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1.
INTRODUCTION

The Registration Service is responsible for creating and maintaining accurate and timely records of all Births, Still-births, Deaths, Marriages, Civil Partnerships and Citizenships occurring in the Vale of Glamorgan Registration District.

The Registration Service is located in the Managing Director and Resources Directorate of the Vale of Glamorgan Council.  The Operational Manager (Democratic Services) is the designated Proper Officer.  The manager of the service itself is the Superintendent Registrar / Registration Manager.
2.
WHAT WE DO
Our broad functions are:
· Registrations of Births, Deaths, Still-births, Marriage, Civil Partnerships, Conversions and Citizenships 
· Issuing of copy certificates for all of the above type registrations held within the district 

· Taking the legal notice of Marriages or Civil Partnerships

· Ensuring all Approved Premises for Marriages and Civil Partnerships hold a valid licence and adhere to their licence conditions

· Recording and maintaining records of all religious marriages, including records of all appointed  Authorised Persons in the district

· Provision of Tell Us Once service 

· To adhere to General Register Office (GRO) New Governance requirements

· Carrying out of Celebratory Services, e.g. Renewal of Vows, Naming Ceremonies.
3.
CONTACT DETAILS AND OPENING HOURS
The boundaries of the Vale of Glamorgan Registration District and the unified sub-district are co-terminous with those of the Vale of Glamorgan County Borough Council.
	LOCAL AUTHORITY
	Vale of Glamorgan Council Offices

Civic Offices

Holton Road

Barry

CF63 4RU

Tel: 01446-700111

E-mail - registrationservice@valeofglamorgan.gov.uk
Website - http://www.valeofglamorgan.gov.uk/en/index.aspx 



	The Register Office
	Vale of Glamorgan Council Offices

Civic Offices

Holton Road

Barry

CF63 4RU

Tel: 01446-700111

E-mail – registrationservice@valeofglamorgan.gov.uk
Website - http://www.valeofglamorgan.gov.uk/en/living/Registration-Service/Registration-Service.aspx 

Opening Hours:

· Mon - Thurs: 8.30am - 1.00pm / 2:00pm - 4:30pm*

Fri: 8:30am - 1:00pm / 2:00pm - 4:00pm*

*Registrations by appointment only



	Outstation
	Register Office

West House

Stanwell Road

Penarth

CF64 2YG

Tel: 01446-700111

E-mail – registrationservice@valeofglamorgan.gov.uk
Website - http://www.valeofglamorgan.gov.uk/en/living/Registration-Service/Registration-Service.aspx
Opening Hours:

· Mon - Thurs: 8.30am - 1.00pm / 2:00pm - 4:30pm*

Fri: 8:30am - 1:00pm / 2:00pm - 4:00pm*

*Registrations by appointment only




The out of hours emergency contact number for the Vale of Glamorgan (01446-747874) is circulated annually to all stakeholders.
4.
STAFF STRUCTURE

The Registration Service consists of:

· an appointed Proper Officer (statutory requirement) – Operational Manager (Democratic Services)
· Superintendent Registrar (statutory), who is also the Registration Manager

· 4.7 full time Registration Officers, of which 2 are appointed as Registrars (statutory)

· A team of relief Registration Officers who are appointed as deputies.
5.
PRIORITIES FOR 2018-22
Our Team Plan identifies how we will contribute towards achieving the Council’s vision – ‘Strong Communities with a bright future’ as set out in its Corporate Plan 2016-20.  Our Plan identifies the way our team contributes to the Council’s Well-being Outcomes and Integrated Planning actions and the actions we will take in the next year.

Our Team Plan outlines our key priorities and how we will manage our resources to deliver these. The Plan provides an overview of our Team, what we aim to achieve, why this is important, how we will achieve it, how we will monitor progress and what success will look like.

Our Team Plan can be found below.
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6.
SERVICE STANDARDS
Proper Officers are required to provide annual assurance to the Registrar General in relation to service delivery, performance, public protection and counter fraud and the requirements set out in the Registration Acts.  

The Registration Service Governance operates in accordance with, and is committed to the Good Practice Guide and committed to the continued improvement of standards.  

Performance is measured and reported on in respect of a range of Key Performance Indicators and Key Performance Targets.

