
ur

re
nt

ly
 u

nk
no

w
n 

an
d 

an
y 

re
qu

ire
m

en
ts

 fo
r a

ct
io

n 
w

ill
 b

e 
ad

de
d 

to
 p

la
ns

 in
 d

ue
 

co
ur

se
. 

  
21

 



3.
2 

TH
E 

C
O

U
N

C
IL

 T
A

X 
VA

LU
AT

IO
N

 L
IS

T 
 3.

2.
1 

M
ai

nt
en

an
ce

 o
f t

he
 C

ou
nc

il 
Ta

x 
Li

st
s 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ec
or

d 
al

l k
no

w
n 

de
ve

lo
pm

en
t a

ct
iv

iti
es

, i
nc

lu
di

ng
 p

la
nn

in
g 

pe
rm

is
si

on
s 

an
d 

bu
ild

in
g 

co
nt

ro
l w

ar
ra

nt
s 

gr
an

te
d,

 in
 a

cc
or

da
nc

e 
w

ith
 R

VJ
B 

G
ui

da
nc

e/
In

st
ru

ct
io

ns
 

an
d 

w
ith

in
 th

e 
ag

re
ed

 ti
m

es
ca

le
s.

 

2,
5,

10
,1

1 
Pr

in
ci

pa
l V

al
ue

rs
, 

Au
di

t T
ea

m
 

O
n 

re
ce

ip
t i

n 
ac

co
rd

an
ce

 w
ith

 
sc

he
du

le
s 

(b
) 

Su
rv

ey
 o

f a
ll 

ne
w

 o
r d

em
ol

is
he

d 
do

m
es

tic
 p

ro
pe

rti
es

 in
 a

cc
or

da
nc

e 
w

ith
 R

VJ
B 

Su
rv

ey
 G

ui
da

nc
e.

 
2,

5,
10

,1
1 

Pr
in

ci
pa

l V
al

ue
rs

, 
Au

di
t T

ea
m

 
C

on
tin

uo
us

 

(c
) 

Va
lu

at
io

n 
an

d 
ba

nd
in

g 
of

 a
bo

ve
 in

 a
cc

or
da

nc
e 

w
ith

 th
e 

st
at

ut
or

y 
va

lu
at

io
n 

as
su

m
pt

io
ns

 a
nd

 R
VJ

B 
pr

oc
ed

ur
es

. 
2,

5,
10

,1
1 

Pr
in

ci
pa

l V
al

ue
rs

, 
Au

di
t T

ea
m

 
C

on
tin

uo
us

 

(d
) 

Am
en

d 
th

e 
Va

lu
at

io
n 

Li
st

 b
y 

in
pu

t t
o 

th
e 

As
se

ss
or

s 
'L

iv
e'

 c
om

pu
te

r s
ys

te
m

. 
2,

5,
10

,1
1 

Pr
in

ci
pa

l V
al

ue
rs

, 
Au

di
t T

ea
m

  
C

on
tin

uo
us

 

(e
) 

C
he

ck
 a

nd
 a

ut
ho

ris
e 

al
l s

uc
h 

am
en

dm
en

ts
 in

 a
cc

or
da

nc
e 

w
ith

 R
VJ

B 
pr

oc
ed

ur
es

, 
m

ak
in

g 
ch

an
ge

s 
or

 re
fe

rr
in

g 
ba

ck
 a

s 
ap

pr
op

ria
te

. 
2,

5,
10

,1
1 

Pr
in

ci
pa

l V
al

ue
rs

, 
Au

di
t T

ea
m

 
W

ee
kl

y 

(f)
 

Tr
an

sf
er

 a
ll 

ch
an

ge
s 

to
 re

le
va

nt
 b

illi
ng

 a
ut

ho
rit

ie
s 

in
 a

cc
or

da
nc

e 
w

ith
 a

nn
ua

lly
 

ag
re

ed
 s

ch
ed

ul
es

. 
2,

5,
7,

10
,1

1 
Au

di
t T

ea
m

 
W

ee
kl

y 

(g
) 

Is
su

e 
Ba

nd
in

g 
N

ot
ic

es
 to

 a
ll 

in
te

re
st

ed
 p

ar
tie

s 
as

 re
qu

ire
d 

by
 s

ta
tu

te
. 

 
2,

5,
10

,1
1,

12
,1

4 
Au

di
t T

ea
m

 
W

ee
kl

y 

(h
) 

C
om

pl
et

e 
th

e 
ab

ov
e 

in
 a

cc
or

da
nc

e 
w

ith
in

 th
e 

an
nu

al
ly

 re
vi

ew
ed

 ta
rg

et
s 

re
la

tin
g 

to
 

Ke
y 

P
er

fo
rm

an
ce

 In
di

ca
to

rs
. 

11
 

Al
l s

ta
ff 

C
on

tin
uo

us
 

(i)
 

C
om

pi
le

 a
nd

 p
re

se
nt

 C
ou

nc
il 

Ta
x 

ch
an

ge
 s

ta
tis

tic
s 

to
 M

an
ag

em
en

t T
ea

m
 in

 
ac

co
rd

an
ce

 w
ith

 R
ep

or
tin

g 
Fr

am
ew

or
k 

11
 

D
iv

is
io

na
l A

ss
es

so
rs

 
M

on
th

ly
 

(j)
 

U
pd

at
e 

da
ta

 a
t S

A
A 

P
or

ta
l i

n 
ac

co
rd

an
ce

 w
ith

 a
gr

ee
d 

sc
he

du
le

s 
5,

7,
9,

10
,1

1,
12

,1
4 

D
at

a 
M

an
ag

er
 &

 IT
 

M
an

ag
er

 
W

ee
kl

y 

(k
) 

An
sw

er
 a

ll 
ad

-h
oc

 e
nq

ui
rie

s 
fro

m
 c

ur
re

nt
, p

as
t a

nd
 p

ot
en

tia
l c

ou
nc

il 
ta

xp
ay

er
s 

in
 

ac
co

rd
an

ce
 w

ith
 th

e 
R

VJ
B

 W
or

ki
ng

 P
ra

ct
ic

es
. 

5,
7,

10
,1

2,
14

 
Al

l s
ta

ff 
C

on
tin

uo
us

 

(l)
 

C
om

pl
et

e 
ye

ar
-e

nd
 p

ro
ce

du
re

s 
fo

r c
re

at
io

n 
of

 re
fre

sh
ed

 C
ou

nc
il 

Ta
x 

Li
st

s 
an

d 
di

st
rib

ut
e 

in
 a

cc
or

da
nc

e 
w

ith
 a

nn
ua

lly
 p

re
pa

re
d 

Ye
ar

-E
nd

 T
im

et
ab

le
s 

5,
7,

10
,1

1,
 

Au
di

t T
ea

m
 

An
nu

al
ly

, A
pr

il 

  
22

 



3.
2.

2 
A

m
en

dm
en

ts
 to

 B
an

ds
 fo

llo
w

in
g 

A
lte

ra
tio

n 
an

d 
Su

bs
eq

ue
nt

 S
al

e 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

   
(a

) 
R

ec
ei

ve
 a

nd
 re

co
rd

 a
ll 

th
e 

sa
le

s 
of

 a
ll 

do
m

es
tic

 p
ro

pe
rti

es
 in

 R
en

fre
w

sh
ire

, E
as

t 
R

en
fre

w
sh

ire
 a

nd
 In

ve
rc

ly
de

 a
nd

 c
he

ck
 fo

r m
at

ch
es

 w
ith

 d
ev

el
op

m
en

t r
ec

or
ds

. 
2,

5,
10

,1
1,

12
 

Pr
in

ci
pa

l V
al

ue
rs

, 
Au

di
t T

ea
m

 
O

n 
re

ce
ip

t o
f 

no
tif

ic
at

io
n 

   
(b

) 
W

he
re

 a
pp

ro
pr

ia
te

, s
ur

ve
y 

am
en

de
d 

pr
op

er
tie

s.
 

2,
5,

10
,1

1,
12

 
Pr

in
ci

pa
l V

al
ue

rs
, 

Au
di

t T
ea

m
 

O
ng

oi
ng

 

   
(c

) 
Va

lu
e 

an
d 

ba
nd

 th
e 

ab
ov

e 
in

 a
cc

or
da

nc
e 

w
ith

 th
e 

st
at

ut
or

y 
va

lu
at

io
n 

as
su

m
pt

io
ns

 
an

d 
R

VJ
B 

pr
oc

ed
ur

es
. 

2,
5,

10
,1

1,
12

 
Pr

in
ci

pa
l V

al
ue

rs
, 

Au
di

t T
ea

m
 

O
ng

oi
ng

 

   
(d

) 
Am

en
d 

th
e 

Va
lu

at
io

n 
Li

st
 b

y 
in

pu
t t

o 
th

e 
As

se
ss

or
s 

'L
iv

e'
 c

om
pu

te
r s

ys
te

m
. 

2,
5,

10
,1

1,
12

 
Pr

in
ci

pa
l V

al
ue

rs
, 

Au
di

t T
ea

m
 

O
ng

oi
ng

 

  (
e)

 
C

he
ck

 a
nd

 a
ut

ho
ris

e 
al

l s
uc

h 
am

en
dm

en
ts

 in
 a

cc
or

da
nc

e 
w

ith
 R

VJ
B 

pr
oc

ed
ur

es
, 

m
ak

in
g 

ch
an

ge
s 

or
 re

fe
rr

in
g 

ba
ck

 a
s 

ap
pr

op
ria

te
. 

2,
5,

10
,1

1,
12

 
Pr

in
ci

pa
l V

al
ue

rs
, 

Au
di

t T
ea

m
 

W
ee

kl
y 

   
(f)

 
Tr

an
sf

er
 a

ll 
ch

an
ge

s 
to

 re
le

va
nt

 b
illi

ng
 a

ut
ho

rit
ie

s 
in

 a
cc

or
da

nc
e 

w
ith

 a
nn

ua
lly

 
ag

re
ed

 s
ch

ed
ul

es
. 

2,
5,

7,
10

,1
1,

12
 

Au
di

t T
ea

m
 

W
ee

kl
y 

  (
g)

 
Is

su
e 

Ba
nd

in
g 

N
ot

ic
es

 a
nd

 c
ov

er
in

g 
le

tte
rs

 to
 a

ll 
in

te
re

st
ed

 p
ar

tie
s 

as
 re

qu
ire

d 
by

 
st

at
ut

e.
 

2,
5,

10
,1

1,
12

,1
4 

Au
di

t T
ea

m
 

W
ee

kl
y 

  (
h)

 
C

om
pl

et
e 

th
e 

ab
ov

e 
in

 a
cc

or
da

nc
e 

w
ith

in
 th

e 
an

nu
al

ly
 re

vi
ew

ed
 ta

rg
et

s 
re

la
tin

g 
to

 
Pe

rfo
rm

an
ce

 In
di

ca
to

rs
. 

11
 

Al
l s

ta
ff 

C
on

tin
uo

us
 

  
23

 



3.
2.

3 
Pr

op
os

al
s 

an
d 

A
pp

ea
ls

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
ec

or
d 

pr
op

os
al

s 
re

ce
iv

ed
 in

 re
sp

ec
t o

f e
nt

rie
s 

in
 th

e 
C

ou
nc

il 
Ta

x 
Li

st
 , 

in
cl

ud
in

g 
th

os
e 

re
ce

iv
ed

 v
ia

 th
e 

S
A

A
 w

eb
 p

or
ta

l a
nd

 m
on

ito
r t

he
ir 

st
at

us
 th

ro
ug

h 
ap

pe
al

s 
to

 
VA

C
 o

r C
ou

rt 
of

 S
es

si
on

. 

5,
10

,1
1,

12
 

Pr
in

ci
pa

l V
al

ue
rs

, 
Au

di
t T

ea
m

 
O

n 
re

ce
ip

t 
O

ng
oi

ng
 

(b
) 

N
eg

ot
ia

te
 a

nd
 s

et
tle

 p
ro

po
sa

ls
/a

pp
ea

ls
 w

ith
 c

ou
nc

il 
ta

xp
ay

er
s 

an
d 

th
ei

r a
ge

nt
s,

 
in

cl
ud

in
g 

de
fe

nc
e,

 w
he

re
 a

pp
ro

pr
ia

te
, t

o 
Va

lu
at

io
n 

Ap
pe

al
 C

om
m

itt
ee

 o
r C

ou
rt 

of
 

Se
ss

io
n.

 

5,
10

,1
1,

12
 

Pr
in

ci
pa

l V
al

ue
rs

, 
Au

di
t T

ea
m

 
O

ng
oi

ng
 

(c
) 

Fa
ci

lit
at

e 
th

e 
se

ttl
em

en
t o

f a
pp

ea
ls

 b
y 

sc
he

du
lin

g 
of

 V
AC

 H
ea

rin
gs

 o
n 

an
 a

nn
ua

lly
 

ag
re

ed
 b

as
is

. 
5,

10
,1

1,
12

 
D

iv
is

io
na

l A
ss

es
so

rs
, 

VA
C

 S
ec

re
ta

ry
 

O
ng

oi
ng

 

(d
) 

Pr
ep

ar
e 

V
AC

 c
as

es
 in

cl
ud

in
g 

sa
le

s 
an

al
ys

is
, v

al
ua

tio
ns

, p
ho

to
gr

ap
hs

, p
la

ns
 a

nd
 

ot
he

r p
ro

du
ct

io
ns

 
5,

10
,1

1,
12

 
Pr

in
ci

pa
l V

al
ue

rs
 

As
 re

qu
ire

d 

(e
) 

Pr
od

uc
e 

‘o
n-

th
e-

da
y’

 V
A

C
 L

is
ts

 a
nd

 a
dm

in
is

te
r V

A
C

 H
ea

rin
gs

 
5,

10
,1

1,
12

 
Pr

in
ci

pa
l V

al
ue

rs
, 

Ad
m

in
 O

ffi
ce

r 
As

 s
ch

ed
ul

ed
 

(f)
 

W
he

re
 a

pp
ro

pr
ia

te
, a

m
en

d 
th

e 
Va

lu
at

io
n 

Li
st

 to
 re

fle
ct

 a
pp

ea
l s

et
tle

m
en

ts
 in

 
ac

co
rd

an
ce

 w
ith

 p
ro

ce
du

re
s 

as
 a

bo
ve

. 
5,

10
,1

1,
12

 
Pr

in
ci

pa
l V

al
ue

rs
, 

Au
di

t T
ea

m
 

O
ng

oi
ng

 

(g
) 

W
he

re
 a

pp
ro

pr
ia

te
, i

ss
ue

 B
an

di
ng

 N
ot

ic
es

 to
 re

fle
ct

 s
et

tle
m

en
t o

f p
ro

po
sa

ls
 a

nd
 

ap
pe

al
s.

 
5,

10
,1

1,
12

,1
4 

Au
di

t T
ea

m
 

W
ee

kl
y 

(h
) 

Al
l o

f t
he

 a
bo

ve
 to

 b
e 

co
m

pl
et

ed
 in

 a
cc

or
da

nc
e 

w
ith

 th
e 

R
VJ

B 
pr

oc
ed

ur
es

 
5,

11
 

Pr
in

ci
pa

l V
al

ue
rs

, 
Au

di
t T

ea
m

 
C

on
tin

uo
us

 

(i)
 

C
om

pi
le

 a
nd

 p
re

se
nt

 C
ou

nc
il 

Ta
x 

Pr
op

os
al

s 
an

d 
A

pp
ea

l s
ta

tis
tic

s 
to

 M
an

ag
em

en
t 

Te
am

 in
 a

cc
or

da
nc

e 
w

ith
 R

ep
or

tin
g 

Fr
am

ew
or

k 
11

, 
D

iv
is

io
na

l A
ss

es
so

rs
 

M
on

th
ly

 

 3.
2.

4 
C

ou
nc

il 
Ta

x 
R

ev
al

ua
tio

n 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
es

tru
ct

ur
e 

C
ou

nc
il 

Ta
x 

da
ta

 o
n 

“P
ro

gr
es

s”
 s

ys
te

m
 

Su
rv

ey
 c

ur
re

nt
 a

lte
re

d 
do

m
es

tic
 p

ro
pe

rti
es

, i
nc

lu
di

ng
 a

ny
 b

ac
k 

lo
gs

 
1,

 1
0,

 1
1 

D
iv

is
io

na
l A

ss
es

so
rs

, 
Pr

in
ci

pa
l V

al
ue

rs
 

O
ng

oi
ng

 

(b
) 

D
ev

el
op

 s
ur

ve
y 

in
pu

t d
oc

um
en

t f
or

 e
xt

en
de

d 
ho

us
es

 
1,

10
,1

1 
D

iv
is

io
na

l A
ss

es
so

rs
, 

Pr
in

ci
pa

l V
al

ue
rs

 
O

ng
oi

ng
 

(c
) 

Am
en

d 
va

lu
at

io
ns

 a
nd

, w
he

re
 a

pp
ro

pr
ia

te
, c

re
at

e 
'p

ot
en

tia
l' 

ba
nd

s 
fo

r a
m

en
de

d 
su

bj
ec

ts
 w

ith
in

 th
e 

As
se

ss
or

's
 'L

iv
e'

 s
ys

te
m

. 
1,

5,
10

,1
1,

13
 

D
iv

is
io

na
l A

ss
es

so
rs

, 
Pr

in
ci

pa
l V

al
ue

rs
 

O
ng

oi
ng

 

(d
) 

In
te

gr
at

e 
th

is
 p

ro
ce

ss
 in

to
 re

gu
la

r r
ec

ur
rin

g 
m

ai
nt

en
an

ce
 c

yc
le

s.
 

1,
5,

10
,1

1,
13

 
D

iv
is

io
na

l A
ss

es
so

rs
, 

Pr
in

ci
pa

l V
al

ue
rs

 
O

ng
oi

ng
 

(e
) 

Su
rv

ey
 a

ll 
pr

op
er

tie
s 

w
ith

 s
al

es
 re

co
rd

s 
ar

ou
nd

 th
e 

‘V
al

ua
tio

n 
D

at
e’

 
1,

10
,1

1,
13

 
D

iv
is

io
na

l A
ss

es
so

rs
, 

Pr
in

ci
pa

l V
al

ue
rs

 
O

n 
an

no
un

ce
m

en
t o

f 
Va

lu
at

io
n 

D
at

e 
       

24
 



3.
3 

TH
E 

EL
EC

TO
R

A
L 

R
EG

IS
TE

R
 

 3.
3.

1 
A

nn
ua

l R
eg

is
te

r o
f E

le
ct

or
s 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
 c

an
va

ss
 p

ro
ce

du
re

s,
 in

cl
ud

in
g 

te
le

ph
on

e,
 In

te
rn

et
 /S

M
S 

fa
ci

lit
y 

an
d 

do
or

 to
 

do
or

 e
nq

ui
rie

s 
3,

7,
9,

10
,1

1,
12

,1
3 

Pr
in

ci
pa

l A
dm

in
 

O
ffi

ce
r (

PA
O

)/ 
C

le
ric

al
 M

an
ag

er
 

An
nu

al
ly

, M
ay

 

(b
) 

Pr
ep

ar
e 

fil
e 

of
 p

ro
pe

rti
es

 to
 b

e 
ca

nv
as

se
d.

 
3,

9 
PA

O
 

An
nu

al
ly

, A
ug

us
t 

(c
) 

In
vi

te
 te

nd
er

s 
fo

r p
rin

tin
g 

an
d 

is
su

in
g 

ca
nv

as
s 

fo
rm

s 
3,

9,
10

,1
1,

12
,1

3,
14

 
PA

O
 

M
ay

 2
01

4 
(d

) 
A

w
ar

d 
co

nt
ra

ct
 fo

r a
bo

ve
 

3,
9,

10
,1

1,
12

,1
3,

14
 

As
se

ss
or

/P
AO

 
Se

pt
 2

01
4 

(e
) 

R
ec

ru
it 

do
or

-to
-d

oo
r c

an
va

ss
er

s 
an

d 
or

de
r r

es
ou

rc
es

 
3,

8,
9,

10
,1

3 
PA

O
/S

en
io

r C
le

ric
al

  
& 

A
dm

in
 S

up
po

rt 
 

An
nu

al
ly

, O
ct

ob
er

 

(f)
 

Tr
ai

n 
do

or
-to

-d
oo

r c
an

va
ss

er
s 

an
d 

pr
ov

id
e 

re
so

ur
ce

s 
3,

8,
10

,1
1,

13
 

PA
O

/S
en

io
r C

le
ric

al
  

An
nu

al
ly

, O
ct

ob
er

 
(g

) 
O

bt
ai

n 
po

te
nt

ia
l ‘

at
ta

in
er

’ i
nf

or
m

at
io

n 
fro

m
 e

du
ca

tio
n 

au
th

or
iti

es
 a

s 
ap

pr
op

ria
te

. 
 

C
le

ric
al

 M
an

ag
er

 
An

nu
al

ly
- p

re
 

ca
nv

as
s 

st
ar

t d
at

e 
(h

) 
Is

su
e 

of
 H

EF
’s

, I
TR

’s
 a

nd
, w

he
re

 a
pp

ro
pr

ia
te

, r
em

in
de

rs
 to

 a
ll 

ho
us

eh
ol

ds
 in

 
ac

co
rd

an
ce

 w
ith

 a
nn

ua
lly

 e
st

ab
lis

he
d 

tim
et

ab
le

s.
 

3,
9,

10
,1

1,
12

,1
3,

14
 

PA
O

/ S
AO

 
An

nu
al

ly
, A

ug
us

t –
 

O
ct

ob
er

 
(i)

 
C

om
pl

et
e 

su
ch

 d
oo

r-
to

-d
oo

r c
an

va
ss

 in
 a

cc
or

da
nc

e 
w

ith
 a

nn
ua

lly
 e

st
ab

lis
he

d 
tim

et
ab

le
s 

3,
7,

9,
10

,1
1,

13
 

PA
O

/ S
AO

 
An

nu
al

ly
, A

ug
us

t –
 

O
ct

ob
er

  
(J

) 
C

om
pl

et
e 

ca
nv

as
s 

of
 e

st
ab

lis
hm

en
ts

 
3,

9,
10

,1
1,

13
 

PA
O

/ C
le

ric
al

 
M

an
ag

er
 

An
nu

al
ly

, –
Ja

nu
ar

y 
- 

Fe
br

ua
ry

 
(k

) 
Lo

ad
 s

ca
nn

ed
 im

ag
es

 in
to

 E
M

S
 

3,
9,

10
,1

1,
13

 
IT

 S
up

po
rt 

O
ffi

ce
r 

An
nu

al
ly

, A
ug

us
t -

 
N

ov
em

be
r 

(l)
 

R
ec

ei
ve

 re
tu

rn
s 

el
ec

tro
ni

ca
lly

 fr
om

 te
le

ph
on

e,
 in

te
rn

et
 a

nd
 S

M
S 

se
rv

ic
e 

 a
nd

 lo
ad

 
to

 P
ro

gr
es

s 
3,

7,
9,

10
,1

1,
13

 
R

en
fre

w
sh

ire
 C

ou
nc

il 
Pr

og
ra

m
m

er
 

An
nu

al
ly

, A
ug

us
t -

 
N

ov
em

be
r 

(m
) 

Pr
oc

es
s 

ch
an

ge
s 

on
 E

M
S

 
3,

9,
10

,1
1,

13
 

C
le

ric
al

 &
 S

en
io

r 
C

le
ric

al
 

An
nu

al
ly

, A
ug

us
t -

 
N

ov
em

be
r 

(n
) 

Ar
ra

ng
e 

au
to

 a
ud

it 
al

l c
ha

ng
es

 to
 s

ou
rc

e 
im

ag
es

/d
oc

um
en

ts
. 

3,
9,

10
,1

1,
13

 
Au

di
t T

ea
m

 
An

nu
al

ly
, A

ug
us

t -
 

N
ov

em
be

r 
(o

) 
Pr

ov
id

e 
M

an
ag

em
en

t T
ea

m
 w

ith
 c

an
va

ss
 p

ro
gr

es
s 

re
po

rts
, i

nc
lu

di
ng

 te
le

ph
on

e 
an

d 
in

te
rn

et
 s

er
vi

ce
 re

tu
rn

s 
3,

9,
11

 
PA

O
 

W
ee

kl
y 

du
rin

g 
ca

nv
as

s 
(p

) 
Pr

od
uc

e 
an

d 
pu

bl
is

h 
'F

ul
l' 

an
d 

'O
pe

n'
 R

eg
is

te
rs

, i
n 

ac
co

rd
an

ce
 w

ith
 s

ta
tu

to
ry

 
tim

et
ab

le
s,

 fo
r p

ro
vi

si
on

 to
 G

ov
er

nm
en

t D
ep

ar
tm

en
ts

 a
nd

 s
al

e 
to

 C
re

di
t R

ef
er

en
ce

 
Ag

en
ci

es
. 

