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The proposed restructure will provide one democracy function that is more coordinated, flexible and efficient   using 
technology to improve processes to deliver more effectively whilst providing members with improved clarity regarding 
roles and responsibilities.  

 
4. REASONS: 
 

To provide an improved democracy function with  reduced  budget resources. 
 

5. RESOURCE IMPLICATIONS: 
  

The proposed restructure will deliver financial savings of £ 83,000.  The restructure will be implemented following the 
councils protection of employment policy.  
 
The Savings are generated as outlined below:- 
          £  
Reduction in Chauffeur hours   5,944 
DSO       28,254 
P/T DSO      14,127 
Admin Ass P/T     15,012 
Elections Manager     45,362 
Elections Ass P/T     11,049 

 Total Savings from deleted posts   119,748 
 
 Additions 
 Senior DSO      -36,565 
 Net Savings      83,183 
   



6. SUSTAINABLE DEVELOPMENT AND EQUALITY IMPLICATIONS: 
There are no significant equality  or sustainability issues associated with this proposal. The councils protection of 
employment procedures will be followed. 

 
  
7. CONSULTEES: 
 Union 
 HR 
 SLT 
 Employees affected by the Proposals 
 Finance 
 
 No adverse comments have been received through the consultation process. 
 
8. BACKGROUND PAPERS: 
 None 
 
9. AUTHOR: 
 Tracey Harry, Head of Democracy and Regulatory Services 
 
10. CONTACT DETAILS: 
 Tel: 07796610435 
 E-mail: Traceyharry@monmouthshire.gov.uk 
 
 
  



The Current Structure 
 
The current structure for providing scrutiny, the democratic services administrative function, electoral administration and 
support to the council leader and chairman operate as separate services offering little flexibility in terms of support across the 
different service areas and in addition providing little scope for career progression.  All the services are however linked in 
terms of supporting the democratic functioning of the council and electoral area and are outlined  below in diagram 1.   
 
Democratic services operates in a very traditional way and opportunities have been identified where by efficiencies in 
operational practise can be achieved through the greater use of technology. In addition there have been recent changes to the 
area committee cycle and a number of posts within the function have become vacant.  
 
The electoral service operates with limited capacity and whilst this is generally sufficient in terms of day to day operations, 
extra capacity is required to cover the run up and running of elections and the service would benefit from additional support for 
dealing with day to day queries. In addition whilst the elections team currently undertakes some activity around promoting 
democracy within our schools this is an area that requires additional input in terms of raising awareness generally across the 
county. 
 
Support to the Leader and chairman is provided by the chairman’s secretary with some additional part time capacity however  
the remaining executive members are unsure who to call on for any specific support needs, so this needs to be addressed 
going forward so that relevant support is accessible when required.  
 
Scrutiny support is provided by the scrutiny manager and the democratic services officers who arrange and minute the 
individual meetings This is working satisfactorily however could benefit from strengthening the relationship between the 
scrutiny manager and the democracy support officers to ensure agendas are appropriate and have been agreed by the 
scrutiny manager with the respective chair. In addition where necessary democratic services officers have the appropriate 
skills to assist  the scrutiny manager in undertaking research needed to support the work of scrutiny thus enabling them to 
develop their own knowledge and capability to support members. 
   



Diagram 1 
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Given the above, plus the requirement to deliver financial savings  the structures and associated budgets have been reviewed 
and a new proposed structure identified. The proposed restructure will provide one democracy function which incorporates all 
of the services into one section designed to provide greater flexibility and effectiveness whilst delivering the required level of 
savings through staff reductions and reductions in associated service budgets.   
 

New Structure: Staff Implications 

The democratic services manager and the elections manager posts have been deleted and a new post of local democracy 
manager has been created. Appendix 1 provides an outline of the job description for this new role. In addition the vacant part 
time admin assistant post as well as the vacant part time democratic services officer post have also been deleted and one 
democratic services officer post deleted and a senior democratic services officer created who will be directly line managed by 
the local democracy manager.  

The Senior Democratic Services officer will line manage the two and a half full time DSO posts and will have specific 
responsibility for administering full council, cabinet, coordinating board, standards committee and Political Leadership Group. 
Appendix 2 provides an outline of the job description for this new role.  