National Targets
· Events Registered Within the Statutory Timeframe:

98% of births registered within 42 days

98% of still-births registered within 42 days 

90% of deaths (without coronial involvement) registered within 5 days 
90% of deaths (with Part As and Medical Certificates Cause of Death) registered within 5 days 

Coroner’s Part B deaths (Post Mortem) – registered within 7 days

Deaths after Inquest – 95% registered within 24 hours of receipt of Coroner’s certificate.
· Customer Appointment Waiting Times:

95% Births (and declarations) – within 5 working days  

95% Still birth (and declarations) – within 2 working days 

95% Deaths (and declarations) – within 2 working days 

95 % Marriage/Civil Partnership Notice – within 10 working days and so as to allow the marriage / Civil Partnership to proceed at a time and venue of the customers’ choice where reasonable and practical.
· Customer Satisfaction Surveys:

95% of customers satisfied.
An Annual Performance Report will be submitted to the Registrar General following the end of each financial year.
7.
CUSTOMER ENGAGEMENT 
The Vale of Glamorgan Registration Service is committed to improving service delivery, continually achieving excellent customer satisfaction levels and ensuring that the service reflects the needs of its customers.  Our Customer Engagement Strategy contains the following:
Aims
· To provide a means by which customers, partners and stakeholders can comment and provide feedback on the standard of service they receive. 

· To ensure, where applicable, that customers and stakeholders are able to contribute to the development of key policies and strategies and to the improvement of service standards.  

Objectives
· To engage with customers and stakeholders in a variety of ways to meet individual needs.

· To consult on issues which may directly affect groups or individuals.

· To consult with customers and stakeholders (where relevant) regarding proposed service developments.

· To use feedback to maintain excellent customer satisfaction levels.
· To use feedback to maintain continuous improvement.
7.
INTERNAL CONTROL ARRANGEMENTS
Systems are in place to ensure compliance with the General Register Office Stock and Security Assessment and Assurance Framework.
A Registration Service Business Continuity Plan is in place.

8.
ACCOUNTING ARRANGEMENTS
Systems are in place to ensure compliance with the General Register Office Stock and Security Assessment and Assurance Framework
9.
STAFF DEVELOPMENT AND TRAINING

All staff are encouraged to undertake any training they feel may benefit their role and to reach their full potential.  Staff have access to training offered by the Vale of Glamorgan Council, the South Wales Training Group, General Register Office and external agencies where appropriate.  The Council’s has a staff appraisal system in place, which identifies any training and development needs.  

10.
CONCERNS AND COMPLAINTS POLICY

The Vale of Glamorgan Registration Service adheres to the Vale of Glamorgan Council’s Corporate Concerns and Complaints Policy.  Details are displayed at the Register Office and can be found on the Local Authority’s website at www.valeofglamorgan.gov.uk 

11.
EQUALITIES

The Vale of Glamorgan Registration Service is committed to the Equalities Policy of the Council.  

The Vale of Glamorgan Council is committed to eliminating discrimination and removing barriers to services, information, premises, facilities and employment.

 

The Council embraces equality of opportunity irrespective of disability, ethnic origin, colour, nationality, gender, gender identity, marital status, sexual orientation, Welsh language choice, culture and religion.
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The Registration Service is responsible for creating and maintaining accurate and timely records of all Births, Still-births, Deaths, Marriages, Civil Partnerships and Citizenships occurring in the Vale of Glamorgan Registration District.



1.1 Who we are



The team consists of :



· an appointed Proper Officer (statutory requirement) – Operational Manager (Democratic Services)

· Superintendent Registrar (statutory) who is also the Registration Manager

· 5 x full time Registration Officers of which 2 are appointed as Registrars (statutory)

· A team of relief Registration Officers who are appointed as deputies





1.2 What we do



Our broad functions are:

· Registrations of Births, Deaths, Still-births, Marriage, Civil Partnerships, Conversions and Citizenships 

· Issuing of copy certificates for all of the above type registrations held within the district 

· Taking the legal notice of Marriages or Civil Partnerships

· Ensuring all Approved premises for Marriages and Civil Partnerships hold a valid licence and adhere to their licence conditions

· Recording and maintaining records of all religious marriages including records of all appointed  Authorised Persons in the district

· Provision of Tell Us Once service 

· To adhere to General Register Office (GRO) New Governance requirements

Carrying out of Celebratory Services, e.g. Renewal of Vows, Naming Ceremonies



2. Our Priorities for 2016-20



2.1 The Purpose of Our Team Plan



This Team plan identifies how we will contribute towards achieving the Council’s vision – ‘Strong Communities with a bright future’ as set out in our Corporate Plan 2016-20. Our Plan identifies the way our team contributes to the Council’s Well-being Outcomes and Integrated Planning actions and the actions we will take in the next year.



Our Team Plan outlines our key priorities and how we will manage our resources to deliver these. The Plan provides an overview of our Team, what we aim to achieve, why this is important, how we will achieve it, how we will monitor progress and what success will look like.



Our Team’s Contribution to the Council’s Well-being Outcomes and Integrated Planning actions are highlighted below in our Team Plan Summary. 



The Summary also highlights the way we work to challenge ourselves to deliver the sustainable development principle which forms an integral part of the Well-being of Future Generations (Wales) Act. The sustainable development principle states that “You must act in a manner which seeks to ensure that the needs of the present are met without compromising the ability of future generations to meet their own needs, by taking account of the sustainable development principle”.



