Support staff training Day – Constituency offices

Members Business Support Team
Part 1

Office location

Who are we?
Our Core services

Members and AMSS Pay and Allowances

· Reviewing, processing and authorising claims working within the rules set by the remuneration board’s determination on Members Pay and Allowances;

· Publishing claims on the Allowance Publication System

Practical advice for Members

· Hotel & Travel bookings;

· Preparation and guidance on the use of Assembly resources for Members /AMSS

Employment Advice

· A full HR service for Members on a range of matters including:
· Recruitment advice 

· Staffing issues

Guidance

· Determination

· Pocket Guide

· Guide to recruitment
· AMSS handbook

Staffing expenditure

Support staff should note that changes to the Staffing Expenditure now mean that: 
· Members’ may no longer make staff bonus payments
· Note that money previous spent on staff bonus payments have been re-invested into the staff salary bands
· All pay points were therefore increased by £550 on May 06
· Salary bands are frozen until 2013 (or until the Remuneration Board revisits)
· All new appointments are subject to the Standard Contract of Employment
· All staff must be appointed on a band and a point, no additional payments permitted
· All staff receive 27 days annual leave
· All staff are subject to the newly introduced AMSS Code of Conduct
Copies of all AMSS documents are available on the Members’ Business Support intranet pages
Changes

Support staff should note that changes to the Staffing Expenditure now mean that: 
· Members’ may no longer make staff bonus payments
· Note that money previous spent on staff bonus payments have been re-invested into the staff salary bands
· All pay points were therefore increased by £550 on May 06
· Salary bands are frozen until 2013 (or until the Remuneration Board revisits)
· All new appointments are subject to the Standard Contract of Employment
· All staff must be appointed on a band and a point, no additional payments permitted
· All staff receive 27 days annual leave
· All staff are subject to the newly introduced AMSS Code of Conduct
Part 2

Office Management

Introduction
Thjis session will give you an overview of how to manage a constituency office and the Office costs allowance.

Things that will be covered include

1. Amount you should be paying in rental payments

2. Why the location of the office is important

3. Insurance that the Assembly has in place for you

4. Your responsibilities with regards to accessibility, health and safety and security
5. How to furnish your office

6. Ordering stationery

7. ICT Allowance

8. Signage and Publications

Rental Payments

The average rental payment is around 40 – 50 % of the office costs allowance.

The Members 
Office cost allowance
The office costs budget for the financial year 2011-2012 is £16,242
£4,060 for Members who use their Ty Hywel office as their Constituency / Regional office

This is reduced to £14,680 for Members elected in May 2011

Constituency office rent will likely be the largest expenditure against your office cost budget and when seeking premises affordability should be of priority.

There is no limit set on Members for rent but they should give thought to all the expenses that are likely to arise throughout the year to ensure they are within the budget.

Before entering into a lease agreement Members may want to check with the landlord how much the business rates are and if there are any other large regular payments for example car parking permits and building maintenance.

An average monthly rental payment would be around £500, the MBS team can appoint an independent valuer to establish if the rent is fair and reasonable.
The Valuation will be around £300 and can be funded from your office costs allowance.

If a Member decides to rent from a party political organisation or trade union the a valuation is mandatory.
Location

When seeking an office Members will need to take into account the following factors:

Accessibility to constituents- Ground floor office would be ideal 

Is it close to public transport? – 
Budget - £14680.27 for the financial year 2011-2012

This budget covers the cost of running an office and engaging with constituents

Rental payments

Average monthly rental payment - £500

· This will depend on location and accessibility.

If a Member is unsure on whether their rent is reasonable the Members Business Support team can appoint an independent valuer.

If a Member decides to rent from a party political organisation or trade union then it becomes mandatory to appoint an independent valuer.
Office accommodation can not be leased from an Assembly Members partner, family members, business associates or any organisation in which the Member has a financial interest.
What does it cover?
Office accommodation
Typical rental payments, how to ensure you are within your budget. 
Think about the size of your office size accessibility to constituents.

Office furniture - Remploy 

ICT equipment

Signage – will landlords allow signage?
Renting from a political organisation

Insurance
Public liability insurance provided by the Assembly commission
Does the landlord have other insurances in place, contents and buildings?

Health and Safety
Making a claim

How to complete a claim form

Part 3

Folding space session

Walk through using the system, how to check the published expense.

Hand-out given to staff.

Part 4
Recruiting staff
A run through the recruitment process, how to place an advert etc.