The Leader and chairman’s admin support will line manage the one and half full time member support posts. The full time 
member support post will  be responsible for providing support to the non -executive members and the  part time post, 
executive members, acknowledging the requirement for flexibility to ensure all members are supported at all times.  All 
members of the team will be expected to provide support to the electoral function as and when necessary and all members of 
the team will be able to provide advice and assistance on democratic issues. 

The leader and chairman’s admin support will be line managed by the Local Democracy manager as will the local democracy 
assistant. The scrutiny manager will continue to be line managed by the Statutory Head of Democracy who will also line 
manage the Local Democracy Manager. The Scrutiny manager and Senior democracy officer will be expected to work 
together to ensure that the scrutiny function is adequately resourced to ensure it operates effectively. The new structure is 
outlined in diagram 2 below: 
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Appendix 1 
MONMOUTHSHIRE COUNTY COUNCIL  

 
LOCAL DEMOCRACY AND REGULATORY SERVICES 

 
JOB DESCRIPTION 

 
POST TITLE:   LOCAL DEMOCRACY MANAGER 
LOCATION:   COUNTY HALL 
POST NUMBER:   
GRADE:    41- 45 
SALARY     
HOURS :   37 Hour per week 
RESPONSIBLE TO   Head of Democracy and Regulatory Sevices 
RESPONSIBLE FOR  Local Democracy Team 
 
JOB PURPOSE: 
 

 To manage the local democracy team in order to ensure that the democratic process, including elections, electoral registration and 
administration of the democratic function  operates efficiently and effectively and that opportunities for participation in the 
democratic process at local, regional, national and European level are maximised. 

 
KEY RESPONSIBILITIES: 
 
1. To manage all elections and referenda which fall wholly or partly within the Monmouthshire County Council area. 
 
2. To organise the annual canvass for the accurate compilation of the register of electors. 
 
3. To maintain the electoral register for Monmouthshire County Council, including the management of processes for dealing with 

absent voters, overseas electors, Crown servants etc. 
 
4. To keep under review the boundaries of the communities within the Council’s area and to give advice on the response to 

proposals for their constitution, abolition or alteration. 



 
5. To manage the administration of the council’s committee system including the preparation of agenda’s, and minutes and the 

administrative support to all members.  
 
6. To be the cost centre manager for the local democracy service. 
 
7. To be responsible for the supervision, training, development, performance management and health and safety for staff supervised 

directly in the section and to assist with presiding officer and poll clerk training. 
 
8. To have an up-to-date knowledge of legislation pertinent to the role to ensure that the role is performed effectively and to ensure 

that members of the public, political parties etc are supplied with correct information. 
 
9. To act as system administrator for the electoral registration and elections computer system (Pickwick), liaising with the IT 

department and external supplier to ensure an effective operation. To undertake system upgrades and the testing of new 
programmes and to implement changes arising from boundary reviews and to be responsible for the accuracy of the database. 
 

10. To provide advice and support to all members of the council. 
 

11. To monitor and review the political management arrangements of the council, including, including the calculation of political 
balance, as necessary ensuring the legality and probity of practises and procedures for and at meetings, keeping abreast of and 
advising on new forma of political management. 
 

12. To ensure the regular update of members records, register of interests, council year book, and diary, past agendas and reports, 
lists of background papers and minutes index and all other associated committee administration processes eg. Standing orders, 
financial regulations, scheme of delegation, attendance records, members allowances and responsibilities to outside bodies. 

 
In addition, the post holder is expected  
 
13. To be responsible for policy development working with both internal and external partners to increase voter turnout and registration 

awareness, including outreach work with schools and all traditionally hard to engage sections of the community. 
 
10. To develop a comprehensive and cost effective programme of information/publicity initiatives to raise awareness about electoral 

registration and elections, leading to greater levels of voter registration and public engagement and to project manage publicity 
campaigns as and when required. 

 



11. To be responsible for the preparation of all statistics, benchmarking and other data etc relating to the electoral register and 
electoral results including all information required for inclusion in reports to the Electoral Commission.  To be responsible for 
improving service delivery by introducing changes informed by the analysis of data. 

 
12. To demonstrate commitment to the Council’s aims,values and behaviours. 
 
13. (a) To act in a professional and competent manner at all times 
 (b) To maintain the confidentiality of personal and sensitive information 

(c)      To have a flexible approach to the work required to be undertaken and to assist other staff, providing cover where required 
(d) To work outside normal hours from time to time as the demands of the post and emergencies dictate. 
 