3,
7,

9,
10

,1
2,

14
 

Au
di

t T
ea

m
 

An
nu

al
ly

, b
y 

1st
 

D
ec

em
be

r 

(q
) 

Ti
m

eo
us

 p
ro

vi
si

on
 o

f R
eg

is
te

rs
 to

 a
pp

ro
pr

ia
te

 b
od

ie
s 

an
d 

pl
ac

es
, i

nc
lu

di
ng

 p
la

ce
s 

of
 p

ub
lic

 d
is

pl
ay

, i
n 

ac
co

rd
an

ce
 w

ith
 s

ta
tu

te
 a

nd
 E

C
 P

er
fo

rm
an

ce
 re

qu
ire

m
en

ts
 

3,
7,

9,
10

,1
2,

14
 

Au
di

t T
ea

m
 

An
nu

al
ly

, D
ec

em
be

r 
- J

an
ua

ry
 

(r
) 

An
sw

er
 a

ll 
ad

-h
oc

 e
nq

ui
rie

s 
fro

m
 c

ur
re

nt
, p

as
t a

nd
 p

ot
en

tia
l e

le
ct

or
s 

in
 a

cc
or

da
nc

e 
w

ith
 R

VJ
B

 W
or

ki
ng

 P
ra

ct
ic

es
. 

3,
7,

10
,1

2,
14

 
Al

l r
el

ev
an

t s
ta

ff 
C

on
tin

uo
us

 

(s
) 

M
ai

nt
ai

n 
a 

re
co

rd
 o

f s
al

e 
an

d 
su

pp
ly

 o
f r

eg
is

te
rs

 
7,

10
,1

2 
Au

di
t T

ea
m

 
C

on
tin

uo
us

 
(t)

 
Pr

od
uc

tio
n 

of
 E

le
ct

or
al

 s
ta

tis
tic

s 
to

 G
R

O
S 

 a
nd

 E
le

ct
or

al
 C

om
m

is
si

on
 in

 li
ne

 w
ith

 
st

at
ut

or
y 

re
qu

ire
m

en
t 

7,
11

 
PA

O
 

An
nu

al
ly

, D
ec

em
be

r 
- J

an
ua

ry
 

  
25

 



3.
3.

2 
M

ai
nt

en
an

ce
 o

f R
eg

is
te

r o
f E

le
ct

or
s 

(R
ol

lin
g 

R
eg

is
tr

at
io

n)
  

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
In

te
rr

og
at

e 
va

rio
us

 d
at

a 
so

ur
ce

s 
in

cl
ud

in
g 

R
eg

is
te

rs
 o

f S
co

tla
nd

, C
ou

nc
il 

Ta
x 

sy
st

em
s,

 H
ou

si
ng

 re
co

rd
s 

et
c,

 to
 id

en
tif

y 
po

te
nt

ia
l c

ha
ng

e 
6,

 7
,1

0,
11

,1
2,

13
,1

4 
C

le
ric

al
 M

an
ag

er
 

As
 re

qu
ire

d 

(b
) 

Is
su

e 
B

AU
 - 

IT
R

s 
an

d 
H

EF
s,

 ‘A
pp

lic
at

io
n 

to
 V

ot
e 

by
 P

os
t’ 

an
d 

‘R
ev

ie
w

’ f
or

m
s/

le
tte

rs
 

tim
eo

us
ly

 to
 a

ll 
pa

rti
es

 re
qu

es
tin

g 
su

ch
, a

nd
 a

s 
re

qu
ire

d 
fro

m
 c

he
ck

s 
of

 c
ha

ng
e 

in
fo

rm
at

io
n 

re
ce

iv
ed

 fr
om

 c
ou

nc
il 

an
d 

ot
he

r s
ou

rc
es

. 

6,
 7

,1
0,

11
,1

2,
13

,1
4 

C
le

ric
al

 M
an

ag
er

 
As

 re
qu

ire
d 

(c
 ) 

Is
su

e 
R

em
in

de
rs

 to
 n

on
-r

es
po

ns
es

 fr
om

 th
e 

ab
ov

e 
(F

ro
m

 2
8th

 F
eb

ru
ar

y 
20

15
) 

6,
 7

,1
0,

11
,1

2,
13

,1
4 

C
le

ric
al

 M
an

ag
er

 
As

 re
qu

ire
d 

(d
) 

Ar
ra

ng
e 

fo
r d

oo
r-

to
-d

oo
r c

an
va

ss
 fo

r B
A

U
 n

on
-r

es
po

ns
es

 to
 (c

 ) 
ab

ov
e 

(F
ro

m
 2

8th
 

Fe
br

ua
ry

 2
01

5)
 

6,
 7

,1
0,

11
,1

2,
13

,1
4 

C
le

ric
al

 M
an

ag
er

 
d-

2-
d 

C
an

va
ss

 
ro

ut
in

es
 to

 b
e 

co
nf

irm
ed

 
(e

) 
R

ec
or

d 
re

tu
rn

s 
of

 th
es

e 
an

d 
re

ce
iv

e 
ap

pl
ic

at
io

ns
 v

ia
 G

ov
er

nm
en

t D
ig

ita
l S

er
vi

ce
 

(la
tte

r f
ro

m
 1

9th
 S

ep
te

m
be

r 2
01

4)
 

6,
 7

,1
0,

11
,1

2,
13

 
C

le
ric

al
 M

an
ag

er
 

As
 re

qu
ire

d 

(f)
 

M
ai

nt
ai

n 
a 

lis
t o

f A
pp

lic
at

io
ns

.  
6,

 1
0,

12
,1

3 
C

le
ric

al
 M

an
ag

er
 

As
 re

qu
ire

d 
(g

) 
W

ith
 re

fe
re

nc
e 

to
 th

e 
In

te
gr

ity
 C

he
ck

in
g 

st
af

f g
ui

da
nc

e 
no

te
s,

 p
ro

ce
ss

 ‘d
et

er
m

in
ed

’ 
ch

an
ge

s 
vi

a 
EM

S 
as

 a
bo

ve
. 

6,
10

,1
2 

C
le

ric
al

 M
an

ag
er

 
M

on
th

ly
, J

an
 –

 S
ep

t. 
As

 p
er

 ti
m

et
ab

le
 

(h
) 

Is
su

e,
 re

ce
iv

e 
re

tu
rn

s 
an

d 
pr

oc
es

s 
al

l A
bs

en
t V

ot
er

 F
or

m
s 

6,
7,

10
,1

2,
14

 
C

le
ric

al
 M

an
ag

er
 

As
 re

qu
ire

d 
(i)

 
C

he
ck

 a
ll 

ch
an

ge
s 

to
 s

ou
rc

e 
do

cu
m

en
t. 

6,
10

,1
2,

13
 

C
le

ric
al

 M
an

ag
er

 
M

on
th

ly
, J

an
 –

 S
ep

t. 
As

 p
er

 ti
m

et
ab

le
 

(j)
 

Ti
m

eo
us

 p
ro

du
ct

io
n 

of
 m

on
th

ly
 ‘L

is
ts

 o
f A

lte
ra

tio
ns

’ a
nd

 ‘N
ot

ic
es

 o
f A

lte
ra

tio
n’

 to
 th

e 
R

eg
is

te
r o

f E
le

ct
or

s 
an

d 
re

pu
bl

is
h 

th
e 

ne
w

 O
pe

n 
R

eg
is

te
r. 

6,
10

,1
1,

12
,1

4 
Au

di
t T

ea
m

 
M

on
th

ly
, J

an
 –

 S
ep

t. 
As

 p
er

 ti
m

et
ab

le
 

(k
) 

Ti
m

eo
us

 s
up

pl
y 

of
 c

ha
ng

es
 to

 a
pp

ro
pr

ia
te

 p
er

so
ns

 a
nd

 b
od

ie
s 

in
 fo

rm
at

 o
f c

ho
ic

e.
 

7,
9,

10
,1

1,
12

,1
4 

Au
di

t T
ea

m
 

M
on

th
ly

, J
an

 –
 S

ep
t. 

As
 p

er
 ti

m
et

ab
le

 
(l)

 
C

om
pi

le
 a

nd
 p

re
se

nt
 m

on
th

ly
 u

pd
at

e 
st

at
is

tic
s 

to
 M

an
ag

em
en

t T
ea

m
  

11
,1

3 
PA

O
 

M
on

th
ly

 
(m

) 
An

sw
er

 a
ll 

ad
-h

oc
 e

nq
ui

rie
s 

fo
r s

up
pl

y 
of

 E
le

ct
or

al
 R

eg
is

te
rs

 
7,

9,
10

,1
1,

12
,1

4 
Au

di
t T

ea
m

 
As

 re
qu

es
te

d 
(n

) 
An

sw
er

 a
ll 

ad
-h

oc
 q

ue
rie

s 
in

 li
ne

 w
ith

 R
VJ

B 
w

or
ki

ng
 p

ra
ct

ic
es

 
7,

9,
10

,1
1,

12
,1

4 
Al

l r
el

ev
an

t s
ta

ff 
C

on
tin

uo
us

 
(o

) 
R

ev
ie

w
 n

on
-r

et
ur

ns
 o

f f
or

m
s 

ag
ai

ns
t C

ou
nc

il’s
 C

ou
nc

il 
Ta

xp
ay

er
 re

co
rd

s 
to

 a
ss

is
t 

w
ith

 is
su

in
g 

of
 H

EF
’s

  
6,

9,
10

,1
1,

12
,1

3 
C

le
ric

al
 M

an
ag

er
 

Al
l y

ea
r r

ou
nd

 fr
om

 
O

ct
 2

01
4.

 
(p

) 
Tr

ie
nn

ia
l e

nq
ui

ry
 to

 p
ro

xy
 v

ot
er

s 
in

 li
ne

 w
ith

 s
ta

tu
to

ry
 re

gu
la

tio
ns

 
6,

10
,1

1,
12

,1
3 

C
le

ric
al

 M
an

ag
er

 
An

nu
al

ly
, A

pr
il 

– 
Au

g 
(q

) 
Li

ai
se

 w
ith

 E
st

ab
lis

hm
en

ts
 e

tc
 re

ga
rd

in
g 

ne
w

 re
si

de
nt

s’
 a

pp
lic

at
io

ns
 to

 re
gi

st
er

 a
nd

 
ab

se
nt

 v
ot

e 
ap

pl
ic

at
io

ns
. 

6,
7,

10
,1

1,
12

,1
3 

C
le

ric
al

 M
an

ag
er

 
R

eg
ul

ar
ly

 

(r
) 

Is
su

e 
an

d 
pr

oc
es

s 
Ab

se
nt

 V
ot

er
 fo

rm
s,

 in
cl

ud
in

g 
si

gn
at

ur
e 

w
ai

ve
r r

eq
ue

st
s,

 in
 

ac
co

rd
an

ce
 w

ith
 s

ta
ff 

gu
id

an
ce

 a
nd

 a
bo

ve
 ti

m
et

ab
le

s.
 (S

ee
 3

.3
.5

 b
el

ow
) 

3,
6,

7,
9,

10
,1

1,
12

 
C

le
ric

al
 M

an
ag

er
 

O
ng

oi
ng

 

(s
) 

R
ev

ie
w

 P
ar

tic
ip

at
io

n 
St

ra
te

gy
/A

ct
iv

iti
es

 a
s 

sh
ow

n 
in

 E
C

 P
la

nn
in

g 
do

cu
m

en
ta

tio
n 

3,
6,

7,
9,

10
,1

1,
12

 
PA

O
 

At
 p

ub
lic

at
io

n 
 a

nd
 

th
en

 q
ua

rte
rly

 
(t)

 
Is

su
e 

su
ch

 fo
rm

s,
 ta

ke
 p

ar
t i

n 
su

ch
 in

iti
at

iv
es

 e
tc

 a
s 

ar
e 

in
cl

ud
ed

 in
 a

nn
ua

l 
Pa

rti
ci

pa
tio

n 
S

tra
te

gy
. 

3,
6,

7,
9,

10
,1

1,
12

 
Al

l s
ta

ff 
 

As
 re

qu
ire

d 

(u
) 

R
ec

ei
ve

 a
nd

 p
ro

ce
ss

 a
pp

lic
at

io
ns

 fo
r a

no
ny

m
ou

s 
re

gi
st

ra
tio

ns
 in

 a
cc

or
da

nc
e 

w
ith

 
st

af
f g

ui
da

nc
e 

no
te

s.
 

3,
6,

7,
9,

10
,1

1,
12

 
C

le
ric

al
 M

an
ag

er
 

C
on

tin
uo

us
 

   
26

 



3.
3.

3 
El

ec
tio

ns
/E

le
ct

or
al

 E
ve

nt
s 

– 
Fo

r e
ac

h 
El

ec
tio

n,
 in

di
vi

du
al

 ti
m

et
ab

le
s 

w
ill 

be
 a

gr
ee

d 
w

ith
 R

O
s 

an
d 

ot
he

r i
nt

er
es

te
d 

pa
rti

es
. R

eg
ar

d 
w

ill 
be

 h
ad

 to
 d

ire
ct

io
ns

 
an

d 
ad

vi
ce

 fr
om

 E
le

ct
io

ns
 M

an
ag

em
en

t B
oa

rd
 a

nd
 E

le
ct

or
al

 C
om

m
is

si
on

. 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

In
 th

e 
ev

en
t o

f a
n 

el
ec

tio
n,

 e
le

ct
io

ns
 o

r r
ef

er
en

da
, p

ro
du

ce
 a

n 
El

ec
tio

n 
R

eg
is

te
r o

r 
‘P

ol
lin

g 
Li

st
’ a

nd
 s

pe
ci

al
 li

st
s 

of
 e

le
ct

or
s 

su
ch

 a
s 

A
bs

en
t V

ot
er

s 
(P

os
ta

l a
nd

 P
ro

xy
 

Vo
te

r)
 li

st
s,

 to
 in

cl
ud

e 
P

er
so

na
l i

de
nt

ifi
er

s,
 a

nd
 is

su
e 

le
tte

rs
 in

 a
cc

or
da

nc
e 

w
ith

 
st

at
ut

e 
an

d 
by

 a
gr

ee
m

en
t w

ith
 R

et
ur

ni
ng

 O
ffi

ce
rs

. 

3,
7,

9,
10

,1
1,

12
 

ER
O

/P
AO

/C
le

ric
al

 
M

an
ag

er
 

As
 p

er
 e

le
ct

io
n 

tim
et

ab
le

 

(b
) 

Li
ai

se
 w

ith
 R

et
ur

ni
ng

 O
ffi

ce
rs

 re
ga

rd
in

g 
P

ol
lin

g 
Pl

ac
es

/S
ch

em
es

 a
nd

 a
pp

ly
 c

ha
ng

es
 

to
 E

M
S 

w
he

re
 a

pp
ro

pr
ia

te
 

7,
9,

11
,1

2,
 

PA
O

 
As

 re
qu

ire
d 

(c
 ) 

Pr
ov

is
io

n 
of

 d
at

a 
to

 a
llo

w
 th

e 
pr

in
tin

g 
of

 P
ol

l C
ar

ds
 e

tc
, i

nc
lu

di
ng

 te
st

in
g 

of
 

pr
oc

ed
ur

es
 a

nd
 d

at
a 

ex
po

rts
. 

3,
7,

9,
10

,1
1,

12
 

PA
O

 
As

 p
er

 e
le

ct
io

n 
tim

et
ab

le
 

(d
) 

Pr
ov

id
e 

sp
lit

 re
gi

st
er

s 
su

ita
bl

y 
m

ar
ke

d 
w

ith
 A

bs
en

t V
ot

er
s 

to
 re

le
va

nt
 R

et
ur

ni
ng

 
O

ffi
ce

rs
. 

3,
7,

9,
10

,1
1,

12
 

PA
O

 
As

 p
er

 e
le

ct
io

n 
tim

et
ab

le
 

(e
) 

 
Su

pp
ly

 o
f e

le
ct

io
n 

re
gi

st
er

 a
nd

 a
bs

en
t v

ot
er

s’
 li

st
s 

to
 c

an
di

da
te

s 
an

d 
el

ec
tio

n 
ag

en
ts

 
in

 li
ne

 w
ith

 th
e 

st
at

ut
or

y 
re

gu
la

tio
ns

, a
nd

 to
 m

ai
nt

ai
n 

a 
re

co
rd

 o
f s

am
e.

 
3,

7,
9,

10
,1

1,
12

 
Au

di
t T

ea
m

 
As

 p
er

 e
le

ct
io

n 
tim

et
ab

le
 

(f)
 

C
he

ck
 q

ua
lit

y 
of

 S
ig

na
tu

re
 a

nd
 D

at
e 

of
 B

irt
h 

da
ta

 fo
r A

bs
en

t V
ot

er
s 

in
 a

dv
an

ce
 o

f 
el

ec
to

ra
l e

ve
nt

 
3,

7,
9,

10
,1

1,
12

 
C

le
ric

al
 M

an
ag

er
 

As
 p

er
 e

le
ct

io
n 

tim
et

ab
le

 
(g

) 
Pr

ov
id

e 
ad

vi
ce

 s
er

vi
ce

 to
 R

et
ur

ni
ng

 O
ffi

ce
rs

 s
ta

ff 
on

 d
ay

 o
f p

ol
l. 

7,
10

,1
2,

13
,1

4 
PA

O
/C

le
ric

al
 

M
an

ag
er

  
D

ay
 o

f P
ol

l 

(h
)  

R
ec

ei
ve

 re
po

rt 
of

 A
bs

en
t V

ot
es

 w
hi

ch
 fa

ile
d 

du
e 

to
 P

I i
nc

on
si

st
en

ci
es

 fr
om

 R
O

s 
6,

7,
9,

10
,1

2,
13

,1
4 

PA
O

/ 
D

at
a 

M
an

ag
er

 
AS

AP
 fo

llo
w

in
g 

el
ec

to
ra

l e
ve

nt
 

(i)
 

Is
su

e 
re

le
va

nt
 le

tte
rs

 a
nd

/o
r f

or
m

s 
to

 ‘f
ai

le
d 

‘A
bs

en
t V

ot
er

s 
6,

7,
9,

10
,1

2,
13

,1
4 

PA
O

/ 
AS

AP
 fo

llo
w

in
g 

el
ec

to
ra

l e
ve

nt
 

(j)
 

R
ec

ei
ve

 re
tu

rn
s 

fro
m

 (k
) a

bo
ve

 a
nd

 p
ro

ce
ss

 a
s 

pe
r n

or
m

al
 p

ro
ce

du
re

s.
 

6,
7,

9,
10

,1
2,

13
,1

4 
D

at
a 

M
an

ag
er

 
AS

AP
 fo

llo
w

in
g 

el
ec

to
ra

l e
ve

nt
 

                   
27

 



3.
3.

4 
A

bs
en

t V
ot

er
s 

– 
C

ol
le

ct
io

n/
R

ef
re

sh
 o

f P
er

so
na

l I
de

nt
ifi

er
s 

 
  Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

Is
su

e 
an

d 
re

ce
iv

e 
Po

st
al

 a
nd

 P
ro

xy
 v

ot
in

g 
ap

pl
ic

at
io

ns
 a

nd
 c

he
ck

 fo
r c

om
pl

et
en

es
s 

in
 a

cc
or

da
nc

e 
w

ith
 V

JB
 g

ui
da

nc
e 

no
te

s 
an

d 
in

te
gr

ity
 c

he
ck

in
g 

pr
oc

ed
ur

es
. 

6,
7,

9,
10

,1
1,

12
,1

3,
14

 
C

le
ric

al
 M

an
ag

er
 

O
ng

oi
ng

 

(b
) 

Sc
an

 p
ro

pe
rly

 c
om

pl
et

ed
 re

tu
rn

ed
 fo

rm
s 

6,
 7

,9
,1

0,
11

,1
2,

13
,1

4 
C

le
ric

al
 M

an
ag

er
 

O
ng

oi
ng

 
(c

 ) 
Es

ca
la

te
 q

ue
rie

s 
an

d 
si

gn
at

ur
e 

w
ai

ve
r a

pp
lic

at
io

ns
 in

 a
cc

or
da

nc
e 

w
ith

 R
VJ

B
 

gu
id

an
ce

 n
ot

es
 

6,
 7

,9
,1

0,
11

,1
2,

13
,1

4 
C

le
ric

al
 M

an
ag

er
 

O
ng

oi
ng

 

(d
) 

C
on

fir
m

 a
cc

ep
ta

bi
lit

y 
of

 s
ig

na
tu

re
 w

ai
ve

r a
pp

lic
at

io
ns

 b
y 

su
ch

 m
ea

ns
 a

s 
ar

e 
ne

ce
ss

ar
y 

an
d 

pr
oc

es
s 

6,
 7

,9
,1

0,
11

,1
2,

13
,1

4 
PA

O
/ C

le
ric

al
 

M
an

ag
er

 
O

ng
oi

ng
 

(e
) 

R
e-

is
su

e 
fo

rm
s 

or
 m

ak
e 

en
qu

iri
es

 fo
r i

nc
om

pl
et

e 
ap

pl
ic

at
io

ns
 

6,
 7

,9
,1

0,
11

,1
2,

13
,1

4 
C

le
ric

al
 M

an
ag

er
 

O
ng

oi
ng

 
(f)

  
Is

su
e 

co
nf

irm
at

io
ns

 a
nd

/o
r r

ej
ec

tio
n 

le
tte

rs
 a

s 
re

qu
ire

d 
6,

 7
,9

,1
0,

11
,1

2,
13

,1
4 

C
le

ric
al

 M
an

ag
er

 
O

ng
oi

ng
 

(g
) 

5-
ye

ar
ly

 re
fre

sh
 o

f p
er

so
na

l i
de

nt
ifi

er
s 

as
 re

qu
ire

d 
by

 s
ta

tu
te

 
6,

 7
,9

,1
0,

11
,1

2,
13

,1
4 

C
le

ric
al

 M
an

ag
er

 
An

nu
al

ly
 fr

om
 

Ja
nu

ar
y 

20
16

 
(h

) 
Pr

ov
id

e 
E

le
ct

or
al

 C
om

m
is

si
on

 w
ith

 A
bs

en
t V

ot
er

 S
ta

tis
tic

s 
as

 re
qu

es
te

d 
7,

9,
10

,1
1,

12
,1

3 
PA

O
 

An
nu

al
ly

 
(i)

 
R

ef
re

sh
 ‘f

ai
le

d’
 A

V 
P

er
so

na
l i

de
nt

ifi
er

s 
as

 p
er

 3
.3

.3
 (j

)-
(l)

 a
bo

ve
 

 
C

le
ric

al
 M

an
ag

er
 

AS
AP

 fo
llo

w
in

g 
el

ec
to

ra
l e

ve
nt

 
  3.

3.
5 

A
no

ny
m

ou
s 

re
gi

st
ra

tio
n 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
In

ve
st

ig
at

e 
an

d 
de

te
rm

in
e 

an
on

ym
ou

s 
re

gi
st

ra
tio

n 
ap

pl
ic

at
io

ns
 

3,
 6

, 7
,1

0,
14

 
C

le
ric

al
 M

an
ag

er
 

O
ng

oi
ng

 
(b

) 
M

ai
nt

ai
n 

lis
t o

f v
al

id
 a

no
ny

m
ou

s 
re

gi
st

ra
tio

ns
 

3,
 6

, 1
0,

 
C

le
ric

al
 M

an
ag

er
 

O
ng

oi
ng

 
(c

) 
Is

su
e 

re
m

in
de

rs
 b

ef
or

e 
th

e 
te

rm
in

at
io

n 
da

te
 fo

r a
no

ny
m

ou
sl

y 
re

gi
st

er
ed

 e
le

ct
or

s 
6,

 7
, 1

0,
12

,1
3,

14
 

C
le

ric
al

 M
an

ag
er

 
O

ng
oi

ng
 

   
 

 
28

 



3.
3.

6 
C

ha
ng

es
 in

 L
eg

is
la

tio
n 

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

Ac
tiv

el
y 

pa
rti

ci
pa

te
 in

 S
A

A 
an

d 
AE

A 
C

om
m

itt
ee

s 
et

c 
to

 m
ai

nt
ai

n 
aw

ar
en

es
s 

of
 li

ke
ly

 
ch

an
ge

 
7,

8,
9,

11
,1

3 
ER

O
/D

ep
ut

e/
P

AO
 

O
ng

oi
ng

 

(b
) 

R
ec

ei
ve

 a
ll 

re
le

va
nt

 d
ra

ft 
le

gi
sl

at
io

n 
an

d 
in

pu
t t

o 
al

l r
el

ev
an

t c
on

su
lta

tio
ns

 
 

7,
9,

11
,1

3 
ER

O
/D

ep
ut

e/
P

AO
 

O
ng

oi
ng

 

(c
) 

Im
pl

em
en

t c
ha

ng
es

 to
 p

ra
ct

ic
es

 a
nd

 p
ro

ce
du

re
s 

 
 

3,
6,

7,
9,

11
,1

3 
PA

O
 

As
 re

qu
ire

d 

    3.
3.

8 
B

ou
nd

ar
y 

C
ha

ng
es

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

Pr
ov

id
e 

as
si

st
an

ce
 a

nd
 a

dv
ic

e 
to

 B
ou

nd
ar

y 
C

om
m

is
si

on
 a

nd
 c

on
st

itu
en

t a
ut

ho
rit

ie
s 

to
 in

fo
rm

 th
e 

re
-d

ra
fti

ng
 a

nd
 le

gi
sl

at
iv

e 
pr

oc
es

se
s.

 
6,

7,
9,

10
,1

2,
13

 
PA

O
 

As
 re

qu
ire

d 

(b
) 

Ad
ju

st
m

en
ts

 to
 R

eg
is

te
r t

o 
ac

co
rd

 w
ith

 n
ew

 w
ar

d 
or

 c
on

st
itu

en
cy

 b
ou

nd
ar

ie
s 

as
 

re
qu

ire
d 

by
 a

ny
 b

ou
nd

ar
y 

re
vi

ew
 o

r v
ot

in
g 

sy
st

em
. 

3,
6,

7,
9,

11
,1

3 
PA

O
 

As
 re

qu
ire

d 
  

(c
 ) 

As
si

st
in

g 
R

et
ur

ni
ng

 O
ffi

ce
rs

 b
y 

al
lo

ca
tin

g 
st

re
et

s 
to

 P
ol

lin
g 

D
is

tri
ct

s 
to

 b
e 

us
ed

 in
 

th
e 

ev
en

t o
f a

n 
el

ec
tio

n 
3,

6,
7,

9,
10

,1
1 

PA
O

 
As

 re
qu

ire
d 

 

 3.
3.

9 
ER

 D
at

a 
St

an
da

rd
s 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
C

on
tin

ue
 to

 m
at

ch
 e

le
ct

or
al

 re
gi

st
ra

tio
n 

da
ta

 to
 C

AG
 d

at
a 

fro
m

 c
on

st
itu

en
t c

ou
nc

ils
 

7,
8,

9,
10

,1
1,

13
 

PA
O

 / 
IC

T 
O

ng
oi

ng
 b

as
is

 
(b

) 
C

le
an

se
 n

am
e 

an
d 

ad
dr

es
s 

da
ta

 a
nd

 a
tta

ch
 U

PR
N

s 
7,

8,
9,

10
,1

1,
13

 
PA

O
 / 

IC
T 

O
ng

oi
ng

 b
as

is
/a

s 
re

qu
ire

d 
           

29
 



3.
4 

C
O

R
PO

R
AT

E 
G

O
VE

R
N

A
N

C
E 

 3.
4.

1 
Jo

in
t B

oa
rd

 M
ee

tin
gs

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

Ag
re

e 
tim

et
ab

le
 fo

r V
al

ua
tio

n 
Jo

in
t B

oa
rd

 M
ee

tin
gs

 
 

7,
12

,1
3 

C
le

rk
 to

 R
VJ

B
 

An
nu

al
ly

 

(b
) 

N
om

in
at

e 
R

ep
or

t a
ut

ho
rs

 fo
r V

JB
 M

ee
tin

gs
 

 
13

 
As

se
ss

or
 

As
 re

qu
ire

d 

(c
) 

Pr
ep

ar
e 

B
oa

rd
 R

ep
or

ts
 fo

r V
JB

 M
ee

tin
g 

8,
12

,1
3,

14
 

As
se

ss
or

/T
re

as
ur

er
/

C
le

rk
/D

ep
ut

e/
D

A
’s

 
Ja

n/
M

ay
/A

ug
/N

ov
, 

An
nu

al
ly

 
(d

) 
At

te
nd

 A
ge

nd
a 

M
ee

tin
gs

 o
f V

JB
  

7,
8,

12
 

As
se

ss
or

 
Ja

n/
M

ay
/A

ug
/N

ov
, 

An
nu

al
ly

 
(e

) 
At

te
nd

 m
ee

tin
gs

 o
f V

JB
 

7,
8,

12
 

M
an

ag
em

en
t T

ea
m

 
Ja

n/
M

ay
/A

ug
/N

ov
, 

An
nu

al
ly

 
(f)

 
Ap

po
in

t O
ffi

ce
 B

ea
re

rs
 a

nd
 C

om
m

itt
ee

s 
as

 p
er

 S
ta

nd
in

g 
O

rd
er

s 
12

,1
3 

Bo
ar

d 
m

em
be

rs
 a

nd
 

C
le

rk
 to

 R
VJ

B
 

Fo
llo

w
in

g 
re

si
gn

at
io

n/
 b

y-
el

ec
tio

n 
et

c 
 3.

4.
2 

Pr
ob

ity
 a

nd
 P

ro
pr

ie
ty

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

Li
ai

se
 w

ith
 T

re
as

ur
er

 to
 th

e 
Va

lu
at

io
n 

Jo
in

t B
oa

rd
 to

 re
vi

ew
 F

in
an

ci
al

 R
eg

ul
at

io
ns

 
an

d 
pr

es
en

t t
o 

Bo
ar

d 
fo

r a
pp

ro
va

l (
 R

ev
is

ed
  M

ay
 2

01
4)

 
7,

12
 

As
se

ss
or

 
3-

ye
ar

ly
.  

(b
) 

Li
ai

se
 w

ith
 T

re
as

ur
er

 to
 th

e 
Va

lu
at

io
n 

Jo
in

t B
oa

rd
 to

 re
vi

ew
 S

ta
nd

in
g 

O
rd

er
s 

an
d 

pr
es

en
t t

o 
B

oa
rd

 fo
r a

pp
ro

va
l 

7,
12

 
As

se
ss

or
 

3-
ye

ar
ly

 

(c
) 

Li
ai

se
 w

ith
 C

le
rk

 to
 th

e 
 V

al
ua

tio
n 

Jo
in

t B
oa

rd
 re

vi
ew

 S
ch

em
es

 o
f D

el
eg

at
io

n 
an

d 
pr

es
en

t t
o 

B
oa

rd
 fo

r a
pp

ro
va

l 
7,

12
 

As
se

ss
or

 
3-

ye
ar

ly
 

(d
) 

R
ev

ie
w

 C
od

es
 o

f C
on

du
ct

 fo
r o

ffi
ce

rs
 o

f t
he

 V
al

ua
tio

n 
Jo

in
t B

oa
rd

 
 

7,
12

,1
4 

As
se

ss
or

 
 F

ol
lo

w
in

g 
ap

pr
ov

al
 

of
 a

bo
ve

  
(e

) 
Pr

ep
ar

e 
an

d 
re

vi
ew

 in
te

rn
al

 p
ro

ce
du

ra
l g

ui
de

s 
to

 e
ns

ur
e 

ad
he

re
nc

e 
to

 S
ch

em
es

 o
f 

D
el

eg
at

io
n,

 F
in

an
ci

al
 R

eg
ul

at
io

ns
, S

ta
nd

in
g 

O
rd

er
s 

an
d 

C
od

es
 o

f C
on

du
ct

 
7,

12
,1

4 
As

se
ss

or
 

Fo
llo

w
in

g 
ap

pr
ov

al
 o

f 
ab

ov
e.

 
 3.

4.
3 

Se
rv

ic
e 

Pl
an

s 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

Pr
ep

ar
e 

an
d 

R
ev

ie
w

 3
-y

ea
r s

tra
te

gi
c 

Se
rv

ic
e 

Pl
an

 
1-

6,
7,

9,
11

,1
2,

13
,1

4 
As

se
ss

or
 

R
ev

ie
w

 a
nn

ua
lly

 in
 

Ap
ril

 
(b

) 
Pr

ep
ar

e 
an

d 
R

ev
ie

w
 A

nn
ua

l S
er

vi
ce

 P
la

n 
1-

6,
7,

9,
11

,1
2,

13
,1

4 
As

se
ss

or
 

An
nu

al
ly

 in
 A

pr
il 

  
30

 



3.
4.

4 
C

or
po

ra
te

 G
ov

er
na

nc
e,

 D
ef

al
ca

tio
n 

Pr
oc

ed
ur

es
 a

nd
 F

ra
ud

 P
re

ve
nt

io
n 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
 C

or
po

ra
te

 G
ov

er
na

nc
e 

St
at

em
en

t 
12

 
As

se
ss

or
 

An
nu

al
ly

 
(b

) 
R

ev
ie

w
 D

ef
al

ca
tio

n 
pr

oc
ed

ur
es

 
12

 
D

ep
ut

e 
As

se
ss

or
  

20
15

 a
nd

 3
-y

ea
rly

 
(c

) 
R

ev
ie

w
 F

ra
ud

 P
re

ve
nt

io
n 

pr
oc

ed
ur

es
 

12
 

D
ep

ut
e 

As
se

ss
or

  
20

15
 a

nd
 3

-y
ea

rly
 

(d
) 

R
ev

ie
w

 a
nd

 a
da

pt
 R

en
fre

w
sh

ire
 P

ol
ic

ie
s 

to
 m

ee
t R

VJ
B 

re
qu

ire
m

en
ts

 
7,

8,
12

,1
4 

M
an

ag
em

en
t T

ea
m

 
O

ng
oi

ng
 

(e
) 

Im
pl

em
en

t a
nd

 re
vi

ew
 R

VJ
B 

P
ol

ic
ie

s 
an

d 
Pr

oc
ed

ur
es

 to
 m

ee
t c

ha
ng

es
 in

 le
gi

sl
at

io
n 

an
d 

go
od

 w
or

ki
ng

 p
ra

ct
ic

es
 

7,
8,

9,
12

,1
3,

14
 

M
an

ag
em

en
t T

ea
m

 
As

 re
qu

ire
d 

 3.
4.

5 
St

ra
te

gi
c 

M
an

ag
em

en
t 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
St

ra
te

gy
 to

 b
e 

de
ve

lo
pe

d,
 im

pl
em

en
te

d 
an

d 
re

vi
ew

ed
 b

y 
M

an
ag

em
en

t T
ea

m
 a

t 
re

gu
la

r, 
m

in
ut

ed
 m

ee
tin

gs
 

1-
6,

7,
9,

11
,1

2,
13

,1
4 

M
an

ag
em

en
t T

ea
m

  
4/

6 
w

ee
kl

y 

(b
) 

R
ev

ie
w

 V
is

io
n 

an
d 

M
is

si
on

 s
ta

te
m

en
ts

 a
nd

 s
tra

te
gi

c 
ob

je
ct

iv
es

 
7,

9,
10

,1
1,

12
,1

3,
14

 
M

an
ag

em
en

t T
ea

m
 

3-
ye

ar
ly

 
(c

) 
C

om
m

un
ic

at
e 

Vi
si

on
, M

is
si

on
 a

nd
 s

tra
te

gi
c 

ob
je

ct
iv

es
 to

 a
ll 

st
af

f b
y 

m
ea

ns
 o

f 
Va

lu
at

io
n 

Fo
ru

m
, E

le
ct

or
al

 F
or

um
, t

ea
m

 b
rie

fin
gs

 a
nd

 w
rit

te
n 

bu
lle

t n
ot

es
 

7,
9,

10
,1

1,
12

,1
3,

14
 

M
an

ag
em

en
t T

ea
m

  
O

ng
oi

ng
 

(d
) 

As
se

ss
 p

ro
gr

es
s 

in
 re

la
tio

n 
to

 o
bj

ec
tiv

es
 

1-
6,

7,
11

,1
3 

M
an

ag
em

en
t T

ea
m

 
qu

ar
te

rly
 

(e
) 

Pr
ov

id
e 

di
re

ct
io

n 
an

d 
re

m
it,

 re
ce

iv
e 

re
po

rts
 a

nd
 c

on
si

de
r o

ut
co

m
es

 o
f V

al
ua

tio
n 

Fo
ru

m
, E

le
ct

or
al

 F
or

um
 a

nd
 a

d-
ho

c 
w

or
ki

ng
 g

ro
up

s 
1-

6,
7,

11
,1

3 
M

an
ag

em
en

t T
ea

m
 

4/
6 

w
ee

kl
y 

(f)
 

R
ev

ie
w

 p
ro

gr
es

s 
in

 re
la

tio
n 

to
 A

ud
it 

Ac
tio

ns
, R

is
k 

Ac
tio

ns
 a

nd
 A

nn
ua

l S
er

vi
ce

 
Pl

an
/F

or
w

ar
d 

P
la

nn
er

 
1-

6,
7,

11
,1

3 
M

an
ag

em
en

t T
ea

m
 

O
ng

oi
ng

 

(g
) 

R
ec

ei
ve

 B
ud

ge
t M

on
ito

rin
g 

R
ep

or
ts

 a
nd

 c
on

si
de

r a
ny

 re
qu

ire
d 

ac
tio

ns
 

1-
6,

7,
11

,1
3 

M
an

ag
em

en
t T

ea
m

 
M

on
th

ly
 

 3.
4.

6 
Pe

rf
or

m
an

ce
 M

an
ag

em
en

t, 
Pl

an
ni

ng
 &

 R
ep

or
tin

g 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

C
on

si
de

r a
nd

 a
gr

ee
 P

er
fo

rm
an

ce
 M

an
ag

em
en

t T
ar

ge
ts

, P
la

nn
in

g 
an

d 
R

ep
or

tin
g 

in
 

lin
e 

w
ith

 B
es

t V
al

ue
 p

rin
ci

pl
es

 a
nd

 S
AA

 c
on

si
de

ra
tio

ns
 

1-
6,

7,
10

,1
1,

12
 

M
an

ag
em

en
t T

ea
m

 
An

nu
al

ly
 in

 A
pr

il 

(b
) 

Es
ta

bl
is

h 
an

nu
al

 K
PI

 ta
rg

et
s 

fo
r R

VJ
B 

1,
2,

4,
5,

7,
9,

10
,1

1,
13

 
M

an
ag

em
en

t T
ea

m
 

An
nu

al
ly

 in
 A

pr
il 

(c
) 

Pl
an

 p
er

fo
rm

an
ce

 to
 e

ns
ur

e 
co

m
pl

ia
nc

e 
w

ith
 B

es
t V

al
ue

 a
nd

 a
ch

ie
ve

m
en

t o
f t

ar
ge

ts
 

1-
6,

11
,1

3 
Al

l M
an

ag
er

s 
C

on
tin

ua
lly

 
(d

) 
C

on
tin

ue
 to

 d
ev

el
op

 a
nd

 re
vi

ew
 R

ep
or

tin
g 

Fr
am

ew
or

k 
in

cl
ud

in
g 

th
e 

su
ite

 o
f 

pe
rfo

rm
an

ce
 re

po
rts

 re
le

va
nt

 to
 k

ey
 a

ct
iv

iti
es

 
1-

6,
11

,1
3 

As
se

ss
or

 
C

on
tin

uo
us

ly
 

re
vi

ew
ed

 
(e

) 
Pr

od
uc

e 
R

VJ
B 

pe
rfo

rm
an

ce
 re

po
rts

 fo
r c

on
si

de
ra

tio
n 

by
 M

an
ag

em
en

t T
ea

m
 a

nd
 

su
bm

it 
to

 J
oi

nt
 B

oa
rd

 fo
r n

ot
in

g 
7,

10
,1

1,
12

,1
4 

M
an

ag
em

en
t T

ea
m

 
M

on
th

ly
 +

/o
r i

n 
ac

co
rd

an
ce

 w
ith

 
Bo

ar
d 

m
ee

tin
gs

 
(f)

 
Pr

od
uc

e 
an

d 
pu

bl
is

h 
Pu

bl
ic

 P
er

fo
rm

an
ce

 R
ep

or
ts

 
7,

10
,1

1,
12

,1
4 

D
ep

ut
e 

 A
ss

es
so

r  
An

nu
al

ly
 in

 J
un

e 
(g

) 
Pr

od
uc

e 
an

d 
P

ub
lis

h 
“E

le
ct

or
al

 R
eg

is
tra

tio
n 

An
nu

al
” r

ep
or

t 
7,

10
,1

1,
12

,1
4 

As
se

ss
or

 
An

nu
al

ly
 in

 M
ay

 
(h

) 
Pr

es
en

t K
PI

 ta
rg

et
s 

to
 J

oi
nt

 B
oa

rd
 fo

r a
pp

ro
va

l 
7,

11
,1

2 
D

iv
is

io
na

l A
ss

es
so

rs
 

An
nu

al
ly

 in
 M

ay
  

(i)
 

EC
 F

in
an

ci
al

 P
er

fo
rm

an
ce

 re
po

rt 
fo

r s
ub

m
is

si
on

 to
 E

C
 

7,
11

,1
2 

 E
R

O
/P

AO
 

Ju
ly

 
   

31
 



3.
4.

7 
In

te
rn

al
 W

or
ki

ng
 G

ro
up

s 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

M
ee

t t
o 

en
su

re
 c

om
pl

ia
nc

e 
w

ith
 H

ea
lth

 a
nd

 S
af

et
y 

la
w

 a
nd

 th
e 

R
VJ

B
 H

ea
lth

 a
nd

 
Sa

fe
ty

 P
ol

ic
y 

7,
8,

9,
,1

1,
13

 
H

ea
lth

 a
nd

 S
af

et
y 

C
om

m
itt

ee
 

Q
ua

rte
rly

  

(b
) 

R
ep

or
t a

ll 
H

ea
lth

 a
nd

 S
af

et
y 

m
at

te
rs

 to
 M

an
ag

em
en

t T
ea

m
  

7,
12

,1
3 

H
ea

lth
 a

nd
 S

af
et

y 
C

om
m

itt
ee

 
Q

ua
rte

rly
  

(c
) 

C
om

m
un

ic
at

e 
al

l H
ea

lth
 a

nd
 S

af
et

y 
is

su
es

 a
nd

 a
ct

io
ns

 to
 s

ta
ff 

13
,1

4 
H

ea
lth

 a
nd

 S
af

et
y 

C
om

m
itt

ee
 

Q
ua

rte
rly

  

(d
) 

D
ev

el
op

, i
m

pl
em

en
t a

nd
 re

vi
ew

 a
ll 

pr
oc

es
se

s 
an

d 
pr

oc
ed

ur
es

 in
 re

la
tio

n 
to

 C
ou

nc
il 

Ta
x 

an
d 

N
on

-D
om

es
tic

 R
at

in
g 

Va
lu

at
io

n 
1,

2,
4,

5,
7,

8,
9,

10
,1

1,
 

12
,1

3 
Va

lu
at

io
n 

Fo
ru

m
 

As
 re

qu
ire

d 

(e
) 

D
ev

el
op

, i
m

pl
em

en
t a

nd
 re

vi
ew

 a
ll 

pr
oc

es
se

s 
an

d 
pr

oc
ed

ur
es

 in
 re

la
tio

n 
to

 E
le

ct
or

al
 

R
eg

is
tra

tio
n 

an
d 

cl
er

ic
al

/a
dm

in
is

tra
tiv

e 
su

pp
or

t o
f t

he
 v

al
ua

tio
n 

fu
nc

tio
ns

 
1-

6,
7,

8,
9,

10
,1

1,
12

,1
3 

El
ec

to
ra

l F
or

um
 

2 
W

ee
kl

y 

(f)
 

D
ev

el
op

 a
nd

 re
vi

ew
 a

ll 
IC

T 
sy

st
em

s 
an

d 
re

la
te

d 
pr

oc
ed

ur
es

, i
nc

lu
di

ng
 P

SN
 

re
qu

ire
d 

ac
tiv

iti
es

 
1-

6,
7,

8,
9,

10
,1

1,
12

,1
3 

D
ep

ut
e 

, P
AO

 &
 

IT
 F

or
um

 
M

on
th

ly
 

(g
) 

D
ev

el
op

 a
nd

 R
ev

ie
w

 D
at

a 
Pr

ot
ec

tio
n 

& 
Fr

ee
do

m
 o

f I
nf

or
m

at
io

n 
pr

oc
ed

ur
es

. 
8,

9,
10

,1
2 

M
an

ag
em

en
t T

ea
m

 
Q

ua
rte

rly
 

(h
) 

R
ev

ie
w

 m
em

be
rs

hi
p 

of
 w

or
ki

ng
 g

ro
up

s 
1-

6,
7,

8,
11

,1
3 

M
an

ag
em

en
t T

ea
m

 
As

 re
qu

ire
d 

 3.
4.

8 
Pe

rs
on

ne
l, 

Po
lic

ie
s 

an
d 

Pr
oc

ed
ur

es
  

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
 a

nd
 a

da
pt

 R
en

fre
w

sh
ire

 C
ou

nc
il 

P
ol

ic
ie

s 
to

 m
ee

t R
VJ

B 
re

qu
ire

m
en

ts
 a

s 
ap

pr
op

ria
te

 
7,

8,
10

,1
4 

M
an

ag
em

en
t T

ea
m

 
Se

e 
W

D
C

 ti
m

et
ab

le
 

fo
r p

ol
ic

y 
re

vi
ew

s 
(b

) 
C

on
si

de
r n

ew
/re

vi
se

d 
R

en
fre

w
sh

ire
 C

ou
nc

il 
Po

lic
es

 a
nd

 p
ro

ce
du

re
s 

fo
r 

ad
op

tio
n/

ad
ap

ta
tio

n 
in

 R
 V

JB
 

7,
8,

10
,1

4 
M

an
ag

em
en

t T
ea

m
 

O
n 

re
ce

ip
t 

(c
 ) 

Pr
ov

id
e 

su
ch

 tr
ai

ni
ng

 a
s 

is
 re

qu
ire

d 
to

 s
up

po
rt 

P
ol

ic
es

 
7,

8,
10

,1
4 

M
an

ag
em

en
t T

ea
m

 
Be

fo
re

/im
m

ed
ia

te
ly

 
af

te
r a

pp
ro

va
l 

(d
) 

C
om

m
un

ic
at

e 
al

l a
pp

ro
ve

d 
R

VJ
B 

Po
lic

ie
s 

an
d 

pr
oc

ed
ur

es
 to

 s
ta

ff 
vi

a 
Te

am
 

Br
ie

fin
gs

 a
nd

 w
rit

te
n 

bu
lle

t p
oi

nt
s.

 
7,

8,
10

,1
4 

M
an

ag
em

en
t T

ea
m

 
Im

m
ed

ia
te

ly
 

fo
llo

w
in

g 
ap

pr
ov

al
 

(e
) 

M
ak

e 
Po

lic
ie

s 
an

d 
Pr

oc
ed

ur
es

 a
va

ila
bl

e 
on

 R
VJ

B 
In

tra
ne

t &
 W

eb
si

te
 

7,
8,

10
,1

4 
M

an
ag

em
en

t 
Te

am
/IT

 S
up

po
rt 

O
ffi

ce
r 

Im
m

ed
ia

te
ly

 
fo

llo
w

in
g 

ap
pr

ov
al

 

           3.
4.

9 
In

te
rn

al
 a

nd
 E

xt
er

na
l A

ud
it 

 
32

 



 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
Pr

es
en

t A
nn

ua
l A

cc
ou

nt
s 

fo
r e

xt
er

na
l a

ud
it 

12
 

Tr
ea

su
re

r t
o 

VJ
B

 
An

nu
al

ly
 in

 J
un

e 
(b

) 
Ag

re
e 

au
di

t p
la

n 
w

ith
 E

xt
er

na
l A

ud
ito

rs
 

11
,1

2,
13

 
As

se
ss

or
 

An
nu

al
ly

 
(c

) 
Ag

re
e 

au
di

t p
la

n 
w

ith
 In

te
rn

al
 A

ud
ito

rs
 

11
,1

2,
13

 
As

se
ss

or
 

An
nu

al
ly

 
(d

) 
C

o-
op

er
at

e 
w

ith
 in

te
rn

al
 a

nd
 e

xt
er

na
l a

ud
ito

rs
 in

 c
om

pl
et

io
n 

of
 a

ud
it 

pl
an

s 
7,

11
,1

2,
13

 
M

an
ag

em
en

t T
ea

m
 

As
 p

er
 a

ud
it 

pl
an

 
(e

) 
C

on
si

de
r A

ud
it 

P
la

ns
 fr

om
 o

th
er

 V
JB

’s
 a

nd
 a

ct
io

ns
 re

qu
ire

d 
fo

r R
VJ

B
 

7,
9,

11
,1

2 
As

se
ss

or
 

As
 re

qu
ire

d 
(f)

 
Ad

d 
ag

re
ed

 a
ud

it 
ac

tio
ns

 to
 C

ol
la

te
d 

Au
di

t A
ct

io
ns

 L
is

t a
nd

 re
po

rt 
pr

og
re

ss
 to

 
M

an
ag

em
en

t T
ea

m
 

11
,1

2,
13

 
As

se
ss

or
 

As
 re

qu
ire

d 

(g
) 

C
o-

or
di

na
te

 im
pl

em
en

ta
tio

n 
of

 a
ct

io
ns

 a
ris

in
g 

fro
m

 a
ud

it 
re

co
m

m
en

da
tio

ns
 

9,
11

,1
3 

M
an

ag
em

en
t T

ea
m

 
As

 re
qu

ire
d 

  
33

 



3.
4.