After consultation with the post holder, this job description may be varied by the deletion of any of the tasks specified or by the addition of 
associated work. 

 
 
 

 
  



 
MONMOUTHSHIRE COUNTY COUNCIL 

 
 

Appendix 2 
 

MONMOUTHSHIRE COUNTY COUNCIL  
 

LOCAL DEMOCRACY AND REGULATORY SERVICES 
 

JOB DESCRIPTION 
 
POST TITLE:   SENIOR  DEMOCRACY OFFICER 
LOCATION:   COUNTY HALL 
POST NUMBER:   
GRADE:    29-33 
SALARY:     
HOURS :   37 Hour per week 
RESPONSIBLE TO   Local Democracy Manager 
RESPONSIBLE FOR  Democratic Services Officers 
 
 
JOB PURPOSE: 
 

 To manage the democratic services officers to ensure the efficient and effective administration of the democratic function of the 
council. 

 
KEY RESPONSIBILITIES: 
 
14. To manage and coordinate the administration of the councils democratic system ensuring the effective preparation of agendas and 

minutes in a timely manner using technology to maximise efficiency 
 
15. To provide advice and support to all members on matters of the constitution and other issues pertinent to the activities of 

members. 
 



16. To directly administer and minute council, cabinet, coordinating board, standards committee and political leadership group and any 
of the other committees to ensure an equal spread of committee coverage by the team.  

 
17. To ensure that action and recommendations coming out of committees are addressed by the appropriate officer and updates 

provided to the next appropriate meeting. 
 

18. To be responsible for the supervision, training, development, performance management and health and safety for staff supervised 
directly in the section and to assist with presiding officer and poll clerk training. 

 
19. To have an up-to-date knowledge of legislation pertinent to the role to ensure that the role is performed effectively and to ensure 

that members of the public, political parties etc are supplied with correct information. 
 

20. To ensure that members are provided with relevant training to enable them  to use technology to undertake their roles effectively 
 
21. To provide support as and when necessary to enable the elections process to operate efficiently and effectively. 

 
22. To actively manage and develop the democracy element of the corporate web site to ensure that is accessible and supports and 

promotes the democratic function of the council. 
 

23. To ensure the regular update of members records, register of interests, council year book, and diary, past agendas and reports, 
lists of background papers and minutes index and all other associated committee administration processes eg. Standing orders, 
financial regulations, scheme of delegation, attendance records, members allowances and responsibilities to outside bodies. 

 
In addition, the post-holder is expected  
 
12. To demonstrate commitment to the Council’s aims, values and behaviours. 
 
13. (a) To act in a professional and competent manner at all times 
 (b) To maintain the confidentiality of personal and sensitive information 

(c)      To have a flexible approach to the work required to be undertaken and to assist other staff, providing cover where required 
(d) To work outside normal hours from time to time as the demands of the post and emergencies dictate. 
 

After consultation with the post holder, this job description may be varied by the deletion of any of the tasks specified or by the addition of 
associated work. 

 



          The “Equality Challenge” (Screening document) 
Name of the Officer completing “the Equality challenge”  

Tracey Harry 

Please give a brief description of the aims proposed policy or 
service reconfiguration 

To restructure the elections and democracy function to deliver savings 
and improve efficiency 

Name of the Division or service area 

CEX : elections and democratic services 

 

 

Date “Challenge” form completed 

19 February 2014 

Protected characteristic 
affected 

Negative impact 

Please give details  

Neutral impact 

Please give details 

Positive Impact 

Please give details 

Age  No impact on protected characteristics  

Disability  No impact on protected characteristics  

Marriage + Civil Partnership  No impact on protected characteristics  

Pregnancy and maternity  No impact on protected characteristics  

Race  No impact on protected characteristics  

Religion or Belief  No impact on protected characteristics  

Sex (was Gender)  No impact on protected characteristics  

Sexual Orientation  No impact on protected characteristics  

Transgender  No impact on protected characteristics  



Welsh Language  No impact on protected characteristics  

 

What are the potential negative Impacts.  

 

 Ideas as to how we can look to MITIGATE the negative impacts 
(include any reasonable adjustments or engagement with affected 

parties).  