10
 R

is
k 

M
an

ag
em

en
t 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
  R

is
k 

M
an

ag
em

en
t S

tra
te

gy
 

 
1-

6,
9,

11
,1

2,
13

 
D

ep
ut

e 
&

 D
A

’s
 

3-
ye

ar
ly

 

(b
) 

Im
pl

em
en

t a
nd

 re
vi

ew
 C

or
po

ra
te

  R
is

k 
R

eg
is

te
r i

n 
ac

co
rd

an
ce

 w
ith

 th
e 

m
et

ho
do

lo
gy

 c
on

ta
in

ed
 in

 P
ol

ic
y 

1-
6,

9,
11

,1
2,

13
 

M
an

ag
em

en
t T

ea
m

 
An

nu
al

ly
 in

 A
pr

il 

(c
) 

Im
pl

em
en

t/A
m

m
en

d 
R

is
k 

Ac
tio

n 
Pl

an
 

 
1-

6,
9,

11
,1

2,
13

 
M

an
ag

em
en

t T
ea

m
 

An
nu

al
ly

 in
 A

pr
il 

(d
) 

M
on

ito
r p

ro
gr

es
s 

ag
ai

ns
t A

ct
io

n 
Pl

an
  

 
11

,1
3 

M
an

ag
em

en
t T

ea
m

 
M

on
th

ly
 

(e
) 

R
ev

ie
w

 B
us

in
es

s 
C

on
tin

ui
ty

/D
is

as
te

r R
ec

ov
er

y 
P

la
n 

 
1-

6,
12

,1
3 

D
ep

ut
e 

&
 D

A
’s

 
Ju

ne
 2

01
0,

 a
nn

ua
lly

 

(f)
 

Li
ai

se
 w

ith
 R

C
 L

eg
al

 a
dv

is
or

s 
to

 re
vi

ew
 a

ll 
in

su
ra

nc
es

  
 

1-
6,

8,
11

,1
3 

D
ep

ut
e 

An
nu

al
ly

 

                              
34

 



3.
5 

A
C

C
O

U
N

TA
B

IL
IT

Y 
 3.

5.
1 

A
nn

ua
l A

cc
ou

nt
s 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
Pr

oc
es

s,
 a

ut
ho

ris
e 

an
d 

pa
ss

 a
ll 

In
vo

ic
es

 to
 C

re
di

to
rs

 a
nd

 D
eb

to
rs

 s
ec

tio
ns

, R
C

 
Fi

na
nc

e 
 

9,
12

 
D

ep
ut

e 
As

se
ss

or
/P

AO
 

D
ai

ly
* 

(b
) 

Pa
ss

 In
te

rn
al

 C
ha

rg
es

 to
 C

re
di

to
rs

 s
ec

tio
n,

 R
C

 F
in

an
ce

  
9,

12
 

D
ep

ut
e 

As
se

ss
or

/P
AO

 
As

 re
qu

ire
d*

 

(c
) 

Pa
ss

 A
cc

ru
al

s 
Fo

rm
s 

to
 C

re
di

to
rs

 s
ec

tio
n,

 R
C

 F
in

an
ce

  
9,

12
 

D
ep

ut
e 

As
se

ss
or

/P
AO

 
An

nu
al

ly
* 

(d
) 

Pa
ss

 M
an

ua
l J

ou
rn

al
s 

to
 C

re
di

to
rs

 s
ec

tio
n,

 R
C

 F
in

an
ce

  
9,

12
 

D
ep

ut
e 

As
se

ss
or

/P
AO

 
M

on
th

ly
* 

(e
) 

Al
l R

ev
en

ue
 A

cc
ou

nt
s 

to
 b

e 
fin

al
is

ed
  

12
 

Tr
ea

su
re

r/ 
R

C
 

Fi
na

nc
e 

 
An

nu
al

ly
, J

un
e 

(f)
 

C
on

so
lid

at
io

n 
of

 A
bs

tra
ct

 A
cc

ou
nt

s 
an

d 
co

m
pl

et
io

n 
of

 F
in

an
ci

al
 S

ta
te

m
en

ts
 fo

r 
An

nu
al

 R
ep

or
t 

12
 

Tr
ea

su
re

r/ 
R

C
 

Fi
na

nc
e 

An
nu

al
ly

, J
un

e 

(g
) 

An
nu

al
 R

ep
or

t P
ro

du
ce

d 
7,

9,
10

,1
2,

14
 

Tr
ea

su
re

r/R
C

 
Fi

na
nc

e 
An

nu
al

ly
 in

 J
un

e 

(h
) 

Fi
rs

t P
ub

lic
 In

sp
ec

tio
n 

12
 

Tr
ea

su
re

r/ 
R

C
 

Fi
na

nc
e 

An
nu

al
ly

, 
Ju

ly
/A

ug
us

t 
(i)

 
Fi

na
l A

ud
it 

R
ep

or
ts

 a
nd

 A
ud

it 
C

er
tif

ic
at

es
 to

 b
e 

re
ce

iv
ed

  
12

 
Tr

ea
su

re
r/ 

R
C

 
Fi

na
nc

e 
An

nu
al

ly
, S

ep
te

m
be

r 

(j)
 

Su
bm

is
si

on
 o

f A
nn

ua
l R

ep
or

t a
nd

 A
cc

ou
nt

s 
to

 A
ud

it 
S

co
tla

nd
 

 
7,

9,
10

,1
2,

14
 

As
se

ss
or

/E
R

O
 

An
nu

al
ly

 

(k
) 

Fi
na

l P
ub

lic
 In

sp
ec

tio
n 

(in
cl

ud
in

g 
ad

ve
rti

se
m

en
t i

n 
ap

pr
op

ria
te

 lo
ca

l n
ew

sp
ap

er
s)

 
12

 
Tr

ea
su

re
r/ 

R
C

 
Fi

na
nc

e 
an

d 
IT

 
An

nu
al

ly
 

* N
ot

e:
 T

he
se

 a
re

 in
 a

cc
or

da
nc

e 
w

ith
 th

e 
R

en
fre

w
sh

ire
 C

ou
nc

il 
C

lo
su

re
 o

f A
cc

ou
nt

s 
Ye

ar
 E

nd
 P

ro
ce

du
re

s 
an

d 
Ti

m
et

ab
le

s'
 g

ui
da

nc
e 

no
te

s,
 a

nd
 m

ay
 v

ar
y 

fro
m

 y
ea

r 
to

 y
ea

r. 
 

  
35

 



3.
5.

2 
Ex

te
rn

al
 A

ud
it 

 Th
e 

tim
et

ab
lin

g 
of

, a
nd

 re
so

ur
ce

 a
llo

ca
tio

n 
to

, E
xt

er
na

l A
ud

its
 a

re
 o

ut
 w

ith
 th

e 
di

re
ct

 c
on

tro
l o

f t
he

 A
ss

es
so

r a
nd

 a
re

 s
ub

je
ct

 to
 a

nn
ua

l a
gr

ee
m

en
t. 

 3.
5.

3 
A

ud
it 

Pl
an

  
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

Id
en

tif
y 

pr
io

rit
ie

s 
fo

r a
ud

it 
in

cl
ud

in
g 

ar
ea

s 
of

 R
VJ

B 
m

an
ag

em
en

t c
on

ce
rn

 a
nd

 
in

te
rn

al
 a

ud
it 

pr
io

rit
ie

s.
 

1-
6,

7,
10

,1
1,

12
,1

3 
D

ep
ut

e 
As

se
ss

or
 

B
y 

ag
re

em
en

t w
ith

 
Au

di
to

rs
 

(b
) 

D
ev

el
op

 a
nd

 im
pl

em
en

t a
n 

Au
di

t P
la

n 
ta

ki
ng

 a
cc

ou
nt

 o
f b

ot
h 

in
te

rn
al

 a
nd

 e
xt

er
na

l 
au

di
to

rs
 

1-
6,

7,
10

,1
1,

12
,1

3 
D

ep
ut

e 
As

se
ss

or
 

B
y 

ag
re

em
en

t w
ith

 
Au

di
to

rs
 

(c
 ) 

C
o-

op
er

at
e 

w
ith

 in
te

rn
al

 a
nd

 e
xt

er
na

l a
ud

ito
rs

 in
 c

om
pl

et
io

n 
of

 a
ud

it 
pl

an
s 

7,
12

 
M

an
ag

em
en

t T
ea

m
 

As
 a

ud
it 

pl
an

 
(d

) 
C

o-
or

di
na

te
 a

ct
io

ns
 a

ris
in

g 
fro

m
 a

ud
it 

re
co

m
m

en
da

tio
ns

 
1-

6,
7,

10
,1

1,
12

,1
3,

14
 

M
an

ag
em

en
t T

ea
m

 
As

 re
qu

ire
d 

 3.
5.

4 
Pe

rf
or

m
an

ce
 M

on
ito

rin
g 

an
d 

R
ep

or
tin

g 
 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
 s

ui
te

 o
f p

er
fo

rm
an

ce
 re

po
rts

 c
on

ta
in

ed
 in

 e
xi

st
in

g 
R

ep
or

tin
g 

Fr
am

ew
or

k 
 

1-
6,

7,
9,

11
,1

3 
As

se
ss

or
 

C
on

tin
ua

lly
 

(b
) 

C
ol

la
te

 e
st

ab
lis

he
d 

su
ite

 o
f K

ey
 P

er
fo

rm
an

ce
 In

di
ca

to
rs

 fo
r v

al
ua

tio
n 

fu
nc

tio
ns

 
7,

11
 

D
ep

ut
e 

As
se

ss
or

 
An

nu
al

ly
 

(c
 ) 

R
ep

or
t a

bo
ve

 K
PI

s 
to

 S
co

tti
sh

 G
ov

er
nm

en
t (

vi
a 

Sc
ot

tis
h 

As
se

ss
or

s 
As

so
ci

at
io

n)
 

 
7,

11
,1

2 
D

ep
ut

e 
As

se
ss

or
 

An
nu

al
ly

 

(d
) 

Pr
od

uc
e 

an
d 

pu
bl

is
h 

Pu
bl

ic
 P

er
fo

rm
an

ce
 R

ep
or

ts
 

7,
11

,1
2 

D
ep

ut
e 

As
se

ss
or

  
An

nu
al

ly
  

(e
) 

Pr
od

uc
e 

an
d 

re
tu

rn
 C

IP
FA

 R
at

in
g 

R
ev

ie
w

 B
ud

ge
t f

ig
ur

es
 to

 R
en

fre
w

sh
ire

 C
ou

nc
il 

 
7 

D
ep

ut
e 

As
se

ss
or

 
An

nu
al

ly
  

(f)
 

Pr
od

uc
e 

an
d 

re
po

rt 
an

nu
al

 c
ha

ng
e 

in
 A

pp
ea

l S
ta

tis
tic

s 
(R

VA
PP

) t
o 

Sc
ot

tis
h 

G
ov

er
nm

en
t 

7,
11

,1
2 

PA
O

 
Q

ua
rte

rly
  

(g
) 

C
ol

la
te

 a
nd

 s
ub

m
it 

El
ec

to
ra

l R
eg

is
tra

tio
n 

st
at

is
tic

s 
(F

or
m

 R
PF

 2
9)

 to
 S

co
tla

nd
 

O
ffi

ce
 

7,
11

,1
2 

PA
O

 
An

nu
al

ly
, D

ec
em

be
r 

(o
r o

n 
pu

bl
ic

at
io

n 
of

 
R

eg
is

te
r)

 
(h

) 
Pr

od
uc

e 
an

d 
re

tu
rn

 C
O

S
LA

 J
oi

nt
 S

ta
ffi

ng
 W

at
ch

 S
ur

ve
y 

7,
8,

11
,1

2 
PA

O
 

Q
ua

rte
rly

: A
pr

il,
 J

ul
y,

 
O

ct
ob

er
 a

nd
 J

an
ua

ry
 

(i)
 

C
ol

la
te

 a
nd

 s
ub

m
it 

su
ite

 o
f K

PI
s 

an
d 

in
-h

ou
se

 p
er

fo
rm

an
ce

 s
ta

tis
tic

s 
to

 
M

an
ag

em
en

t T
ea

m
 

11
,1

2,
13

 
D

at
a 

M
an

ag
er

 
M

on
th

ly
 

(j)
 

Ad
 h

oc
 re

po
rts

  
7,

11
,1

2,
13

 
Va

rio
us

 
As

 re
qu

es
te

d.
 

(k
) 

Pr
ep

ar
e 

A
nn

ua
l R

ep
or

t f
or

 p
ub

lic
at

io
n 

an
d 

pr
es

en
ta

tio
n 

to
 J

oi
nt

 B
oa

rd
 

7,
11

,1
2,

14
 

As
se

ss
or

 
An

nu
al

ly
 in

 M
ay

/J
un

e 
(l)

 
R

ep
or

t p
ro

gr
es

s 
ag

ai
ns

t C
ol

la
te

d 
Au

di
t A

ct
io

n 
Pl

an
 to

 M
an

ag
em

en
t T

ea
m

 
1-

6,
11

,1
2,

13
 

As
se

ss
or

 
Q

ua
rte

rly
 

(m
) 

Pr
ev

ie
w

 fo
rth

co
m

in
g 

ta
sk

s 
an

d 
re

po
rt 

pr
og

re
ss

 a
ga

in
st

 S
er

vi
ce

 P
la

ns
 to

 
M

an
ag

em
en

t T
ea

m
 

1-
6,

11
,1

2,
13

 
As

se
ss

or
 

6-
8 

w
ee

kl
y 

(n
)  

C
om

pl
et

e 
E

le
ct

or
al

 C
om

m
is

si
on

 p
er

fo
rm

an
ce

 s
el

f-a
ss

es
sm

en
t a

nd
 c

om
pi

le
 

qu
an

tit
at

iv
e 

st
at

is
tic

s 
3,

6,
7,

9,
10

,1
1,

12
,1

3 
ER

O
/P

AO
 

Be
fo

re
/a

fte
r c

an
va

ss
 

(o
) 

Pr
ov

id
e 

fu
rth

er
 in

fo
rm

at
io

n 
an

d 
ta

ke
 p

ar
t i

n 
an

y 
fo

llo
w

-u
p 

ve
rif

ic
at

io
n 

w
or

k 
un

de
rta

ke
n 

by
 E

le
ct

or
al

 C
om

m
is

si
on

 
3,

6,
7,

9,
10

,1
1,

12
,1

3 
ER

O
/P

AO
 

An
nu

al
ly

 o
r a

s 
re

qu
ire

d 
(p

) 
C

om
pi

le
 E

le
ct

or
al

 C
om

m
is

si
on

 F
in

an
ci

al
 P

er
fo

rm
an

ce
 re

tu
rn

s 
3,

6,
7,

9,
10

,1
1,

12
,1

3 
ER

O
/D

ep
ut

e/
P

AO
 

An
nu

al
ly

 o
r a

s 
re

qu
es

te
d 

 
36

 



3.
5.

5 
M

an
ag

em
en

t T
ea

m
 M

ee
tin

gs
 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
Pr

od
uc

e 
dr

af
t m

in
ut

es
 o

f M
TM

s 
fo

r c
on

si
de

ra
tio

n 
by

 M
an

ag
em

en
t T

ea
m

 
8,

12
,1

4 
PA

O
. 

AS
AP

 fo
llo

w
in

g 
m

ee
tin

gs
 

(b
) 

Ap
pr

ov
e 

m
in

ut
es

 o
f p

re
vi

ou
s 

M
an

ag
em

en
t T

ea
m

 m
ee

tin
gs

 
 

8,
12

,1
4 

M
an

ag
em

en
t T

ea
m

 
10

 ti
m

es
 p

er
 a

nn
um

 

(c
) 

Po
st

 a
pp

ro
ve

d 
M

TM
 m

in
ut

es
 to

 R
VJ

B 
In

tra
ne

t 
 

7,
8,

9,
12

,1
4 

D
ep

ut
e 

As
se

ss
or

 
AS

AP
 a

fte
r a

pp
ro

va
l 

(d
) 

Pr
od

uc
e 

dr
af

t W
or

ki
ng

 G
ro

up
 m

in
ut

es
 fo

r c
on

si
de

ra
tio

n 
by

 G
ro

up
 m

em
be

rs
 

8,
12

,1
4 

W
or

ki
ng

 G
ro

up
 

C
ha

irs
 

AS
AP

 fo
llo

w
in

g 
m

ee
tin

gs
 

(e
) 

Po
st

 a
pp

ro
ve

d 
W

or
ki

ng
 G

ro
up

 m
in

ut
es

 to
 R

VJ
B 

In
tra

ne
t 

 
7,

8,
9,

12
,1

4 
W

or
ki

ng
 G

ro
up

 
C

ha
irs

 
AS

AP
 a

fte
r a

pp
ro

va
l 

   3.
6 

B
ES

T 
VA

LU
E 

 3.
6.

1 
Pe

rf
or

m
an

ce
 M

on
ito

rin
g 

an
d 

M
ea

su
re

m
en

t  
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

Fo
r g

en
er

al
iti

es
 o

f s
ui

te
 o

f p
er

fo
rm

an
ce

 m
ea

su
re

m
en

t, 
in

cl
ud

in
g 

K
PI

s,
 s

ee
 3

.5
.4

 
ab

ov
e.

  
1-

6,
7,

11
,1

2,
13

 
Va

rio
us

 
Va

rio
us

 

(b
) 

D
ev

el
op

m
en

t a
nd

 re
vi

ew
 o

f K
PI

s,
 in

cl
ud

in
g 

E
le

ct
or

al
 R

eg
is

tra
tio

n 
In

di
ca

to
rs

, 
th

ro
ug

h 
S

A
A 

E
le

ct
or

al
 R

eg
is

tra
tio

n 
C

om
m

itt
ee

 a
nd

 E
le

ct
or

al
 C

om
m

is
si

on
 

1-
6,

7,
9,

11
,1

2,
13

 
ER

O
, D

ep
ut

e,
 P

AO
 

O
ng

oi
ng

 

    3.
6.

2 
Tr

en
ds

 a
nd

 C
om

pa
ris

on
s 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
G

en
er

al
 C

om
pa

ris
on

s 
w

ith
 o

th
er

 A
ss

es
so

rs
 a

nd
 E

R
O

s 
9,

11
,1

2,
13

 
M

an
ag

em
en

t T
ea

m
 

C
on

tin
uo

us
 

(b
) 

Tr
en

ds
 u

pd
at

ed
 a

nd
 c

om
pa

ris
on

s 
m

ad
e.

 
9,

11
,1

2,
13

 
M

an
ag

em
en

t T
ea

m
 

Im
m

ed
ia

te
ly

 
fo

llo
w

in
g 

S
AA

 
ci

rc
ul

at
io

n 
of

 K
PI

s 
(c

) 
In

te
rn

al
 tr

en
ds

 a
nd

 c
om

pa
ris

on
s 

9,
11

,1
2,

13
 

M
an

ag
em

en
t T

ea
m

, 
In

te
rn

al
 F

or
um

s 
M

on
th

ly
, i

n 
ac

co
rd

an
ce

 w
ith

 
pr

ov
is

io
n 

of
 s

ta
ts

. 
      

37
 



3.
6.

3 
Pu

bl
ic

 P
er

fo
rm

an
ce

 R
ep

or
tin

g 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

C
om

pi
le

 P
ub

lic
 P

er
fo

rm
an

ce
 R

ep
or

ts
, i

nc
lu

di
ng

 A
nn

ua
l R

ep
or

t 
7,

9,
10

,1
1,

12
,1

4 
D

ep
ut

e 
As

se
ss

or
 

An
nu

al
ly

, a
fte

r 
co

lla
tio

n 
of

 K
PI

s 
(b

) 
Su

bm
it 

P
PR

s 
to

 J
oi

nt
 B

oa
rd

 
7,

9,
10

,1
1,

12
,1

4 
D

ep
ut

e 
As

se
ss

or
 

Fi
rs

t m
ee

tin
g 

af
te

r 
co

lla
tio

n 
(c

) 
Pu

bl
is

h 
P

PR
s 

to
 R

VJ
B

 W
eb

 s
ite

 
7,

9,
10

,1
1,

12
,1

4 
PA

O
 / 

IT
 S

up
po

rt 
O

ffi
ce

r 
An

nu
al

ly
, a

fte
r 

co
lla

tio
n 

of
 K

PI
s 

(d
) 

Su
bm

it 
K

PI
s 

to
 S

co
tti

sh
 A

ss
es

so
rs

' A
ss

oc
ia

tio
n 

an
d 

th
ro

ug
h 

th
at

 b
od

y 
to

 th
e 

Sc
ot

tis
h 

G
ov

er
nm

en
t 

7,
11

,1
2 

D
ep

ut
e 

As
se

ss
or

 
An

nu
al

ly
, a

s 
re

qu
es

te
d 

(e
) 

Pr
ov

id
e 

K
PI

s 
an

d 
PP

R
s 

to
 s

ta
ff 

 
7,

8,
9,

10
,1

1,
12

,1
4 

D
iv

is
io

na
l A

ss
es

so
rs

 
M

on
th

ly
 

(f)
 

R
ev

ie
w

 fo
rm

at
 a

nd
 c

on
te

nt
 o

f P
PR

s 
7,

9,
10

,1
1,

12
,1

4 
As

se
ss

or
, D

ep
ut

e 
An

nu
al

ly
 p

rio
r t

o 
co

m
pi

la
tio

n 
    3.

6.
4 

St
ak

eh
ol

de
r C

on
su

lta
tio

n 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

D
ev

el
op

 P
ub

lic
 P

er
fo

rm
an

ce
 R

ep
or

ts
 to

 e
nc

ou
ra

ge
 s

ta
ke

ho
ld

er
 fe

ed
ba

ck
 

7,
9,

10
,1

1,
12

,1
4 

As
se

ss
or

, D
ep

ut
e 

To
 c

on
cu

r w
ith

 
pu

bl
ic

at
io

ns
 

(b
) 

M
ee

t o
n 

re
gu

la
r b

as
is

 w
ith

 s
ta

ff 
re

pr
es

en
ta

tiv
e(

s)
 

 
7,

8 
As

se
ss

or
/D

ep
ut

e 
As

 re
qu

ire
d 

c)
 

C
on

si
de

r s
ta

ke
ho

ld
er

 re
qu

ire
m

en
ts

 re
ce

iv
ed

 b
y 

S
AA

 fr
om

 S
co

tti
sh

 G
ov

er
nm

en
t, 

R
at

ep
ay

er
s 

Fo
ru

m
 a

nd
Sc

ot
tis

h 
B

us
in

es
s 

R
at

in
g 

Su
rv

ey
or

s 
As

so
ci

at
io

n 
 

7,
9,

10
,1

1,
12

 
M

an
ag

em
en

t T
ea

m
 

In
 a

cc
or

da
nc

e 
w

ith
 

ea
ch

 s
ch

ed
ul

e 
of

 
qu

ar
te

rly
 m

ee
tin

gs
 

(d
) 

C
on

si
de

r s
ta

ke
ho

ld
er

 re
qu

ire
m

en
ts

 re
ce

iv
ed

 b
y 

S
AA

 P
or

ta
l f

ro
m

 U
se

r G
ro

up
 

m
ee

tin
gs

 
7,

9,
10

,1
1,

12
 

M
an

ag
em

en
t T

ea
m

 
As

 re
ce

iv
ed

 

(e
) 

C
on

si
de

r s
ta

ke
ho

ld
er

 re
qu

ire
m

en
ts

 re
ce

iv
ed

 d
ire

ct
ly

 fo
rm

 S
AA

 P
or

ta
l 

 
7,

9,
10

,1
1,

12
 

M
an

ag
em

en
t T

ea
m

 
As

 re
ce

iv
ed

 

(f)
 

Fu
rth

er
 d

ev
el

op
 W

eb
 S

ite
 to

 e
nc

ou
ra

ge
 in

te
ra

ct
io

n,
 p

ar
tic

ul
ar

ly
 in

 re
sp

ec
t o

f 
in

te
ra

ct
iv

e 
fo

rm
s 

1-
6,

7,
9,

10
,1

1,
12

,1
4 

D
ep

ut
e,

 IT
Su

pp
or

t 
O

ffi
ce

r 
O

ng
oi

ng
 

        3.
6.

5 
C

us
to

m
er

 C
om

pl
ai

nt
s 

 
  

38
 



Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
Is

su
e 

C
us

to
m

er
 C

om
pl

ai
nt

s 
fo

rm
s 

in
 a

cc
or

da
nc

e 
w

ith
 re

vi
ew

ed
 p

ol
ic

y 
1-

6,
7,

9,
10

,1
1,

12
,1

3,
 

14
 

Al
l s

ta
ff 

As
 re

qu
ire

d 

(b
) 

C
ol

la
te

 C
us

to
m

er
 C

om
pl

ai
nt

s 
re

sp
on

se
s 

an
d 

pr
ep

ar
e 

re
po

rts
 fo

r M
an

ag
em

en
t 

Te
am

 
1-

6,
7,

9,
10

,1
1,

12
,1

3,
 

14
 

PA
O

 
Q

ua
rte

rly
, A

nn
ua

lly
 

(c
) 

R
ev

ie
w

 C
us

to
m

er
 C

om
pl

ai
nt

s 
Po

lic
y 

 
7,

9,
11

,1
2,

13
 

M
an

ag
em

en
t T

ea
m

 
An

nu
al

ly
 

  3.
7 

EQ
U

A
L 

O
PP

O
R

TU
N

IT
IE

S 
 3.

7.
1 

En
co

ur
ag

in
g 

Eq
ua

l O
pp

or
tu

ni
tie

s 
an

d 
En

su
rin

g 
C

om
pl

ia
nc

e 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

Pr
ov

id
e 

m
ul

ti-
la

ng
ua

ge
 a

ss
is

ta
nc

e 
on

 re
gu

la
rly

 u
se

d 
do

cu
m

en
ts

 
7,

10
,1

1,
12

 
PA

O
 

As
 re

qu
ire

d 
(b

) 
Pr

ov
id

e 
re

gu
la

rly
 u

se
d 

do
cu

m
en

ts
 in

 v
ar

ia
bl

e 
 fo

rm
at

s 
7,

10
,1

1,
12

 
PA

O
 

As
 re

qu
ire

d 
(c

) 
En

su
re

 c
om

pl
ia

nc
e 

w
ith

 a
cc

es
si

bi
lit

y 
re

qu
ire

m
en

ts
 fo

r a
ll 

bu
ild

in
gs

 
 

7,
9,

10
,1

1,
12

,1
3 

M
an

ag
em

en
t T

ea
m

,  
C

on
tin

uo
us

 

(d
) 

C
on

si
de

r a
cc

es
si

bi
lit

y 
in

 w
eb

 d
es

ig
n 

 
7,

9,
10

,1
1,

12
 

IT
 S

up
po

rt 
O

ffi
ce

r 
O

ng
oi

ng
 

(e
) 

At
te

nd
 C

om
m

un
ity

 P
la

nn
in

g 
M

ul
ti-

Ag
en

cy
 E

qu
al

iti
es

 W
or

ki
ng

 G
ro

up
 

 
7,

9,
10

,1
1,

12
 

D
ep

ut
e 

 
Pe

r s
ch

ed
ul

e 
of

 
m

ee
tin

gs
 

(f)
 

Pr
od

uc
e 

an
d 

pu
bl

is
h 

st
at

ut
or

y 
Eq

ua
lit

y 
R

ep
or

ts
 in

cl
ud

in
g 

pr
og

re
ss

 a
ga

in
st

 s
ta

te
d 

‘o
ut

co
m

es
’ a

nd
 in

 m
ai

ns
tre

am
in

g 
Eq

ua
lit

y 
ac

tio
ns

. 
7,

9,
10

,1
1,

12
 

D
ep

ut
e 

 
As

 re
qu

ire
d 

  3.
7.

2.
 P

ol
ic

y 
R

ev
ie

w
 T

im
et

ab
le

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
ev

ie
w

 C
om

bi
ne

d 
Eq

ua
lit

y 
Sc

he
m

e 
  

7,
8,

10
,1

1,
12

,1
4 

D
ep

ut
e 

3-
ye

ar
ly

  
C

he
ck

 
da

te
s(

b)
 

R
ev

ie
w

 C
om

bi
ne

d 
Eq

ua
lit

y 
Ac

tio
n 

P
la

n 
 

7,
8,

10
,1

1,
12

,1
4 

D
ep

ut
e 

An
nu

al
ly

  

®
 

M
ai

nt
ai

n 
St

af
f P

ro
fil

e 
to

 re
co

rd
 ra

ce
, g

en
de

r a
nd

 a
bi

lit
y 

8,
9,

10
,1

2 
D

ep
ut

e 
O

ng
oi

ng
 

(d
) 

C
om

pl
et

e 
Im

pa
ct

 A
ss

es
sm

en
ts

 fo
r a

ll 
po

lic
es

 a
nd

 p
ro

ce
du

re
s 

7,
8,

9,
10

,1
1,

12
 

M
an

ag
em

en
t T

ea
m

 
As

 re
qu

ire
d 

(e
) 

R
ev

ie
w

 E
qu

al
ity

 T
ar

ge
ts

/G
oa

ls
/O

ut
co

m
es

 
7,

8,
9,

10
,1

1,
12

 
M

an
ag

em
en

t T
ea

m
 

An
nu

al
ly

  
(f)

 
En

su
re

 th
at

 a
ll 

P
ol

ic
ie

s 
ar

e 
co

m
pl

ia
nt

 w
ith

 p
rin

ci
pl

es
 o

f E
qu

al
ity

 A
ct

 2
01

0 
7,

8,
9,

10
,1

1,
12

,1
3,

14
 

M
an

ag
em

en
t T

ea
m

 
As

 im
pl

em
en

te
d 

or
 

re
vi

se
d 

(g
)  

En
su

re
 th

at
 p

ay
 g

ra
de

s 
an

d 
sc

al
es

 a
re

 c
om

pl
ia

nt
 w

ith
 e

qu
al

iti
es

 re
qu

ire
m

en
ts

 
th

ro
ug

h 
pr

op
er

 e
va

lu
at

io
n 

of
 a

ll 
ne

w
/a

m
en

de
d 

po
st

s 
7,

8,
10

,1
1,

12
,1

4 
M

an
ag

em
en

t T
ea

m
 

As
 re

qu
ire

d 

    3.
7.

3 
Eq

ua
lit

ie
s 

R
ep

or
tin

g 
to

 b
e 

su
m

m
ar

is
ed

 

 
39

 



 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
M

ai
nt

ai
n 

St
af

f P
ro

fil
e 

to
 re

co
rd

 p
ro

te
ct

ed
 c

ha
ra

ct
er

is
tic

s 
8,

9,
10

,1
2 

D
ep

ut
e 

 
O

ng
oi

ng
 

(b
) 

Im
pl

em
en

t M
TM

 E
qu

al
iti

es
 R

ep
or

tin
g 

 in
 re

la
tio

n 
to

 R
ec

ru
itm

en
t  

8,
9,

10
,1

1,
12

 
PA

O
 

As
 re

qu
ire

d 
(c

) 
Im

pl
em

en
t M

TM
 E

qu
al

iti
es

 R
ep

or
tin

g 
in

 re
la

tio
n 

to
 T

ra
in

in
g,

 P
ro

m
ot

io
n,

 G
rie

va
nc

es
, 

D
is

ci
pl

in
ar

y 
Ac

tio
n 

et
c.

  
8,

9,
10

,1
1,

12
 

PA
O

 
O

ng
oi

ng
 

(d
) 

In
cl

ud
e 

su
m

m
ar

ie
s 

of
 E

qu
al

iti
es

 R
ep

or
ts

 in
 P

ub
lic

 P
er

fo
rm

an
ce

 R
ep

or
ts

 
8,

9,
10

,1
1,

12
,1

4 
D

ep
ut

e 
 

O
ng

oi
ng

 

(e
) 

In
cl

ud
e 

su
m

m
ar

ie
s 

of
 E

qu
al

iti
es

 R
ep

or
ts

 in
 A

nn
ua

l R
ep

or
ts

 
8,

9,
10

,1
1,

12
,1

4 
As

se
ss

or
 

O
ng

oi
ng

 

(f)
 

R
ep

or
t/P

ub
lis

h 
pr

og
re

ss
 a

ga
in

st
 ‘s

ta
te

d 
‘O

ut
co

m
es

’ a
nd

 m
ai

ns
tre

am
in

g 
of

 e
qu

al
iti

es
 

ac
tio

ns
 

8,
11

 
D

ep
ut

e 
An

nu
al

ly
 

 
 

 
40

 



3.
7.

4 
Pr

om
ot

io
n 

an
d 

Tr
ai

ni
ng

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

Tr
ai

n/
Br

ie
f s

ta
ff 

in
 re

la
tio

n 
to

 th
e 

Eq
ua

lit
ie

s 
D

ut
ie

s 
 

8,
10

,1
1,

13
,1

4 
As

se
ss

or
/D

ep
ut

e 
O

ng
oi

ng
 

(b
) 

In
cl

ud
e 

as
pe

ct
s 

of
 E

qu
al

ity
 in

 a
ll 

In
du

ct
io

n 
Pr

oc
ed

ur
es

 
 

8,
10

,1
1,

13
,1

4 
D

ep
ut

e,
 a

ll 
M

an
ag

er
s 

As
 re

qu
ire

d 

(c
) 

Pr
ov

id
e 

Ac
ce

ss
ib

ilit
y 

tra
in

in
g 

to
 w

eb
 d

es
ig

ne
rs

/m
an

ag
er

s 
 

8,
9,

10
,1

1,
12

,1
4 

D
ep

ut
e 

As
se

ss
or

 
As

 re
qu

ire
d 

(d
) 

R
ev

ie
w

 E
qu

al
 O

pp
or

tu
ni

tie
s 

tra
in

in
g 

re
qu

ire
m

en
ts

 a
tT

ra
in

in
g 

Te
am

 m
ee

tin
gs

 
8,

9,
10

,1
1,

13
 

R
el

ev
an

t m
an

ag
er

s 
As

 re
qu

ire
d 

(e
) 

At
te

nd
 re

le
va

nt
 C

on
fe

re
nc

es
 a

nd
 L

ea
rn

in
g 

op
po

rtu
ni

tie
s 

 
7,

8,
9,

10
,1

1,
12

,1
3 

Al
l 

As
 re

qu
ire

d 

       
41

 



3.
8 

ST
A

FF
IN

G
 A

N
D

 P
ER

SO
N

N
EL

 M
AT

TE
R

S 
 3.

8.
1 

D
ev

el
op

m
en

t a
nd

 R
ev

ie
w

 o
f P

er
so

nn
el

 P
ol

ic
ie

s 
 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
 e

xi
st

in
g 

R
C

 P
er

so
nn

el
 P

ol
ic

ie
s 

fo
r a

do
pt

io
n 

an
d 

ad
ap

ta
tio

n 
to

 V
JB

’s
 s

pe
ci

fic
 

re
qu

ire
m

en
ts

. 
8,

10
,1

1,
14

 
As

se
ss

or
 

O
ng

oi
ng

 

(b
) 

Pr
es

en
t s

ui
te

 o
f P

ol
ic

ie
s 

to
 J

oi
nt

 B
oa

rd
 fo

r a
pp

ro
va

l 
8,

10
,1

2 
As

se
ss

or
 

As
 re

qu
ire

d 
(c

 ) 
R

ev
ie

w
 a

ll 
po

lic
ie

s 
7,

8,
10

,1
1,

14
 

M
an

ag
em

en
t T

ea
m

 
As

 re
qu

ire
d 

(d
) 

R
ev

ie
w

 H
ea

lth
 a

nd
 S

af
et

y 
Po

lic
y 

 
7,

8,
10

,1
1,

14
 

H
 &

 S
 C

om
m

itt
ee

 
An

nu
al

ly
. 

(e
) 

R
ev

ie
w

 re
le

va
nt

 p
er

so
nn

el
 p

ol
ic

ie
s 

to
 re

fle
ct

 E
qu

al
iti

es
 re

qu
ire

m
en

ts
 (s

ee
 a

bo
ve

) 
7,

 8
,1

0,
11

,1
4 

M
an

ag
em

en
t T

ea
m

 
As

 re
qu

ire
d 

 
 

 
3.

8.
2 

Tr
ai

ni
ng

 a
nd

 D
ev

el
op

m
en

t P
ol

ic
y 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
Ag

re
e 

tra
in

in
g 

an
d 

de
ve

lo
pm

en
t n

ee
ds

 o
f a

ll 
st

af
f a

t T
ra

in
in

g 
Te

am
 m

ee
tin

gs
 

1-
6,

7,
8,

10
,1

1,
13

 
M

an
ag

er
s,

 a
ll 

st
af

f 
Q

ua
rte

rly
 

(b
) 

Pr
ov

id
e 

tra
in

in
g 

as
 id

en
tif

ie
d 

ab
ov

e,
 in

 a
cc

or
da

nc
e 

w
ith

 th
e 

VJ
B

 o
bj

ec
tiv

es
 a

nd
 

w
ith

in
 b

ud
ge

t 
1-

6,
8,

10
,1

11
3 

D
ep

ut
e 

&
 T

ra
in

in
g 

Te
am

 
C

on
tin

ua
lly

 

(c
) 

M
ai

nt
ai

n 
re

co
rd

 o
f t

ra
in

in
g 

8,
10

,1
3 

D
ep

ut
e 

&
 T

ra
in

in
g 

Te
am

 
C

on
tin

ua
lly

 

(d
) 

En
su

re
 tr

ai
ni

ng
 e

ve
nt

 a
pp

ra
is

al
s 

ar
e 

co
m

pl
et

ed
 a

nd
 c

ol
la

te
d 

7,
8,

11
,1

3 
D

ep
ut

e 
&

 T
ra

in
in

g 
Te

am
 

C
on

tin
ua

lly
 

(e
) 

R
ev

is
e 

bu
dg

et
  p

ro
vi

si
on

 fo
r t

ra
in

in
g 

7,
8,

10
,1

1,
12

,1
3 

D
ep

ut
e 

&
 T

ra
in

in
g 

Te
am

 
An

nu
al

ly
 

(f)
 

Pr
ov

id
e 

tra
in

in
g 

fo
r t

ra
in

ee
/g

ra
du

at
e 

su
rv

ey
or

s 
th

at
 m

ee
t R

IC
S 

re
qu

ire
m

en
ts

 
1,

2,
4,

5,
7,

8,
10

,1
1,

13
 

 D
iv

is
io

na
l A

ss
es

so
rs

 
an

d 
Se

ni
or

 V
al

ue
rs

 
C

on
tin

ua
lly

 

(g
) 

Pr
ov

id
e 

tra
in

in
g 

fo
r s

ta
ff 

to
w

ar
ds

 A
EA

 q
ua

lif
ic

at
io

ns
 

3,
6,

 7
,8

,1
0,

11
,1

3 
D

ep
ut

e 
As

 re
qu

ire
d 

(h
) 

Pr
ov

id
e 

tra
in

in
g 

in
 p

re
pa

ra
tio

n 
fo

r n
ew

 ta
sk

s,
 n

ew
 s

ys
te

m
s,

 le
gi

sl
at

iv
e 

an
d 

op
er

at
io

na
l c

ha
ng

es
  

1-
6,

 7
,8

,9
,1

0,
11

,1
3 

Va
rio

us
  

As
 re

qu
ire

d 

(i 
) 

Pr
ov

id
e 

IT
 tr

ai
ni

ng
, i

nc
lu

di
ng

 w
eb

 a
cc

es
si

bi
lit

y 
tra

in
in

g 
7,

8,
9,

10
,1

1,
13

,1
4 

Va
rio

us
 

As
 re

qu
ire

d 
(j)

 
Pr

ov
id

e 
E

qu
al

iti
es

 tr
ai

ni
ng

 (s
ee

 3
.7

.4
(a

) a
bo

ve
) 

7,
8,

9,
10

,1
1,

13
 

Va
rio

us
 

As
 re

qu
ire

d 
 

(k
) 

Pr
ov

id
e 

In
du

ct
io

n 
tra

in
in

g 
7,

8,
9,

10
,1

1,
13

,1
4 

Va
rio

us
 

As
 re

qu
ire

d 
(l 

) 
Pr

ov
id

e 
H

ea
lth

 a
nd

 S
af

et
y 

tra
in

in
g 

7,
8,

9,
10

,1
1,

13
,1

4 
H

 &
 S

 C
om

m
itt

ee
s 

As
 re

qu
ire

d 
         

42
 



3.
8.

3 
C

o-
op

er
at

io
n 

w
ith

 R
en

fr
ew

sh
ire

 C
ou

nc
il 

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
eg

ul
ar

 u
pd

at
es

 w
ith

 R
C

 p
er

so
nn

el
 s

ta
ff 

to
 re

vi
ew

 c
ur

re
nt

 is
su

es
 a

nd
 p

ol
ic

y 
de

ve
lo

pm
en

t 
7,

8,
10

 
As

se
ss

or
/D

ep
ut

e/
 

PA
O

 
As

 re
qu

ire
d 

(b
) 

Ad
-h

oc
  m

ee
tin

gs
 w

ith
 R

C
 p

er
so

nn
el

 s
ta

ff 
to

 re
vi

ew
 c

ur
re

nt
 is

su
es

 a
nd

 p
ol

ic
y 

de
ve

lo
pm

en
t 

7,
8,

10
 

As
se

ss
or

/D
ep

ut
e/

 
PA

O
 

C
on

tin
ua

l –
As

 
re

qu
ire

d 
(c

) 
Im

pl
em

en
t i

nf
or

m
at

io
n 

th
ro

ug
h 

te
am

 b
rie

fin
gs

 a
nd

 tr
ai

ni
ng

 e
ve

nt
s 

7,
8,

10
,1

1 
M

an
ag

er
s 

As
 re

qu
ire

d 
  3.

8.
4 

H
ea

lth
 a

nd
 S

af
et

y 
Po

lic
y 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
 o

f H
ea

lth
 a

nd
 S

af
et

y 
P

ol
ic

y 
 

7,
8,

11
,1

3,
14

 
M

an
ag

em
en

t T
ea

m
 

O
ng

oi
ng

 

(b
) 

H
ol

d 
H

ea
lth

 a
nd

 S
af

et
y 

C
om

m
itt

ee
 m

ee
tin

gs
 

7,
8,

11
,1

3 
C

ha
ir 

of
 H

ea
lth

 a
nd

 
Sa

fe
ty

 C
om

m
itt

ee
 

As
 re

qu
ire

d 

(c
) 

R
ev

is
e 

R
is

k 
As

se
ss

m
en

ts
 a

s 
re

qu
ire

d 
7,

8,
11

,1
3,

14
 

H
ea

lth
 a

nd
 S

af
et

y 
C

om
m

itt
ee

s 
 

(d
) 

Ap
pr

ov
e 

an
d 

Im
pl

em
en

t r
ev

is
ed

 R
is

k 
As

se
ss

m
en

ts
 

 
7,

8,
11

,1
3,

14
 

M
an

ag
em

en
t T

ea
m

 
 

   
43

 



3.
9 

FI
N

A
N

C
E 

A
N

D
 B

U
D

G
ET

IN
G

 
 3.

9.
1 

Fi
na

nc
ia

l R
eg

ul
at

io
ns

 a
nd

 S
ta

nd
in

g 
O

rd
er

s 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
ev

ie
w

 F
in

an
ci

al
 R

eg
ul

at
io

ns
 

 
12

,1
4 

Tr
ea

su
re

r/A
ss

es
so

r 
3-

ye
ar

ly
 

(b
) 

R
ev

ie
w

 S
ta

nd
in

g 
O

rd
er

s 
 

12
,1

4 
C

le
rk

/A
ss

es
so

r 
3-

ye
ar

ly
 

(c
) 

R
ev

ie
w

 p
ro

ce
du

ra
l g

ui
da

nc
e 

to
 s

ta
ff 

to
 re

fle
ct

 fi
na

nc
ia

l r
eg

ul
at

io
ns

 
 

12
,1

4 
As

se
ss

or
 

3-
ye

ar
ly

 

 3.
9.

2 
B

ud
ge

t P
re

pa
ra

tio
n 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
 p

ro
ba

bl
e 

ou
t-t

ur
n 

al
on

g 
w

ith
 o

pe
ra

tio
na

l, 
st

af
fin

g,
 tr

ai
ni

ng
 a

nd
 a

ll 
ot

he
r 

re
qu

ire
m

en
ts

 
8,

9,
11

,1
2,

13
 

As
se

ss
or

/P
AO

 
An

nu
al

ly
  

(b
) 

Pr
ep

ar
e 

an
d 

ag
re

e 
pr

ov
is

io
na

l R
ev

en
ue

 B
ud

ge
t B

id
 w

ith
 T

re
as

ur
er

 
 

8,
9,

11
,1

2,
13

 
As

se
ss

or
 

An
nu

al
ly

  

(c
) 

Pr
ep

ar
e 

an
d 

ag
re

e 
pr

ov
is

io
na

l C
ap

ita
l B

ud
ge

t B
id

 w
ith

 T
re

as
ur

er
 A

cc
ou

nt
an

ts
 

8,
9,

11
,1

2,
13

 
As

se
ss

or
 

3 
ye

ar
ly

 
(d

) 
Se

ek
 a

pp
ro

va
l f

or
 p

ro
po

se
d 

bu
dg

et
s 

fro
m

 V
al

ua
tio

n 
Jo

in
t B

oa
rd

 
 

As
se

ss
or

 
An

nu
al

ly
  

(e
) 

Pr
ep

ar
e 

de
ta

ile
d 

re
po

rt 
on

 m
ak

e 
up

 o
f R

ev
en

ue
 B

ud
ge

t  
 

8,
9,

11
,1

2,
13

,1
4 

Tr
ea

su
re

r 
An

nu
al

ly
  

 3.
9.

3 
Fi

na
nc

ia
l P

ro
ce

du
re

s 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
ev

ie
w

 p
ro

ce
du

re
s 

fo
r O

rd
er

in
g,

 In
vo

ic
in

g 
an

d 
P

ay
m

en
t, 

an
d 

ad
vi

ce
 to

 re
le

va
nt

 
st

af
f. 

8,
11

,1
2,

13
 

PA
O

 
An

nu
al

ly
 

(b
) 

R
ev

ie
w

 F
in

an
ci

al
 P

ro
ce

du
re

s 
to

 ta
ke

 a
cc

ou
nt

 o
f F

in
an

ci
al

 R
eg

ul
at

io
ns

 
8,

11
,1

2,
13

 
As

se
ss

or
/P

AO
 

3-
ye

ar
ly

 o
r a

s 
re

qu
ire

d 
(c

) 
R

ev
ie

w
 L

is
t o

f A
pp

ro
ve

d 
S

ig
na

to
rie

s 
12

 
As

se
ss

or
 

An
nu

al
ly

 o
r a

t a
ny

 
ch

an
ge

 o
f s

ta
ff.

 
(d

) 
R

ev
ie

w
 d

at
ab

as
e 

w
hi

ch
 s

up
po

rts
 O

rd
er

in
g 

an
d 

In
vo

ic
in

g 
pr

oc
ed

ur
es

 
7,

8,
11

,1
2,

13
 

Al
l u

se
rs

, r
el

ev
an

t 
st

af
f 

C
on

tin
ua

lly
 

  
 

 
44

 



3.
9.

4 
Tr

ai
ni

ng
  

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
Id

en
tif

y 
an

y 
tra

in
in

g 
re

qu
ire

m
en

ts
 a

ris
in

g 
fro

m
 3

.9
.3

 a
nd

 3
.9

.4
 a

t T
ra

in
in

g 
Te

am
 

M
ee

tin
gs

 
7,

8,
11

,1
2,

13
 

R
el

ev
an

t m
an

ag
er

s 
An

nu
al

ly
 

(b
) 

Id
en

tif
y 

an
y 

tra
in

in
g 

re
qu

ire
m

en
ts

 re
su

lti
ng

 fr
om

 c
ha

ng
es

 to
 p

ro
ce

du
re

s 
or

 
pe

rs
on

ne
l 

7,
8,

9,
11

,1
2,

13
 

D
ep

ut
e 

As
 re

qu
ire

d 

(c
) 

Pr
ov

id
e,

 a
rr

an
ge

 o
r f

ac
ilit

at
e 

tra
in

in
g 

an
d 

in
st

ru
ct

io
n 

as
 id

en
tif

ie
d 

ab
ov

e.
 

 
7,

8,
11

,1
2,

13
,1

4 
D

ep
ut

e 
As

 re
qu

ire
d 

 3.
9.

5 
Fi

na
nc

ia
l M

on
ito

rin
g 

R
ep

or
ts

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
ec

ei
ve

, c
he

ck
 a

nd
 c

on
si

de
r m

on
ito

rin
g 

re
po

rts
 fr

om
 R

C
 F

in
an

ce
 D

ep
ar

tm
en

t 
 

11
,1

2,
13

 
D

ep
ut

e 
/P

AO
 

M
on

th
ly

 

(b
) 

Pr
ep

ar
e 

Fi
na

nc
ia

l M
on

ito
rin

g 
R

ep
or

ts
, i

nc
lu

di
ng

 p
ro

ba
bl

e 
ou

t-t
ur

n,
 re

as
on

s 
fo

r 
va

ria
nc

e,
 a

nd
 p

ro
po

se
d 

ac
tio

ns
 fo

r M
an

ag
em

en
t T

ea
m

 
11

,1
2,

13
 

D
ep

ut
e 

/P
AO

 
M

on
th

ly
 

(c
) 

C
on

si
de

r a
nd

 im
pl

em
en

t a
ny

 a
ct

io
ns

 re
qu

ire
d 

ar
is

in
g 

fro
m

 m
on

th
ly

 re
po

rts
 

 
9,

 1
1,

12
,1

3 
M

an
ag

em
en

t T
ea

m
  

M
on

th
ly

 

(d
) 

Pr
ep

ar
e 

Fi
na

nc
ia

l M
on

ito
rin

g 
R

ep
or

ts
, i

nc
lu

di
ng

 p
ro

ba
bl

e 
ou

t-t
ur

n 
an

d 
re

as
on

s 
fo

r 
va

ria
nc

e,
 fo

r V
al

ua
tio

n 
Jo

in
t B

oa
rd

 
11

,1
2,

13
 

Tr
ea

su
re

r/D
ep

ut
e 

Se
e 

VJ
B 

m
ee

tin
g 

sc
he

du
le

 
  

45
 



3.
9.