    

    

    

    

The next steps 
 If you have assessed the proposal/s as having a positive impact please give full details below: 

 
 
 
 
 

 If you have assessed the proposal/s as having a Negative Impact could you please provide us with details of what you propose to do 
to mitigate the negative impact: 
 

 
 
Signed   Tracey Harry                                 Designation Head of Democracy and Regulatory Services            
Dated 19th February 2014  
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                                                 EQUALITY IMPACT ASSESSMENT FORM  
 

Name of policy or change to service (Proposal) Directorate: Department: 

Restructure proposal CEX Elections and democratic serives 

Policy author / service lead  Name of assessor Date of assessment: 

Tracey Harry Tracey Harry 19th February 2014 

 
1. Have you completed the Equality Challenge form?      Yes / No.  If No please explain why 
 

 
 
 

 
2. What is the Aim/s of the Policy or the proposed change to the policy or service (the proposal) 
 
  

  

To improve effectiveness and generate savings 

yes 



3. From your findings from the “Equality Challenge” form did you identify any people or groups of people with protected characteristics that 
this proposal was likely to affect in a negative way?    Please tick appropriate boxes below. 
                                          

Age              Race  

Disability  Religion or Belief  

Gender reassignment  Sex  

Marriage or civil partnership  Sexual Orientation  

Pregnancy and maternity  Welsh Language  

4.   Please give details of any consultation(s) or engagement carried out in the development /re-development of this proposal. 

 

 

 

 

 

5. Please list the data that has been used for this proposal? eg Household survey data, Welsh Govt data, ONS data, MCC service  

 user data, Staff personnel data etc. 

 

 
 

 
 
 
 

staff 

HR, Unions, finance , staff involved ,slt  : no adverse comments received 



No change 

6. As a result did you take any actions to mitigate your proposal?  Please give details below. 

  

 

7.  Final stage – What was decided? 

 No change made to proposal/s – please give details 
 
 
 
 
 
 

 Slight changes made to proposal/s – please give details 
 
 
 
 
 

 
  Major changes made to the proposal/s to mitigate any significant negative impact – please give details 

 

 

 

Signed…Tracey Harry……………… 

Designation…Head of Democracy and regulatory Services……              Dated……19 February 2014 

 

 

 



          The “Sustainability Challenge”  
Name of the Officer completing “the Sustainability 
challenge”  

Tracey Harry 

Please give a brief description of the aims proposed policy or 
service reconfiguration 

As above 

Name of the Division or service area 

As above 

 

Date “Challenge” form completed 

As above 

Aspect of sustainability 
affected 

Negative impact 

Please give details  

Neutral impact 

Please give details 

Positive Impact 

Please give details 

PEOPLE  Restructure no sustainability impact  

Ensure that more people 
have access to healthy food 

   

Improve housing quality and 
provision 

   

Reduce ill health and 
improve healthcare 
provision 

   

Promote independence    

Encourage community 
participation/action and 
voluntary work 

   

Targets socially excluded    



Help reduce crime and fear 
of crime  

   

Improve access to 
education and training 

   

Have a positive impact on 
people and places in other 
countries 

   

PLANET    

Reduce, reuse and recycle 
waste and water 

   

Reduce carbon dioxide 
emissions  

   

Prevent or reduce pollution 
of the air, land and water  

   

Protect or enhance wildlife 
habitats (e.g. trees, 
hedgerows, open spaces) 

   

Protect or enhance visual 
appearance of environment  

   

PROFIT    

Protect local shops and 
services 

   

Link local production with 
local consumption 

   



Improve environmental 
awareness of local 
businesses 

   

Increase employment for 
local people 

   

Preserve and enhance local 
identity and culture 

   

Consider ethical purchasing 
issues, such as Fairtrade, 
sustainable timber (FSC 
logo) etc 

   

Increase and improve 
access to leisure, recreation 
or cultural facilities 

   

 

What are the potential negative Impacts  

 

 Ideas as to how we can look to MITIGATE the negative impacts 
(include any reasonable adjustments)  

    

    

    

    

 



The next steps 
 If you have assessed the proposal/s as having a positive impact please give full details below 

 
 
 
 
 

 If you have assessed the proposal/s as having a Negative Impact could you please provide us with details of what you propose to do 
to mitigate the negative impact: 
 

 
 
 
 
Signed          Tracey Harry                                                          Dated 19th February 2014 
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