6 
A

nn
ua

l A
cc

ou
nt

s 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

C
om

pl
et

e 
pr

oc
ed

ur
es

 a
s 

at
 3

.5
.1

 a
bo

ve
, a

nd
 in

 R
C

 A
bs

tra
ct

 o
f A

cc
ou

nt
s 

gu
id

an
ce

 
no

te
s 

7,
11

,1
2,

13
 

D
ep

ut
e/

 P
AO

 
An

nu
al

ly
, A

pr
il-

M
ay

 

(b
) 

Li
ai

se
 w

ith
 T

re
as

ur
er

/R
C

 A
cc

ou
nt

an
ts

 in
 p

re
pa

ra
tio

n 
of

 A
nn

ua
l A

cc
ou

nt
s 

 
7,

11
,1

2,
13

 
D

ep
ut

e/
 P

AO
 

An
nu

al
ly

, A
pr

il-
Ju

ne
 

(c
) 

Pr
ep

ar
e 

pr
ov

is
io

na
l A

nn
ua

l A
cc

ou
nt

s 
fo

r y
ea

r 
 

7,
11

,1
2,

13
 

Tr
ea

su
re

r 
An

nu
al

ly
 

(d
) 

Su
bm

it 
An

nu
al

 A
cc

ou
nt

s 
to

 A
ud

it 
Sc

ot
la

nd
 

 
7,

11
,1

2,
13

 
Tr

ea
su

re
r 

An
nu

al
ly

 

(e
) 

In
cl

ud
e 

Ac
co

un
ts

 in
 A

nn
ua

l R
ep

or
t a

nd
 p

re
se

nt
 to

 V
al

ua
tio

n 
Jo

in
t B

oa
rd

 
 

7,
11

,1
2,

13
,1

4 
As

se
ss

or
 

An
nu

al
ly

 

(f)
 

C
on

si
de

r E
xt

er
na

l A
ud

it 
R

ep
or

t 
 

7,
11

,1
2,

13
 

Tr
ea

su
re

r/A
ss

es
so

r 
An

nu
al

ly
 

(g
) 

Im
pl

em
en

t a
ny

 A
ct

io
ns

 fr
om

 E
xt

er
na

l A
ud

it 
of

 A
cc

ou
nt

s 
 

7,
11

,1
2,

13
 

Tr
ea

su
re

r/A
ss

es
so

r 
An

nu
al

ly
 

(h
) 

Pr
es

en
t F

in
al

 A
cc

ou
nt

s 
an

d 
Ex

te
rn

al
 A

ud
it 

R
ep

or
t, 

in
cl

ud
in

g 
an

y 
Ac

tio
n 

Pl
an

, t
o 

Va
lu

at
io

n 
Jo

in
t B

oa
rd

 
7,

11
,1

2,
13

 
Tr

ea
su

re
r/A

ss
es

so
r 

An
nu

al
ly

 

  3.
9.

7 
Pa

yr
ol

l C
he

ck
s 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
Ag

re
e 

fo
rm

at
 a

nd
 p

ro
ce

du
re

s 
fo

r r
ep

or
tin

g 
th

at
 p

ay
ro

ll 
ha

s 
be

en
 c

he
ck

ed
 a

ga
in

st
 

st
af

f l
is

ts
.  

7,
11

,1
2,

13
 

D
ep

ut
e/

 P
.A

.O
. 

M
on

th
ly

 

(b
) 

R
ep

or
t a

ny
 is

su
es

 to
 M

an
ag

em
en

t T
ea

m
 

 
7,

11
,1

2,
13

 
P.

A.
O

. 
As

 re
qu

ire
d 

               3.
10

 IN
FO

R
M

AT
IO

N
 T

EC
H

N
O

LO
G

Y 

 
46

 



  3.
10

.1
 P

la
nn

in
g 

Fo
ru

m
 

 (a
) 

C
re

at
e 

/ U
pd

at
e 

IT
 s

tra
te

gy
 to

 m
ee

t b
us

in
es

s 
re

qu
ire

m
en

ts
  

7,
8,

9,
10

,1
1,

13
 

D
ep

ut
e 

/P
AO

/ I
T 

Te
am

 
M

on
th

ly
 

(b
) 

M
ee

tin
gs

 to
 m

on
ito

r I
T 

pr
oj

ec
ts

 a
nd

 ti
m

et
ab

le
 

7,
8,

9,
10

,1
1,

13
 

D
ep

ut
e 

/P
AO

/ I
T 

Te
am

 
M

on
th

ly
 

(c
) 

R
ep

or
t t

o 
m

an
ag

em
en

t t
ea

m
  o

n 
pr

og
re

ss
 

7,
8,

9,
10

,1
1,

13
 

D
ep

ut
e 

/P
AO

/ I
T 

Te
am

 
C

on
tin

ua
lly

 

(d
) 

R
ev

ie
w

 tr
ai

ni
ng

 re
qu

ire
m

en
ts

 o
f I

T 
Te

am
 in

 li
gh

t o
f a

ny
 n

ew
 in

iti
at

iv
es

 
7,

8,
9,

10
,1

1,
13

 
IT

 T
ea

m
  

M
on

th
ly

 

(e
) 

Im
pl

em
en

t a
n 

In
tra

ne
t S

tra
te

gy
 

7,
8,

9,
11

,1
3,

14
 

D
ep

ut
e 

/P
AO

/ I
T 

Te
am

 
O

ng
oi

ng
 

(f)
 

R
ev

ie
w

 s
ch

ed
ul

e 
of

 re
pl

ac
em

en
t f

or
 h

ar
dw

ar
e 

an
d 

so
ftw

ar
e 

lic
en

se
s 

 
7,

8,
9,

11
,1

3 
D

ep
ut

e 
/P

AO
/ I

T 
Te

am
 

O
ng

oi
ng

 

(g
) 

Fu
rth

er
 d

ev
el

op
 In

tra
ne

t t
o 

in
cl

ud
e 

al
l p

ol
ic

y 
do

cu
m

en
ts

, g
ui

da
nc

e 
m

an
ua

ls
 e

tc
  

7,
8,

9,
11

,1
3,

14
 

D
ep

ut
e 

/P
AO

/ I
T 

Te
am

 
O

ng
oi

ng
 

(h
) 

Fu
rth

er
 d

ev
el

op
 In

tra
ne

t f
or

 u
se

 a
s 

a 
w

or
ki

ng
 to

ol
  

1-
6,

 7
,8

,9
,1

1,
13

,1
4 

D
ep

ut
e 

/P
AO

/ I
T 

Te
am

 
O

ng
oi

ng
 

(i)
 

C
om

pl
et

e 
R

ev
ie

w
 o

f I
S 

S
tra

te
gy

 a
nd

 in
iti

at
e 

re
le

va
nt

 d
ev

el
op

m
en

t p
ro

je
ct

(s
) 

1-
6,

7,
8,

9,
11

,1
2,

13
 

D
ep

ut
e 

 
An

nu
al

ly
 

 (j
) 

 
En

su
re

 a
ll 

IT
 s

ys
te

m
s 

ar
e 

fu
nc

tio
ni

ng
 a

s 
re

qu
ire

d 
to

 m
ee

t S
ta

ke
ho

ld
er

s 
ch

an
gi

ng
 

ne
ed

s 
7,

9,
10

,1
1,

12
,1

3 
As

se
ss

or
/D

ep
ut

e 
 

An
nu

al
ly

 

   3.
10

.2
 B

us
in

es
s 

Sy
st

em
s 

Su
pp

or
t 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
Li

ai
se

 w
ith

  R
en

fre
w

sh
ire

 C
ou

nc
il 

ap
po

in
te

d 
Bu

si
ne

ss
 M

an
ag

er
 

 
7,

8,
9,

11
,1

3 
D

ep
ut

e 
/P

AO
/ I

T 
Te

am
 

Q
ua

rte
rly

 o
r a

s 
sc

he
du

le
d 

(b
) 

Li
ai

se
 w

ith
 A

na
ly

st
 p

ro
gr

am
m

er
 s

ta
ff 

in
 R

C
 

 
7,

8,
9,

11
,1

3 
D

ep
ut

e 
/P

AO
/ I

T 
Te

am
  

C
on

tin
ua

lly
 

(c
) 

Li
ai

se
 w

ith
 R

C
 IT

 H
el

pd
es

k 
 

7,
8,

9,
11

,1
3 

D
ep

ut
e 

/P
AO

/ I
T 

Te
am

  
C

on
tin

ua
lly

 

          
47

 



 3.
10

.3
 P

ub
lic

 S
er

vi
ce

s 
N

et
w

or
k 

(P
SN

) 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
ev

ie
w

 IS
 S

tra
te

gy
 a

nd
 in

iti
at

e 
re

le
va

nt
 d

ev
el

op
m

en
t p

ro
je

ct
(s

) 
1-

6,
7,

8,
9,

11
,1

2,
13

 
D

ep
ut

e 
 

An
nu

al
ly

 

(b
) 

Li
as

e 
w

ith
 C

o 
P

SN
 te

am
 a

nd
 im

pl
em

en
t a

ny
 u

pd
at

es
 to

 p
ol

ic
y 

3,
6,

9,
11

,1
2,

13
 

D
ep

ut
e 

 
C

on
tin

ua
lly

 

(c
) 

Pr
ep

ar
e 

an
d 

or
ga

ni
se

 IT
H

C
 (p

rio
r t

o 
re

 s
ub

m
is

si
on

 to
 P

SN
) 

3,
6,

9,
11

,1
2,

13
 

D
ep

ut
e 

 
An

nu
al

ly
/A

ug
us

t 

(d
) 

Su
bm

it 
re

 a
cc

re
di

ta
tio

n 
ap

pl
ic

at
io

n 
fo

r P
SN

 
3,

6,
9,

11
,1

2,
13

 
D

ep
ut

e 
 

An
nu

al
ly

, S
ep

te
m

be
r 

 3.
10

.4
 A

ss
et

 R
ef

re
sh

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
ev

ie
w

 P
C

s 
an

d 
ot

he
r h

ar
dw

ar
e 

w
hi

ch
 is

 fa
ul

ty
, o

bs
ol

et
e,

 im
pe

di
ng

 p
er

fo
rm

an
ce

 o
r 

du
e 

(in
 te

rm
s 

of
 th

e 
IT

 S
tra

te
gy

) f
or

 re
pl

ac
em

en
t  

1-
6,

11
,1

2,
13

 
IT

 T
ea

m
 

An
nu

al
ly

 

(b
) 

In
ve

st
ig

at
e 

op
tio

ns
 fo

r p
ro

cu
re

m
en

t, 
co

st
s 

of
 re

pl
ac

em
en

t e
tc

, v
ia

 R
C

 F
in

an
ce

 &
 IT

 
 

11
,1

2,
13

 
IT

 T
ea

m
 

An
nu

al
ly

 

(c
) 

C
on

si
de

r o
pe

ra
tio

na
l r

eq
ui

re
m

en
ts

, c
os

ts
 e

tc
 a

nd
 p

rio
rit

is
e 

pu
rc

ha
se

 p
la

n 
fo

r 
eq

ui
pm

en
t r

ep
la

ce
m

en
ts

 
1-

6,
11

,1
2,

13
 

D
ep

ut
e/

P
AO

/ I
T 

Te
am

 
An

nu
al

ly
, S

ep
te

m
be

r  

(d
) 

C
om

pl
et

e 
C

ap
ita

l B
ud

ge
t B

id
 a

nd
 S

ub
m

it 
to

 J
oi

nt
 B

oa
rd

 a
t b

ud
ge

t p
la

nn
in

g 
m

ee
tin

g 
 

1-
6,

11
,1

2,
13

 
D

ep
ut

e/
P

AO
 

An
nu

al
ly

, N
ov

em
be

r 

   3.
10

.5
 A

ss
es

so
rs

 ‘P
ro

gr
es

s’
 S

ys
te

m
 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
M

ai
nt

ai
n 

S
ys

te
m

 to
 re

ce
iv

e 
an

d 
ut

ilis
e 

ou
tp

ut
s 

fro
m

 C
or

po
ra

te
 A

dd
re

ss
 G

az
et

te
er

s 
7,

8,
9,

11
,1

3 
IT

 T
ea

m
/ D

at
a 

M
an

ag
er

 
Li

ai
se

 w
ith

 
co

ns
tit

ue
nt

 
au

th
or

iti
es

 
(b

) 
Am

en
d 

S
ys

te
m

 to
 p

ro
vi

de
 B

S
76

66
 c

om
pl

ia
nt

 o
ut

pu
ts

 to
 b

ill
in

g 
sy

st
em

s 
of

 
co

ns
tit

ue
nt

 C
ou

nc
ils

 
7,

8,
9,

11
,1

3 
IT

 T
ea

m
/D

at
a 

 
M

an
ag

er
 

Li
ai

se
 w

ith
 

co
ns

tit
ue

nt
 

au
th

or
iti

es
 

(c
) 

Am
en

d 
S

ys
te

m
 to

 m
ee

t a
gr

ee
d 

bu
si

ne
ss

 re
qu

ire
m

en
ts

 o
f i

nt
er

na
l f

or
um

s 
& 

w
or

ki
ng

 
gr

ou
ps

. 
1-

6,
7,

8,
9,

11
,1

3 
IT

 T
ea

m
/D

at
a 

M
an

ag
er

 
Li

ai
se

 w
ith

 
co

ns
tit

ue
nt

 
au

th
or

iti
es

 
(d

) 
M

on
ito

r a
nd

 a
da

pt
 s

ys
te

m
 o

ut
pu

ts
 to

 e
na

bl
e 

de
liv

er
y 

of
 a

gr
ee

d 
da

ta
 to

 S
A

A 
P

or
ta

l 
7,

8,
9,

11
,1

2,
13

 
IT

 W
or

ki
ng

 G
ro

up
 

Se
e 

Po
rta

l P
ro

je
ct

 
Pl

an
s 

(e
) 

Am
en

d 
S

ys
te

m
 to

 m
ee

t a
gr

ee
d 

bu
si

ne
ss

 re
qu

ire
m

en
ts

 o
f s

ta
ke

ho
ld

er
s,

 in
cl

ud
in

g 
bi

lli
ng

 d
ep

ar
tm

en
ts

 o
f c

on
st

itu
en

t c
ou

nc
ils

 
1-

6,
7,

8,
9,

11
,1

3 
IT

 W
or

ki
ng

 G
ro

up
 

B
y 

ag
re

em
en

t 

  
48

 



3.
10

.6
 S

at
el

lit
e 

Sy
st

em
s 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
 u

se
 a

nd
 fu

nc
tio

na
lit

y 
of

 L
an

d 
R

eg
is

te
r/S

al
es

 d
at

ab
as

es
 

2,
5,

7,
8,

9,
11

,1
3 

IT
 W

or
ki

ng
 G

ro
up

 
An

nu
al

ly
 

(b
) 

R
ev

ie
w

 u
se

 a
nd

 fu
nc

tio
na

lit
y 

of
 R

en
ta

l Q
ue

st
io

nn
ai

re
 d

at
ab

as
es

 
1,

4,
7,

8,
9,

11
,1

3 
IT

 W
or

ki
ng

 G
ro

up
 

An
nu

al
ly

 

(c
) 

R
ev

ie
w

 u
se

 a
nd

 fu
nc

tio
na

lit
y 

of
 W

or
kl

oa
d 

M
an

ag
er

 d
at

ab
as

e 
1,

2,
4,

5,
7,

8,
9,

11
,1

3 
IT

 W
or

ki
ng

 G
ro

up
 

An
nu

al
ly

 

(d
) 

R
ev

ie
w

 u
se

 a
nd

 fu
nc

tio
na

lit
y 

of
 E

ta
rm

is
  S

ys
te

m
 

7,
8,

9,
11

,1
3 

IT
 W

or
ki

ng
 G

ro
up

 
An

nu
al

ly
 

(e
) 

R
ev

ie
w

 u
se

 a
nd

 fu
nc

tio
na

lit
y 

of
 D

om
in

o 
D

oc
um

en
t M

an
ag

em
en

t S
ys

te
m

 
7,

8,
9,

11
,1

3 
IT

 W
or

ki
ng

 G
ro

up
 

An
nu

al
ly

 

(f)
 

R
ev

ie
w

 u
se

 a
nd

 fu
nc

tio
na

lit
y 

of
 A

lp
ha

 5
 V

al
ua

tio
n 

an
d 

R
ep

or
tin

g 
da

ta
ba

se
s 

 
7,

8,
9,

11
,1

3 
IT

 W
or

ki
ng

 G
ro

up
 

An
nu

al
ly

 

(g
) 

 R
ev

ie
w

 u
se

 a
nd

 fu
nc

tio
na

lit
y 

of
 E

qu
al

iti
es

 d
at

ab
as

e 
7,

8,
9,

11
,1

3 
D

ep
ut

e 
 A

nn
ua

lly
 

(h
) 

 R
ev

ie
w

 u
se

 a
nd

 fu
nc

tio
na

lit
y 

of
 T

ra
in

in
g 

da
ta

ba
se

 
7,

8,
9,

11
,1

3 
D

ep
ut

e/
P

AO
 

 A
nn

ua
lly

 

(i)
 

Am
en

d 
gu

id
an

ce
 to

 s
ta

ff 
on

 u
se

 o
f s

at
el

lit
e 

sy
st

em
s 

 
7,

8,
9,

13
,1

4 
Va

rio
us

 
As

 re
qu

ire
d 

  3.
10

.7
 A

ss
es

so
rs

 P
or

ta
l P

ro
je

ct
 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
At

te
nd

 P
ro

je
ct

 M
an

ag
em

en
t C

om
m

itt
ee

 m
ee

tin
gs

 in
 a

cc
or

da
nc

e 
w

ith
 re

qu
ire

m
en

ts
 

of
 P

ro
je

ct
 S

tra
te

gy
 D

oc
um

en
t 

7,
8,

9,
11

,1
2,

13
 

As
se

ss
or

 
M

on
th

ly
  

(b
) 

At
te

nd
 P

ro
je

ct
 T

ea
m

 m
ee

tin
gs

 in
 a

cc
or

da
nc

e 
w

ith
 re

qu
ire

m
en

ts
 o

f P
ro

je
ct

 S
tra

te
gy

 
D

oc
um

en
t 

7,
8,

9,
11

,1
2,

13
 

As
se

ss
or

 
M

on
th

ly
 

(d
) 

At
te

nd
 P

or
ta

l I
nf

or
m

at
io

n 
M

an
ag

em
en

t W
or

ki
ng

 G
ro

up
 M

ee
tin

gs
 

7,
8,

9,
11

,1
2,

13
 

As
se

ss
or

 
M

on
th

ly
 

(e
) 

Pr
ep

ar
e 

an
d 

im
pl

em
en

t d
at

a 
st

an
da

rd
s 

an
d 

co
nv

en
tio

ns
 

7,
8,

9,
11

,1
2 

As
se

ss
or

 
As

 re
qu

ire
d 

(f)
 

S
ys

te
m

 U
pg

ra
de

s 
an

d 
lin

ks
 w

ith
 lo

ca
l c

ou
nc

il 
ga

ze
tte

er
s 

an
d 

re
le

va
nt

 b
us

in
es

s 
sy

st
em

s 
7,

8,
9,

11
,1

2,
13

 
As

se
ss

or
 

As
 re

qu
ire

d 

(g
) 

C
on

tri
bu

te
 to

 D
N

A-
S 

B
us

in
es

s 
Pr

oc
es

s 
Im

pr
ov

em
en

t P
ro

je
ct

 
7,

8,
9,

11
,1

2,
13

 
As

se
ss

or
 

As
 re

qu
ire

d 

(h
) 

Pr
ep

ar
e 

an
d 

im
pl

em
en

t B
us

in
es

s 
Pr

oc
es

s 
Im

pr
ov

em
en

ts
 

 
7,

8,
9,

11
,1

2,
13

 
As

se
ss

or
 

As
 re

qu
ire

d 

(i)
 

Pr
ov

id
e 

re
gu

la
r d

at
a 

up
lo

ad
s 

to
 P

or
ta

l 
 

11
,1

2 
D

at
a 

M
an

ag
er

 
W

ee
kl

y 

(j)
 

R
ef

re
sh

 P
or

ta
l C

on
te

nt
 

 
7,

8,
9,

11
,1

2,
13

 
D

at
a 

M
an

ag
er

 
W

ee
kl

y 

   
49

 



3.
10

.8
 W

eb
 S

ite
 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
 g

en
er

al
 c

on
te

nt
 a

nd
 a

pp
ea

ra
nc

e 
of

 w
eb

 s
ite

 
 

7,
8,

9,
10

,1
1,

12
,1

4 
IT

Su
pp

or
t o

ffi
ce

r 
C

on
tin

ua
lly

 

(b
) 

R
ef

re
sh

 to
 re

fle
ct

 c
ha

ng
es

 to
  i

nf
or

m
at

io
n 

in
 th

e 
M

od
el

 P
ub

lic
at

io
n 

Sc
he

m
e 

 
 7,

8,
9,

10
,1

1,
12

,1
4 

 IT
Su

pp
or

t o
ffi

ce
r 

At
 le

as
t a

nn
ua

lly
 

(c
) 

R
ef

re
sh

 to
 re

fle
ct

 c
ha

ng
es

 in
 p

ol
ic

ie
s 

an
d 

pr
oc

ed
ur

es
 

 
7,

8,
9,

10
,1

1,
12

,1
4 

IT
Su

pp
or

t o
ffi

ce
r 

An
nu

al
ly

 

(d
) 

U
pd

at
e 

P
ub

lic
 P

er
fo

rm
an

ce
 R

ep
or

t 
 

7,
8,

9,
10

,1
1,

12
,1

4 
 IT

Su
pp

or
t o

ffi
ce

r 
An

nu
al

ly
 in

 J
un

e 

(e
) 

Pr
ov

id
e 

in
fo

rm
at

io
n 

of
 e

le
ct

io
ns

 a
nd

 p
ro

vi
de

 re
le

va
nt

 fo
rm

s 
fo

r m
ak

in
g 

ap
pl

ic
at

io
ns

 
3,

6,
7,

8,
9,

10
,1

1,
12

,1
4 

IT
Su

pp
or

t 
of

fic
er

/P
AO

 
As

 re
qu

ire
d 

    3.
11

 D
AT

A
 P

R
O

TE
C

TI
O

N
 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
 D

at
a 

Pr
ot

ec
tio

n 
N

ot
ifi

ca
tio

n 
to

 In
fo

rm
at

io
n 

C
om

m
is

si
on

er
 

10
,1

2 
D

ep
ut

e 
 

An
nu

al
ly

, i
n 

Se
pt

em
be

r 
(b

) 
R

ev
ie

w
 F

or
m

s 
to

 c
om

pl
y 

w
ith

 D
at

a 
Pr

ot
ec

tio
n 

R
eq

ui
re

m
en

ts
 

  

7,
9,

10
,1

4 
Va

rio
us

  
As

 re
qu

ire
d 

(c
) 

R
ev

ie
w

 D
at

a 
Pr

oc
es

so
r A

gr
ee

m
en

t w
ith

 o
th

er
 d

at
a 

ha
nd

le
rs

 
 

12
,1

3 
D

ep
ut

e 
/P

AO
 

An
nu

al
ly

 

  
 

 
50

 



3.
12

  F
R

EE
D

O
M

 O
F 

IN
FO

R
M

AT
IO

N
 

 3.
12

.1
 F

re
ed

om
 o

f I
nf

or
m

at
io

n 
Po

lic
y 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
 F

re
ed

om
 o

f I
nf

or
m

at
io

n 
P

ol
ic

y 
 

7,
9,

10
,1

1,
12

,1
3,

14
 

 M
an

ag
em

en
t T

ea
m

 
An

nu
al

ly
 

(b
) 

R
ev

ie
w

 w
or

kl
oa

ds
 c

re
at

ed
 b

y 
FO

I a
nd

 p
ro

ce
du

re
s 

co
nt

ai
ne

d 
in

 P
ol

ic
y 

 
7,

8,
9,

11
,1

3 
M

an
ag

em
en

t T
ea

m
 

O
ng

oi
ng

 

 3.
12

.2
 F

re
ed

om
 o

f I
nf

or
m

at
io

n 
fu

nc
tio

na
lit

y 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
ev

ie
w

 fu
nc

tio
na

lit
y 

of
 F

re
ed

om
 o

f I
nf

or
m

at
io

n 
lo

gg
in

g 
sy

st
em

 
 

7,
8,

9,
11

,1
2,

13
 

P.
A.

O
. 

An
nu

al
ly

 

(b
) 

Pr
ep

ar
e 

re
po

rts
 o

n 
re

qu
es

ts
, r

ef
us

al
s 

et
c 

to
 M

an
ag

em
en

t T
ea

m
 

 
7,

9,
11

,1
2,

13
 

P.
A.

O
. 

M
on

th
ly

-a
s 

re
qu

ire
d 

 3.
12

.3
 P

ub
lic

at
io

n 
Sc

he
m

e 
an

d 
G

ui
de

 to
 In

fo
rm

at
io

n 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
ev

ie
w

 M
od

el
 P

ub
lic

at
io

n 
Sc

he
m

e,
 in

cl
ud

in
g 

va
rio

us
 c

os
ts

, a
nd

 G
ui

de
 to

 
In

fo
rm

at
io

n 
 

7,
9,

10
,1

1,
12

,1
3,

14
 

PA
O

 
As

 re
qu

ire
d 

(b
)  

R
ev

ie
w

 P
ub

lic
at

io
n 

Sc
he

m
e 

an
d 

su
bm

it 
to

 In
fo

rm
at

io
n 

C
om

m
is

si
on

er
.  

7,
9,

10
,1

1,
12

,1
3,

14
 

PA
O

 
As

 re
qu

ire
d 

(c
) 

R
ev

ie
w

 c
on

te
nt

 o
f p

ub
lic

at
io

ns
 c

on
ta

in
ed

 in
 P

ub
lic

at
io

n 
Sc

he
m

es
 

 
7,

9,
10

,1
1,

12
,1

3,
14

 
PA

O
 

At
 le

as
t a

nn
ua

lly
 

 3.
12

.4
 F

re
ed

om
 o

f I
nf

or
m

at
io

n 
Pr

oc
ed

ur
es

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
ev

ie
w

 In
fo

rm
at

io
n 

Au
di

t 
7,

9,
10

,1
1,

12
,1

3 
PA

O
 

An
nu

al
ly

  
(b

) 
R

ev
ie

w
 G

ui
da

nc
e 

to
 S

ta
ff 

on
 e

xe
m

pt
 c

at
eg

or
ie

s 
 

7,
8,

9,
10

,1
1,

12
,1

3,
14

 
D

iv
is

io
na

l 
As

se
ss

or
s/

PA
O

) 
An

nu
al

ly
 o

r i
n 

lig
ht

 o
f 

ca
se

s.
 

(c
) 

R
ec

ei
ve

 a
nd

 re
pl

y 
to

 re
qu

es
ts

 w
ith

 g
ui

da
nc

e 
fro

m
 R

C
 w

he
re

 re
qu

ire
d 

 
7,

10
,1

1,
12

,1
3,

14
 

PA
O

 
C

on
tin

ua
lly

 

(d
) 

R
ec

ei
ve

 a
nd

 re
pl

y 
to

 re
qu

es
ts

 fo
r R

ev
ie

w
 o

f d
ec

is
io

ns
 

 
7,

10
,1

1,
12

,1
3,

14
 

As
se

ss
or

 
As

 re
qu

ire
d 

(e
) 

R
ep

or
t F

oI
 re

qu
es

ts
, r

ef
us

al
s,

 re
fe

rr
al

s 
et

c 
to

 M
an

ag
em

en
t T

ea
m

 
7,

9,
11

,1
3 

PA
O

 
M

on
th

ly
-a

s 
re

qu
ire

d 
(f)

 
R

ev
ie

w
 IT

 s
ys

te
m

 u
se

d 
to

 lo
g 

an
d 

re
po

rt 
on

 F
oI

 
7,

8,
9,

11
,1

2,
13

 
PA

O
 / 

IT
 T

ea
m

 
An

nu
al

ly
  

    
51

 



3.
12

.5
 C

od
es

 o
f P

ra
ct

ic
e 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
R

ev
ie

w
 C

od
es

 o
f P

ra
ct

ic
e 

is
su

ed
 in

 re
sp

ec
t o

f F
O

I 
 

7,
9,

10
,1

1,
12

,1
3,

14
 

PA
O

 
O

n 
re

ce
ip

t 

(b
) 

Im
pl

em
en

t r
eq

ui
re

m
en

ts
 o

f C
od

es
 o

f P
ra

ct
ic

e 
 

7,
8,

9,
10

,1
1,

12
,1

3 
PA

O
 

As
 re

qu
ire

d 

(c
 ) 

C
on

si
de

r I
C

 d
ec

is
io

ns
 a

nd
 re

po
rts

 fo
r c

ha
ng

es
 to

 p
ol

ic
y 

an
d 

pr
oc

ed
ur

es
 

7,
8,

9,
10

,1
1,

12
 

As
se

ss
or

/D
ep

ut
e 

As
 re

qu
ire

d 

   3.
13

 K
EY

 P
A

R
TN

ER
SH

IP
S 

   3.
13

.1
 S

up
po

rt
 S

er
vi

ce
s 

– 
R

en
fr

ew
sh

ire
 C

ou
nc

il 
 

  Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
Li

ai
se

 w
ith

 re
pr

es
en

ta
tiv

es
 fr

om
 R

C
 H

R
 &

 O
D

 S
er

vi
ce

/B
us

in
es

s 
Pa

rtn
er

 
7,

8,
11

 
As

se
ss

or
/D

ep
ut

e/
 

PA
O

 
Q

ua
rte

rly
 o

r a
s 

ag
re

ed
 

(b
) 

Ad
-h

oc
 m

ee
tin

gs
 w

ith
 re

pr
es

en
ta

tiv
es

 fr
om

 R
C

 H
R

 &
 O

D
 S

er
vi

ce
 

7,
8,

11
 

As
se

ss
or

/D
ep

ut
e/

 
PA

O
 

Th
ro

ug
ho

ut
 th

e 
ye

ar
 

(c
 ) 

R
eg

ul
ar

 ‘I
C

T 
Li

ai
so

n’
 M

ee
tin

gs
 w

ith
 R

C
 IC

T 
Bu

si
ne

ss
 L

ia
so

n 
O

ffi
ce

r 
7,

8,
9,

11
,1

3 
D

ep
ut

e 
Q

ua
rte

rly
 o

r a
s 

sc
he

du
le

d 
(d

) 
Ad

-h
oc

 m
ee

tin
gs

, t
el

ep
ho

ne
 c

on
ta

ct
 w

ith
 IC

T 
Se

ct
io

n 
H

ea
ds

 a
nd

 o
th

er
 R

C
 IC

T 
pe

rs
on

ne
l. 

7,
8,

9,
11

,1
3 

IT
 M

an
ag

er
s 

As
 re

qu
ire

d 

(e
) 

M
ee

tin
gs

 a
nd

 li
ai

so
n 

w
ith

 R
C

 In
te

rn
al

 A
ud

it 
se

ct
io

n 
7,

9,
11

,1
2,

13
 

As
se

ss
or

/D
ep

ut
e 

As
 a

gr
ee

d 
(f)

 
Li

ai
so

n 
w

ith
 R

C
 A

cc
ou

nt
an

ts
 

7,
9,

11
,1

2,
13

 
As

se
ss

or
/D

ep
ut

e 
/P

AO
 

M
on

th
ly

 

(g
) 

Li
ai

so
n 

w
ith

 T
re

as
ur

er
 to

 th
e 

Bo
ar

d 
7,

9,
11

,1
2,

13
 

As
se

ss
or

/D
ep

ut
e 

As
 re

qu
ire

d 
(h

) 
Bu

dg
et

 p
la

nn
in

g 
m

ee
tin

gs
 w

ith
 T

re
as

ur
er

/A
cc

ou
nt

an
ts

 
7,

9,
11

,1
2,

13
 

 
As

se
ss

or
 

An
nu

al
ly

, S
ep

te
m

be
r 

–N
ov

em
be

r 
(i)

 
Li

ai
so

n 
w

ith
 C

le
rk

 to
 th

e 
B

oa
rd

  
7,

11
,1

2,
13

 
As

se
ss

or
 

As
 re

qu
ire

d 
 

 
 

 
 

(k
) 

M
ee

t w
ith

 R
C

 P
ro

pe
rty

 M
ai

nt
en

an
ce

 M
an

ag
er

s 
7,

11
,1

3 
As

se
ss

or
/D

ep
ut

e/
 

O
ffi

ce
  M

an
ag

er
 

As
 re

qu
ire

d 

       
52

 



    3.
13

.2
 C

on
st

itu
en

t C
ou

nc
ils

 - 
R

ec
ip

ie
nt

s 
of

 O
pe

ra
tio

na
l O

ut
pu

ts
 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
Li

ai
so

n 
w

ith
 F

in
an

ce
 (B

ill
in

g)
 D

ep
ar

tm
en

ts
 o

f c
on

st
itu

en
t C

ou
nc

ils
 

1,
2,

4,
5,

7,
9,

10
,1

1,
13

 
D

iv
is

io
na

l A
ss

es
so

rs
  

At
 u

pd
at

es
 a

nd
 a

s 
re

qu
ire

d 
(b

) 
Li

ai
so

n 
w

ith
 F

in
an

ce
 (B

ill
in

g)
 D

ep
ar

tm
en

ts
 o

f c
on

st
itu

en
t C

ou
nc

ils
 

 
1,

2,
4,

5,
7,

9,
10

,1
1,

13
 

Al
l s

ta
ff 

Th
ro

ug
ho

ut
 y

ea
r  

da
ily

 b
as

is
 

(c
) 

Li
ai

so
n 

w
ith

 R
et

ur
ni

ng
 O

ffi
ce

rs
 o

f  
co

ns
tit

ue
nt

 C
ou

nc
ils

 
3,

6,
 7

,9
,1

0,
11

,1
3 

ER
O

/ D
ep

ut
e/

 P
AO

  
As

 re
qu

ire
d 

(d
) 

At
te

nd
 E

le
ct

io
n 

M
an

ag
em

en
t m

ee
tin

gs
 w

ith
 R

O
 o

f r
el

ev
an

t C
ou

nc
ils

 
3,

6,
 7

,9
,1

0,
11

,1
3 

ER
O

/D
ep

ut
e/

P.
A.

O
. 

Pr
io

r t
o 

E
le

ct
io

ns
 

(e
) 

Li
ai

se
 w

ith
 c

on
st

itu
en

t C
ou

nc
ils

 to
 p

ro
m

ot
e 

E
le

ct
or

al
 P

ar
tic

ip
at

io
n 

3,
6,

 7
,9

,1
0,

11
,1

3 
As

se
ss

or
/ 

D
ep

ut
e/

P
.A

.O
. 

O
ng

oi
ng

 

  
 

 
53

 



3.
13

.3
 S

co
tti

sh
 A

ss
es

so
rs

 A
ss

oc
ia

tio
n 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
At

te
nd

 P
le

na
ry

 M
ee

tin
gs

 
1-

6,
7,

8,
9,

11
,1

3 
Al

l m
em

be
rs

 
Q

ua
rte

rly
; D

ec
, F

eb
, 

M
ay

, S
ep

t 
(b

) 
At

te
nd

 A
ss

es
so

rs
 C

om
m

itt
ee

 M
ee

tin
gs

 
1-

6,
7,

8,
9,

11
,1

3 
As

se
ss

or
 

Ap
pr

ox
. m

on
th

ly
  

(c
) 

At
te

nd
 C

at
eg

or
y 

C
om

m
itt

ee
 M

ee
tin

gs
 

1-
6,

7,
8,

9,
11

,1
3 

R
el

ev
an

t m
em

be
rs

 
In

 a
cc

or
da

nc
e 

w
ith

 
C

om
m

itt
ee

 
Ti

m
et

ab
le

s 
(d

) 
At

te
nd

 O
th

er
 C

om
m

itt
ee

 M
ee

tin
gs

 
1-

6,
7,

8,
9,

11
,1

3 
R

el
ev

an
t m

em
be

rs
 

In
 a

cc
or

da
nc

e 
w

ith
 

C
om

m
itt

ee
 

Ti
m

et
ab

le
s 

(e
) 

At
te

nd
 W

or
ki

ng
 G

ro
up

 M
ee

tin
gs

 
1-

6,
7,

8,
9,

11
,1

3 
R

el
ev

an
t m

em
be

rs
 

In
 a

cc
or

da
nc

e 
w

ith
 

re
le

va
nt

 T
im

et
ab

le
 

(f)
 

At
te

nd
 S

A
A 

Po
rta

l P
ro

je
ct

 M
an

ag
em

en
t C

om
m

itt
ee

 
 

7,
8,

9,
11

,1
3 

As
se

ss
or

 
M

on
th

ly
 

(g
) 

At
te

nd
 S

A
A 

Po
rta

l P
ro

je
ct

 T
ea

m
 M

ee
tin

gs
 

 
7,

8,
9,

11
,1

3 
As

se
ss

or
 / 

R
el

ev
an

t 
M

em
be

rs
 

M
on

th
ly

 

(h
) 

At
te

nd
 S

A
A 

Po
rta

l W
or

ki
ng

 G
ro

up
 M

ee
tin

gs
 

 
7,

8,
9,

11
,1

3 
As

se
ss

or
 / 

R
el

ev
an

t 
M

em
be

rs
 

M
on

th
ly

 

(i)
 

At
te

nd
 A

d-
ho

c 
M

ee
tin

gs
 a

nd
 R

ep
re

se
nt

at
io

ns
 

 
1-

6,
7,

8,
9,

11
,1

3 
R

el
ev

an
t m

em
be

rs
 

As
 re

qu
ire

d 

(j)
 

Pr
ov

id
e 

co
lle

ag
ue

s 
w

ith
 u

pd
at

e 
(b

ul
le

t f
or

m
) o

f a
ll 

C
om

m
itt

ee
 a

nd
 W

or
ki

ng
 G

ro
up

 
m

ee
tin

gs
 

1-
6,

7,
8,

9,
11

,1
3 

R
el

ev
an

t m
em

be
rs

 
Im

m
ed

ia
te

ly
 

fo
llo

w
in

g 
m

ee
tin

gs
 

(k
) 

Pr
ov

id
e 

in
fo

rm
at

io
n 

to
 w

or
ki

ng
 g

ro
up

s 
et

c 
 

1-
6,

7,
8,

9,
11

,1
3 

Al
l m

em
be

rs
 

As
 re

qu
ire

d 
(l)

 
R

ev
ie

w
 a

nd
 c

om
m

en
t o

n 
P

ra
ct

ic
e 

N
ot

es
, C

on
su

lta
tio

n 
re

sp
on

se
s 

et
c 

1-
6,

7,
8,

9,
11

,1
3 

Al
l m

em
be

rs
 

As
 re

qu
ire

d 

              
 

 
54

 



3.
13

.4
 S

co
tti

sh
 A

ss
es

so
rs

 A
ss

oc
ia

tio
n 

Pa
rt

ne
rs

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
)*

 
H

ar
m

on
is

at
io

n 
M

ee
tin

gs
 w

ith
 V

O
A,

 N
I V

al
ua

tio
n 

an
d 

La
nd

 A
ge

nc
y 

an
d 

E
ire

 
Va

lu
at

io
n 

O
ffi

ce
 

1-
6,

7,
8,

9,
11

,1
3 

SA
A 

 
(A

ss
es

so
r) 

Tw
ic

e-
ye

ar
ly

, 
(A

nn
ua

lly
) 

(b
) 

Li
ai

so
n 

w
ith

 V
O

A
 

1-
6,

7,
8,

9,
11

,1
3 

SA
A 

H
ar

m
on

is
at

io
n 

Sp
ok

es
pe

rs
on

s 
an

d 
C

at
eg

or
y 

C
om

m
itt

ee
 

C
ha

irm
en

 

As
 re

qu
ire

d 

(c
) 

R
ec

ei
pt

 a
nd

 c
irc

ul
at

io
n 

of
 M

in
ut

es
 o

f V
O

A 
R

at
in

g 
G

ro
up

 L
ea

de
rs

 M
ee

tin
gs

 
1-

6,
7,

8,
9,

11
,1

3 
As

se
ss

or
 

M
on

th
ly

 
(d

)*
 

Fo
rm

al
 M

ee
tin

gs
 w

ith
 S

co
tti

sh
 G

ov
er

nm
en

t D
ep

ar
tm

en
ts

 
1-

6,
7,

9,
11

,1
2,

13
 

SA
A

 
Q

ua
rte

rly
 

(e
) 

G
en

er
al

 li
ai

so
n 

w
ith

 S
co

tti
sh

 G
ov

er
nm

en
t D

ep
ar

tm
en

ts
 

1-
6,

7,
9,

11
,1

2,
13

 
SA

A
 

As
 re

qu
ire

d 
(f)

 
G

en
er

al
 li

ai
so

n 
an

d 
w

or
ki

ng
 g

ro
up

 in
vo

lv
em

en
t w

ith
 S

co
tla

nd
 O

ffi
ce

 
3,

6,
7,

9,
11

,1
2,

13
 

SA
A

 
As

 re
qu

ire
d 

(g
) 

G
en

er
al

 li
ai

so
n 

an
d 

w
or

ki
ng

 g
ro

up
 in

vo
lv

em
en

t w
ith

 C
ab

in
et

 O
ffi

ce
 

3,
6,

7,
9,

11
,1

2,
13

 
SA

A
 

As
 re

qu
ire

d 
(h

) 
Pr

ov
is

io
n 

of
 s

ta
tis

tic
al

 re
tu

rn
s 

to
 S

co
tti

sh
 G

ov
er

nm
en

t 
1-

6,
7,

8,
9,

11
,1

2,
13

 
P.

A.
O

. 
Q

ua
rte

rly
 

(i)
 

C
om

pl
et

io
n 

of
 s

ta
tis

tic
al

 e
xe

rc
is

es
 fo

r S
co

tti
sh

  G
ov

er
nm

en
t a

nd
 th

ei
r p

ar
tn

er
s 

 
1-

6,
7,

8,
9,

11
,1

2,
13

 
Al

l s
ta

ff 
As

 re
qu

ire
d 

(j)
* 

M
ee

tin
gs

 o
f R

at
ep

ay
er

s 
Fo

ru
m

 
 

1,
4,

7,
10

,1
1,

12
 

SA
A

 
Ap

pr
ox

. q
ua

rte
rly

 

(k
)*

 
M

ee
tin

gs
 w

ith
  S

co
tti

sh
 B

us
in

es
s 

R
at

ep
ay

er
s 

As
so

ci
at

io
n 

 
1,

4,
7,

10
,1

1,
12

 
SA

A
 

Ap
pr

ox
. q

ua
rte

rly
 

(l)
 

M
ee

tin
gs

 o
f P

or
ta

l U
se

rs
 G

ro
up

s 
(In

cl
ud

in
g 

Po
lic

e 
an

d 
Fi

re
 S

er
vi

ce
s,

 R
eg

is
te

rs
 o

f 
Sc

ot
la

nd
, O

rd
na

nc
e 

S
ur

ve
y,

 S
co

tti
sh

 E
xe

cu
tiv

e,
 L

oc
al

 A
ut

ho
rit

ie
s,

 N
H

S,
 

R
at

ep
ay

er
s 

Ag
en

ts
 e

tc
) 

7,
10

,1
1,

12
 

Po
rta

l P
ro

je
ct

 
M

an
ag

em
en

t 
C

om
m

itt
ee

 

As
 re

qu
ire

d 

(m
) 

 L
ia

is
on

 w
ith

 S
co

tti
sh

 G
ov

er
nm

en
t, 

Sc
ot

la
nd

 O
ffi

ce
, E

le
ct

or
al

 C
om

m
is

si
on

 a
nd

 
Bo

un
da

ry
 C

om
m

is
si

on
 o

ffi
ci

al
s 

on
 e

le
ct

or
al

 a
nd

 re
la

te
d 

m
at

te
rs

 
3,

6,
7,

8,
9,

11
,1

2,
13

 
ER

O
/ D

ep
ut

e/
 P

AO
  

As
 re

qu
ire

d 

N
ot

e 
ite

m
s 

m
ar

ke
d*

 w
ill 

be
 a

tte
nd

ed
 b

y 
As

se
ss

or
 u

p 
to

 M
ay

 2
01

7 
  3.

13
.5

 A
ss

oc
ia

tio
n 

of
 E

le
ct

or
al

 A
dm

in
is

tr
at

or
s 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
AE

A 
AG

M
 a

nd
 C

on
fe

re
nc

e 
 

3,
6,

7,
8,

9,
11

,1
3 

R
ot

a 
An

nu
al

ly
  

(b
) 

Pl
en

ar
y 

M
ee

tin
gs

 o
f S

co
tti

sh
 B

ra
nc

h 
of

 A
EA

 
 

3,
6,

7,
8,

9,
11

,1
3 

D
ep

ut
e 

/ P
AO

 
Q

ua
rte

rly
 

(c
) 

O
th

er
 m

ee
tin

gs
 o

f S
co

tti
sh

 B
ra

nc
h 

of
 A

E
A

 
3,

6,
7,

8,
9,

11
,1

3 
D

ep
ut

e 
/ P

AO
 

As
 re

qu
ire

d 
 

 

 
55

 



3.
13

.6
 T

he
 E

le
ct

or
al

 C
om

m
is

si
on

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

R
ec

ei
pt

 o
f E

le
ct

or
al

 C
om

m
is

si
on

 B
ul

le
tin

s 
 

3,
6,

7,
9,

11
,1

3 
ER

O
, D

ep
ut

e,
 P

AO
,  

R
eg

ul
ar

ly
 

(b
) 

R
ec

ei
pt

 o
f E

le
ct

or
al

 C
om

m
is

si
on

 R
ep

or
ts

, G
ui

da
nc

e 
an

d 
C

on
su

lta
tio

ns
 

 
3,

6,
7,

9,
11

,1
3 

ER
O

, D
ep

ut
e,

 P
AO

 
R

eg
ul

ar
ly

 

(c
) 

At
te

nd
 E

le
ct

or
al

 C
om

m
is

si
on

 m
ee

tin
gs

 , 
se

m
in

ar
s 

an
d 

W
or

ki
ng

 G
ro

up
s 

 
3,

6,
7,

9,
11

,1
3 

ER
O

, D
ep

ut
e,

 P
AO

 
As

 re
qu

ire
d 

(d
) 

R
es

po
nd

 to
 E

le
ct

or
al

 C
om

m
is

si
on

 C
on

su
lta

tio
ns

 ( 
po

ss
ib

ly
 th

ro
ug

h 
S

AA
 E

R
 

C
om

m
itt

ee
) 

3,
6,

7,
9,

11
,1

3 
ER

O
, D

ep
ut

e,
 P

AO
 

Ad
 h

oc
 

 3.
13

.7
 E

xt
er

na
l S

up
pl

ie
rs

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

Li
ai

so
n 

w
ith

 c
an

va
ss

 fo
rm

 p
rin

tin
g 

an
d 

m
ai

lin
g 

ag
en

cy
 

 
3,

7,
9,

10
,1

1,
13

,1
4 

PA
O

,  
As

 re
qu

ire
d 

(b
) 

In
vi

te
 T

en
de

r B
id

s 
fo

r p
rin

tin
g 

of
 c

an
va

ss
 s

ta
tio

ne
ry

, p
rin

tin
g 

an
d 

m
ai

lin
g 

 
3,

10
,1

1,
12

,1
3 

PA
O

 
3 

ye
ar

ly
 

(c
) 

M
ee

tin
gs

/L
ia

is
on

 w
ith

 l 
M

ai
l S

er
vi

ce
s 

 
3,

6,
7,

10
,1

1,
13

 
PA

O
,  

As
 re

qu
ire

d 

(d
) 

M
ee

tin
gs

/L
ia

is
on

 w
ith

 s
up

pl
ie

rs
 o

f f
ix

tu
re

s 
an

d 
fit

tin
gs

, i
nc

lu
di

ng
 p

ho
to

co
pi

er
, w

at
er

 
su

pp
lie

s 
et

c 
7,

11
,1

3 
PA

O
 

As
 re

qu
ire

d 

(e
) 

Li
ai

se
 w

ith
 S

tra
nd

 C
us

to
m

er
 A

cc
ou

nt
 M

an
ag

er
 

3,
6,

7,
8,

9,
10

,1
1,

13
 

D
ep

ut
e 

/ I
T 

Te
am

 
O

ng
oi

ng
/A

s 
R

eq
ui

re
d 

(f)
 

Li
ai

so
n 

w
ith

 te
le

ph
on

e 
an

d 
in

te
rn

et
 c

an
va

ss
 s

er
vi

ce
 p

ro
vi

de
rs

 (E
R

S)
 to

 im
pl

em
en

t 
an

d 
m

an
ag

e 
pr

oc
es

s 
3,

7,
9,

10
,1

1,
12

,1
3,

14
 

PA
O

 
An

nu
al

ly
,  

Au
gu

st
 - 

N
ov

em
be

r 
  3.

14
 R

EC
O

R
D

S 
M

A
N

A
G

EM
EN

T 
 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
In

ve
st

ig
at

io
n 

in
to

 re
qu

ire
m

en
ts

 o
f t

he
 P

ub
lic

 R
ec

or
ds

 (S
co

tla
nd

) A
ct

 a
nd

 
de

ve
lo

pm
en

t o
f R

ec
or

ds
 M

an
ag

em
en

t P
la

n 
(in

 p
ar

tn
er

sh
ip

 w
ith

 S
AA

) 
1-

6,
7,

8,
9,

11
,1

2,
13

,1
4 

D
ep

ut
e 

 
Ap

ril
 2

01
4 

– 
O

ct
 

20
15

 
(b

)  
Fi

na
lis

e 
R

ec
or

ds
 M

an
ag

em
en

t P
la

n 
an

d 
su

bm
it 

to
 b

oa
rd

 fo
r a

pp
ro

va
l 

1-
6,

7,
8,

9,
11

,1
2,

13
,1

4 
D

ep
ut

e 
 

O
ct

ob
er

  2
01

5 
(c

 ) 
Su

bm
it 

R
ec

or
ds

 M
an

ag
em

en
t P

la
n 

to
 N

at
io

na
l R

eg
is

te
rs

 o
f S

co
tla

nd
 

1-
6,

7,
8,

9,
11

,1
2,

13
,1

4 
D

ep
ut

e 
 

O
ct

ob
er

 2
01

5 

(d
)  

Im
pl

em
en

t P
la

n 
lo

ca
lly

, i
nc

lu
di

ng
 d

at
a 

st
or

ag
e 

pr
ot

oc
ol

s,
 re

te
nt

io
n 

po
lic

ie
s,

 
de

st
ru

ct
io

n 
po

lic
ie

s 
et

c 
1-

6,
7,

8,
9,

11
,1

2,
13

,1
4 

D
ep

ut
e 

 
Ja

nu
ar

y 
20

16
 

/O
ng

oi
ng

 

(e
) 

St
af

f T
ra

in
in

g 
fo

r a
bo

ve
 

1-
6,

7,
8,

9,
11

,1
3,

14
 

D
ep

ut
e 

 
Ja

nu
ar

y 
20

16
 

   
56

 



3.
15

 M
IS

C
EL

LA
N

EO
U

S 
 3.

15
.1

 C
on

su
lta

tio
ns

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

El
ec

to
ra

l C
om

m
is

si
on

 c
on

su
lta

tio
ns

 
7,

12
,1

3 
As

se
ss

or
 in

 
co

ns
ul

ta
tio

n 
w

ith
 

SA
A 

& 
co

ns
tit

ue
nt

 
C

ou
nc

ils
 

 

As
 th

ey
 a

ris
e 

(b
) 

R
ev

ie
w

 o
f L

oc
al

 G
ov

er
nm

en
t F

in
an

ce
 

7,
12

,1
3 

As
se

ss
or

 in
 

co
ns

ul
ta

tio
n 

w
ith

 
SA

A 
& 

co
ns

tit
ue

nt
 

C
ou

nc
ils

 
 

As
 th

ey
 a

ris
e 

(c
) 

Sc
ot

tis
h 

G
ov

er
nm

en
t 

7,
12

,1
3 

As
se

ss
or

 in
 

co
ns

ul
ta

tio
n 

w
ith

 
SA

A 
& 

co
ns

tit
ue

nt
 

C
ou

nc
ils

 
 

As
 th

ey
 a

ris
e 

(d
) 

C
ab

in
et

 o
ffi

ce
 &

 S
co

tla
nd

 O
ffi

ce
 

7,
12

,1
3 

As
se

ss
or

 in
 

co
ns

ul
ta

tio
n 

w
ith

 
SA

A 
& 

co
ns

tit
ue

nt
 

C
ou

nc
ils

 
 

As
 th

ey
 a

ris
e 

 3.
15

.2
 L

oc
al

 A
ut

ho
rit

y 
an

d 
El

ec
to

ra
l B

ou
nd

ar
y 

C
ha

ng
es

 
 Ite

m
 

D
es

cr
ip

tio
n 

O
bj

ec
tiv

e(
s)

 
O

w
ne

rs
hi

p 
D

at
e/

R
ec

ur
re

nc
e 

(a
) 

In
pu

t t
o 

an
d 

re
sp

on
d 

to
 fu

tu
re

 c
ha

ng
es

, d
ra

fts
 e

tc
 

7,
12

,1
3 

As
se

ss
or

 &
  E

R
O

 
As

 re
qu

ire
d 

 3.
15

.3
 C

or
po

ra
te

 A
dd

re
ss

  G
az

et
te

er
s 

 Ite
m

 
D

es
cr

ip
tio

n 
O

bj
ec

tiv
e(

s)
 

O
w

ne
rs

hi
p 

D
at

e/
R

ec
ur

re
nc

e 
(a

) 
At

te
nd

 a
nd

 p
ar

tic
ip

at
e 

in
 C

or
po

ra
te

 A
dd

re
ss

 G
az

et
te

er
 T

ea
m

 M
ee

tin
gs

 
 

7,
8,

9,
11

,1
3 

As
se

ss
or

 
As

 ti
m

et
ab

le
d 

(b
) 

C
on

tin
ue

 to
 m

ai
nt

ai
n 

da
ta

, c
le

an
se

 a
nd

 m
at

ch
 d

at
a,

 to
 re

ce
iv

e 
an

d 
ut

ilis
e 

ou
tp

ut
s 

fro
m

 C
or

po
ra

te
 A

dd
re

ss
 G

az
et

te
er

s 
7,

8,
9,

11
,1

3 
As

se
ss

or
 

Se
e 

Pr
oj

ec
t P

la
ns

 o
f 

co
ns

tit
ue

nt
 C

ou
nc

ils
 

(c
) 

Am
en

d 
S

ys
te

m
 to

 p
ro

vi
de

 B
S

76
66

 c
om

pl
ia

nt
 o

ut
pu

ts
 to

 b
ill

in
g 

sy
st

em
s 

of
 

co
ns

tit
ue

nt
 C

ou
nc

ils
 

7,
8,

9,
11

,1
3 

As
se

ss
or

 
Se

e 
Pr

oj
ec

t P
la

ns
 o

f 
co

ns
tit

ue
nt

 C
ou

nc
ils

 
(d

) 
C

on
tin

ua
lly

 re
vi

ew
  B

us
in

es
s 

Pr
oc

es
se

s 
to

 fa
ci

lit
at

e 
us

e 
of

 C
AG

 d
at

a 
an

d 
co

nt
rib

ut
e 

to
 th

e 
m

ai
nt

en
an

ce
 p

ro
ce

du
re

s 
of

 C
AG

s 
8,

9,
11

,1
3 

M
an

ag
em

en
t T

ea
m

 
To

 a
lig

n 
w

ith
 C

AG
 

im
pl

em
en

ta
tio

n 
 

  
57

 





  
R

EN
FR

EW
SH

IR
E 

VA
LU

A
TI

O
N

 J
O

IN
T 

B
O

A
R

D
 

 
A

SS
ES

SO
R

 A
N

D
 E

LE
C

TO
R

A
L 

R
EG

IS
TR

A
TI

O
N

 O
FF

IC
ER

 
   
SE

R
VI

C
E 

PL
A

N
 A

PR
IL

 2
01

5 
- A

PR
IL

 2
01

8 
  

PA
R

T 
FO

U
R

  
PE

R
FO

R
M

A
N

C
E 

M
A

N
A

G
EM

EN
T 

  
Th

e 
fo

llo
w

in
g 

se
ct

io
n 

se
ts

 o
ut

 th
e 

st
at

ut
or

y 
fra

m
ew

or
k 

go
ve

rn
in

g 
th

e 
co

re
 d

ut
ie

s,
 s

er
vi

ce
s 

an
d 

ar
ea

s 
of

 a
ct

iv
ity

 o
f t

he
 V

al
ua

tio
n 

Jo
in

t B
oa

rd
, a

lo
ng

 w
ith

 th
e 

ap
pr

oa
ch

 
to

 p
er

fo
rm

an
ce

 p
la

nn
in

g,
 e

st
ab

lis
hm

en
t o

f s
ta

nd
ar

d,
 ta

rg
et

 s
et

tin
g,

 p
er

fo
rm

an
ce

 m
on

ito
rin

g 
an

d 
pe

rfo
rm

an
ce

 re
po

rti
ng

 re
la

te
d 

to
 th

es
e 

ta
sk

s.
 

 
 

 
58

 





 
 1.

1 
TH

E 
VA

LU
AT

IO
N

 R
O

LL
 

 
C

O
R

E 
O

B
JE

C
TI

VE
 

R
EF

ER
EN

C
E 

C
O

R
E 

O
B

JE
C

TI
VE

  
D

ES
C

R
IP

TI
O

N
 

PL
A

N
N

IN
G

  
(In

cl
ud

in
g 

st
at

ut
or

y 
tim

et
ab

le
s 

et
c)

 

ST
A

N
D

A
R

D
S 

A
N

D
 

TA
R

G
ET

S 
M

O
N

IT
O

R
IN

G
 

(N
os

. i
n 

br
ac

ke
ts

 
re

fe
r t

o 
R

ep
or

tin
g 

Fr
am

ew
or

k)
 

R
EP

O
R

TI
N

G
 

1.
1.

1 
M

ai
nt

en
an

ce
 o

f t
he

 V
al

ua
tio

n 
R

ol
l 

Se
ct

io
n 

2(
2)

, L
oc

al
 G

ov
er

nm
en

t 
(S

co
tla

nd
) A

ct
 1

97
5.

 
C

ha
ng

es
 g

en
er

al
ly

 m
us

t 
be

 e
ffe

ct
ed

 in
 s

am
e 

fin
an

ci
al

 y
ea

r. 

D
iv

is
io

na
l A

ss
es

so
rs

 
ch

ec
k 

an
d 

au
th

or
is

e.
 

Se
e 

K
PI

s 
be

lo
w

. 

M
on

th
ly

 s
ta

ts
 

pr
ov

id
ed

 to
 s

ta
ff.

 
  KP

Is
 re

po
rte

d 
to

 
Sc

ot
tis

h 
Ex

ec
ut

iv
e 

an
d 

in
cl

ud
ed

 in
 

Bo
ar

d,
 A

nn
ua

l a
nd

 
Pu

bl
ic

 P
er

fo
rm

an
ce

 
R

ep
or

ts
 

Va
lu

at
io

n 
ro

ll 
up

da
te

 s
ch

ed
ul

e 
ag

re
ed

 a
t s

ta
rt 

of
 e

ac
h 

ye
ar

. 
W

ee
kl

y 
U

pd
at

es
 

Pr
in

ci
pa

l A
dm

in
 

O
ffi

ce
r r

es
po

ns
ib

ili
ty

 
KP

I t
ar

ge
ts

 a
gr

ee
d 

by
 M

T 
at

 s
ta

rt 
of

 e
ac

h 
ye

ar
. 

R
at

io
 o

f c
ha

ng
es

 m
ad

e 
w

ith
in

 3
, 6

 a
nd

 9
 m

on
th

s 
ea

ch
 y

ea
r. 

M
on

th
ly

 re
po

rts
 o

f 
pr

og
re

ss
 re

 s
ur

ve
ys

 
an

d 
ch

an
ge

s 
to

 V
al

 
R

ol
l p

ro
vi

de
d 

to
 

M
an

ag
em

en
t T

ea
m

.  
1.

1.
2  

  

Pr
ep

ar
at

io
ns

 fo
r R

ev
al

ua
tio

n 
   

Se
ct

io
n 

1 
Lo

ca
l G

ov
er

nm
en

t 
(S

co
tla

nd
) A

ct
 1

97
5.

 
St

at
ut

or
y 

re
q’

t t
o 

pr
ov

id
e 

va
lu

es
 to

 lo
ca

l a
ut

ho
rit

ie
s 

on
 1

5th
 M

ar
ch

 2
01

7 

W
ee

kl
y 

pr
og

re
ss

 
re

po
rts

 to
 M

T 
on

ce
 

R
ev

al
 p

ro
je

ct
 h

as
 

co
m

m
en

ce
d 

U
pd

at
es

 o
n 

pr
og

re
ss

 
pr

ov
id

ed
 to

 S
AA

 a
nd

 
Sc

ot
tis

h 
G

ov
er

nm
en

t 
as

 re
qu

ire
d.

 
 In

cr
ea

se
 o

r 
ad

ju
st

m
en

t f
ac

to
rs

 
us

e 
as

 c
he

ck
s 

on
 

va
lu

es
. 

Sc
ot

tis
h 

G
ov

er
nm

en
t r

eq
ui

re
m

en
t 

fo
r ‘

fin
al

 e
st

im
at

es
’ 

C
om

m
itm

en
t t

o 
pr

ov
id

e 
va

lu
es

 to
 S

co
tti

sh
 

G
ov

er
nm

en
t a

t a
 ti

m
e 

to
 

be
 a

gr
ee

d 
SA

A 
sc

he
du

le
s 

fo
r P

N
 p

ro
du

ct
io

n 
Pr

ov
id

e 
co

nt
ex

t f
or

 th
e 

pl
an

ni
ng

 a
nd

 a
pp

lic
at

io
n 

of
 re

so
ur

ce
s 

fo
r v

al
ua

tio
n 

Va
lu

at
io

n 
N

ot
ic

es
 to

 b
e 

is
su

ed
 c

irc
a 

M
ar

ch
 2

01
7 

 

1.
1.

3 
R

un
ni

ng
 R

ol
l A

pp
ea

ls
 

As
 1

.1
.2

 a
bo

ve
 

Ap
pe

al
s 

to
 b

e 
di

sp
os

ed
 o

f 
by

 3
1st

 D
ec

em
be

r i
n 

th
e 

ye
ar

 fo
llo

w
in

g 
su

bm
is

si
on

, 
or

 1
2 

m
on

th
s 

af
te

r 
su

bm
is

si
on

 u
nl

es
s 

re
la

tin
g 

to
 2

01
0 

 

As
1.

1.
2 

ab
ov

e 
As

 1
.1

.2
 a

bo
ve

 

1.
1.

4 
D

is
po

sa
l o

f T
el

ec
om

s 
 A

pp
ea

ls
 

As
 1

.1
.2

 a
nd

 1
.1

.3
 a

bo
ve

 
 

 
 

  
59

 



 1.
2 

TH
E 

(C
O

U
N

C
IL

 T
A

X)
 V

A
LU

AT
IO

N
 L

IS
T 

 
C

O
R

E 
O

B
JE

C
TI

VE
 

R
EF

ER
EN

C
E 

C
O

R
E 

O
B

JE
C

TI
VE

 
 D

ES
C

R
IP

TI
O

N
 

PL
A

N
N

IN
G

  
(In

cl
ud

in
g 

st
at

ut
or

y 
tim

et
ab

le
s 

et
c)

 

ST
A

N
D

A
R

D
S 

A
N

D
 

TA
R

G
ET

S 
M

O
N

IT
O

R
IN

G
 

(N
os

. i
n 

br
ac

ke
ts

 
re

fe
r t

o 
R

ep
or

tin
g 

Fr
am

ew
or

k)
 

R
EP

O
R

TI
N

G
 

1.
2.

1 
M

ai
nt

en
an

ce
 o

f t
he

 V
al

ua
tio

n 
Li

st
 

Se
ct

io
n 

84
 o

f L
oc

al
 G

ov
er

nm
en

t 
Fi

na
nc

e 
Ac

t. 
N

o 
se

t t
im

et
ab

le
/ 

re
qu

ire
m

en
t 

 
M

on
th

ly
 s

ta
ts

 
pr

ov
id

ed
 to

 s
ta

ff.
 

  KP
Is

 re
po

rte
d 

to
 

Sc
ot

tis
h 

Ex
ec

ut
iv

e 
an

d 
in

cl
ud

ed
 in

 
Bo

ar
d,

 A
nn

ua
l a

nd
 

Pu
bl

ic
 P

er
fo

rm
an

ce
 

R
ep

or
ts

 

Va
lu

at
io

n 
Li

st
 u

pd
at

e 
sc

he
du

le
 

ag
re

ed
 a

t s
ta

rt 
of

 e
ac

h 
ye

ar
. 

W
ee

kl
y 

U
pd

at
es

 
P.

A.
O

. r
es

po
ns

ib
ili

ty
 

KP
I t

ar
ge

ts
 a

gr
ee

d 
by

 M
T 

at
 s

ta
rt 

of
 e

ac
h 

ye
ar

. 
R

at
io

 o
f a

dd
iti

on
s 

m
ad

e 
w

ith
in

 3
, 6

 a
nd

 9
 m

on
th

s 
ea

ch
 y

ea
r. 

M
on

th
ly

 re
po

rts
 o

f 
pr

og
re

ss
 re

 s
ur

ve
ys

 
an

d 
ad

di
tio

ns
 to

 V
al

 
Li

st
 p

ro
vi

de
d 

to
 

M
an

ag
em

en
t T

ea
m

.  

1.
2.

3 
D

is
po

sa
l o

f C
ou

nc
il 

Ta
x 

Pr
op

os
al

s/
A

pp
ea

ls
 

Th
e 

C
ou

nc
il 

Ta
x 

(A
lte

ra
tio

ns
 o

f 
Li

st
s 

an
d 

A
pp

ea
ls

) (
Sc

ot
la

nd
) 

R
eg

ul
at

io
ns

 1
99

3 

N
o 

se
t t

im
et

ab
le

/ 
re

qu
ire

m
en

t f
or

 d
is

po
sa

l. 
Es

ta
bl

is
h 

va
rio

us
 d

at
es

 
fo

r d
ea

lin
g 

w
ith

 c
ite

d 
ap

pe
al

s 

M
on

th
ly

 re
po

rts
 o

n 
ap

pe
al

s 
pr

og
re

ss
 

pr
ov

id
ed

 to
 

M
an

ag
em

en
t T

ea
m

 

Pr
og

re
ss

 in
 re

la
tio

n 
to

 a
pp

ea
l s

et
tle

m
en

ts
 

re
po

rte
d 

in
 A

nn
ua

l 
an

d 
Pu

bl
ic

 
Pe

rfo
rm

an
ce

 R
ep

or
ts

 
Sc

he
du

le
s 

of
 V

al
ua

tio
n 

A
pp

ea
l 

C
om

m
itt

ee
 H

ea
rin

gs
 a

gr
ee

d 
in

 
ad

va
nc

e 
w

ith
 V

AC
 S

ec
re

ta
ry

 

As
 re

qu
ire

d 
by

 w
or

kl
oa

ds
 

an
d 

by
 a

gr
ee

m
en

t w
ith

 
VA

C
 S

ec
re

ta
ry

 
                    

60
 



 1.
3 

R
EG

IS
TE

R
 O

F 
EL

EC
TO

R
S 

 
C

O
R

E 
O

B
JE

C
TI

VE
 

R
EF

ER
EN

C
E 

C
O

R
E 

O
B

JE
C

TI
VE

 
D

ES
C

R
IP

TI
O

N
 

PL
A

N
N

IN
G

  
(In

cl
ud

in
g 

st
at

ut
or

y 
tim

et
ab

le
s 

et
c)

 

ST
A

N
D

A
R

D
S 

A
N

D
 

TA
R

G
ET

S 
M

O
N

IT
O

R
IN

G
 

(N
os

. i
n 

br
ac

ke
ts

 
re

fe
r t

o 
R

ep
or

tin
g 

Fr
am

ew
or

k)
 

R
EP

O
R

TI
N

G
 

1.
3.

1 
C

om
pi

la
tio

n 
of

 R
eg

is
te

r o
f 

El
ec

to
rs

 
R

ep
re

se
nt

at
io

n 
of

 th
e 

Pe
op

le
 A

ct
 

20
00

 
R

eg
is

te
rs

 to
 b

e 
pu

bl
is

he
d 

an
nu

al
ly

, p
rio

r t
o 

1st
 

D
ec

em
be

r. 

C
an

va
ss

 P
ro

gr
es

s 
St

at
s 

(E
R

2)
 a

nd
 

H
ER

A 
re

tu
rn

s 
pr

ov
id

ed
 to

 S
en

io
r 

M
an

ag
er

s 
w

ee
kl

y 
du

rin
g 

ca
nv

as
s 

pe
rio

d 

H
EF

 re
tu

rn
 ra

te
 

re
po

rte
d 

to
 S

co
tti

sh
 

As
se

ss
or

s 
As

so
ci

at
io

n 
an

d 
in

cl
ud

ed
 in

 B
oa

rd
, 

An
nu

al
 a

nd
 P

ub
lic

 
Pe

rfo
rm

an
ce

 
R

ep
or

ts
.  

El
ec

to
ra

l 
C

om
m

is
si

on
 

Pe
rfo

rm
an

ce
 

St
an

da
rd

s 
st

at
is

tic
s 

su
bm

is
si

on
 

Se
ct

io
n 

10
 o

f R
ep

re
se

nt
at

io
n 

of
 

th
e 

Pe
op

le
 A

ct
 1

98
3 

C
ar

ry
 o

ut
 a

n 
an

nu
al

 
ca

nv
as

s 
(to

 a
llo

w
 

pu
bl

ic
at

io
n 

of
 a

bo
ve

). 
A

im
 

fo
r m

ax
im

um
 re

tu
rn

 
po

ss
ib

le
 o

f H
EF

 a
nd

 IT
R

 
fo

rm
s 

Sc
he

du
le

 o
f c

an
va

ss
 fo

rm
 is

su
e 

an
d 

re
m

in
de

r d
at

es
 a

gr
ee

d 
in

 
ad

va
nc

e.
 

S
ys

te
m

 o
f c

an
va

ss
 re

tu
rn

 b
y 

te
le

ph
on

e,
 in

te
rn

et
 o

r S
M

S
 

es
ta

bl
is

he
d 

an
nu

al
ly

 

S
ys

te
m

 p
ro

vi
de

rs
 

su
pp

ly
 ra

te
s 

of
 re

tu
rn

 
w

ee
kl

y.
 T

he
se

 
re

tu
rn

s 
ar

e 
sh

ow
n 

se
pa

ra
te

ly
 in

 E
R

2 

Th
es

e 
re

tu
rn

s 
ar

e 
sh

ow
n 

se
pa

ra
te

ly
 in

 
st

at
s 

sh
ar

ed
 w

ith
 

SA
A.

 

1.
3.

2 
M

ai
nt

en
an

ce
 o

f R
eg

is
te

r o
f 

El
ec

to
rs

 
Th

e 
R

ep
re

se
nt

at
io

n 
of

 th
e 

Pe
op

le
 

R
eg

ul
at

io
ns

 2
00

1 
M

on
th

ly
 u

pd
at

es
 to

 b
e 

m
ad

e 
to

 re
gi

st
er

s 
fro

m
 

N
or

m
al

ly
 J

an
ua

ry
 to

 
Se

pt
em

be
r e

ac
h 

ye
ar

 b
ut

 
se

e 
ch

an
ge

s 
fo

r I
ER

 
Im

pl
em

en
ta

tio
n.

 
 

U
pd

at
e 

S
ta

tis
tic

s 
(E

R
1,

 E
R

3,
 a

nd
 

ER
4)

 p
re

se
nt

ed
 to

 
M

an
ag

em
en

t T
ea

m
 

m
on

th
ly

, b
et

w
ee

n 
Ja

nu
ar

y 
an

d 
Se

pt
em

be
r. 

M
on

th
ly

 c
ha

ng
es

 
in

cl
ud

ed
 in

 B
oa

rd
 

an
d 

An
nu

al
 R

ep
or

ts
. 

El
ec

to
ra

l 
C

om
m

is
si

on
 

Pe
rfo

rm
an

ce
 

St
an

da
rd

s 
st

at
is

tic
s 

su
bm

is
si

on
 

R
eg

ul
at

io
ns

 s
et

 o
ut

 a
 ti

m
et

ab
le

 to
 

be
 fo

llo
w

ed
 e

ac
h 

ye
ar

. A
m

en
de

d 
fo

r w
or

ki
ng

 d
ay

s 
an

d 
lo

ca
l h

ol
id

ay
 

va
ria

tio
ns

 e
tc

 a
t s

ta
rt 

of
 e

ac
h 

ye
ar

. 

 

 
61

 


	Service Plan April 2015- April 2018
	Final Service Plan 15-18
	WHO WE ARE
	WHAT WE DO
	OUR AIMS
	COMMITMENTS
	PART ONE
	SERVICE FUNCTION

	1.0  INTRODUCTION
	Renfrewshire Valuation Joint Board was established as part of the 1996 reorganisation of local government in terms of The Valuation Joint Boards (Scotland) Order 1995 and is vested with the functions of the valuation authorities of Renfrewshire, East ...
	PART TWO
	CORE OBJECTIVES

	Number
	Business Objective
	Valuing staff and providing them with opportunities to develop and contribute



	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page