Appendix A contains the detailed plan which illustrates the actions we will undertake in the coming year to deliver our priorities. The action plan includes information relating to the way we will measure performance against our targets and the resources we will deploy. 



Appendix B contains the detailed plan which illustrates the enabling actions we will undertake in the coming year to deliver our priorities. The action plan includes information relating to how we will maximise our key resources through integrated planning in order to achieve our priorities. 
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		Our Team Plan Summary



		 Delivering our vision for the Vale of Glamorgan ‘Strong communities with a bright future’



		Our Council’s Values



		Ambitious

Forward thinking, embracing new ways of working and investing in our future

		Open

Open to different ideas and being accountable for the decisions we take

		Together

Working together as a team that engages with our customers and partners, respects diversity and is committed to quality services



		Proud

Proud of the Vale of Glamorgan: proud to serve our communities and to be part of the Vale of Glamorgan Council



		The Well-being Outcomes Our Team Contribute to:



		

An Inclusive and Safe Vale



		An Environmentally Responsible and Prosperous Vale

		An Aspirational and Culturally Vibrant Vale

		An Active and Healthy Vale



		The Well-being Objectives Our Team Contribute to:



		Reducing poverty and social exclusion.

		Providing decent homes and safe communities.

		Promoting regeneration, economic growth and employment.

		Promoting sustainable development and protecting our environment.

		Raising overall standards of achievement.

		Valuing culture and diversity.

		Encouraging and promoting active and healthy lifestyles.

		Safeguarding those who are vulnerable and promoting independent living.



		The Integrated Planning Actions Our Team Contribute to: 



		Reshaping Services

		Workforce Planning & PDRS

		Financial Planning

		Well-being Assessment with Partners

		Consultation & Engagement

		Collaboration & Partnerships

		Performance Management

		ICT & Information Management

		Scrutiny & Challenge 

		Risk Management

		Procurement

		Asset Management



		The Way That we Work



		

Taking an integrated approach – for us this means thinking about the needs of our customers and working with our partners.

		

Working in a collaborative way – for us this means recognising we can achieve more and deliver better services by working as part of a team, for example by working with the Third Sector, Town and Community Councils and neighbouring authorities.

		

Involving the population in decisions – for us this means engaging with our residents and customers, including the business community and ensuring that we are listening to a wide range of views to inform our thinking.

		

Understanding the root causes of issues and preventing them – for us this means being proactive in our thinking and understanding the need to tackle problems at source for example by undertaking needs assessments to inform our priorities.



		

Looking to the long term – for us this means planning for the future and taking a strategic approach to ensure services are sustainable and that we understand the future need and demand for services.
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Appendix A

Team Action Plan 2017/18

		Well-being Outcome 3: An Aspirational and Culturally Vibrant Vale

		Objective 6: Valuing Culture and Diversity





		Well-being Goals

		A Resilient Wales

		A Healthier Wales

		A More Equal Wales

		A Wales of Cohesive Communities

		A Wales of Vibrant Culture & Thriving Welsh Language

		A Prosperous Wales

		A Globally Responsible Wales







		Our Ways of Working

		Long Term

		Integrated

		Involving

		Collaborative

		Preventing







		Ref

		Team Action

		Outcome & Key Milestones 2017/18

		Officer Responsible



		AC12

		Keep under review service-related documentation required to be translated and facilitate translation accordingly.

		Welsh Language Standards relevant to the service area are met.



		Tania Carter



		AC10

		Improve equality monitoring data from service areas so that services can make more informed decisions about service delivery.

1. Customer Satisfaction Survey forms to be used collect data.

		Outcome: Accurate and timely data which informs proposals and decisions about service delivery.



1. Any service issues identified as a result of analysis of data to be considered and addressed as far as practicable.

		







Tania Carter























Appendix B 

Integrated Planning

		Our Ways of Working

		Long Term

		Integrated

		Involving

		Collaborative

		Preventing





Insert the relevant ‘enabling actions’ actions your Team intends to undertake in the coming year to help maximise your resources in order to achieve service priorities and contribute towards the Corporate Well-being outcomes and objectives.  These will include specific actions that contribute to your  Workforce Plan (refer to Workforce Plan and Service Plan 2017/18 for actions), any significant ICT projects, specific areas of development in terms of assets, major capital projects and any actions to mitigate against identified service risks. 



		Ref

		Team Action

		Outcome & Key Milestones 2017/18

		Officer Responsible



		CP1

DS/F016



		Assist Operational Manager to undertake the preparatory work to ensure the service

contributes to finding the £800,000 savings required in the Resources Directorate in 2017/18.



1. Explore opportunities for achieving additional income generation through the introduction of a Priority System for the issuing of Certificates.



2.  Explore opportunities for achieving additional income generation through the introduction of a scale of charges for Register Office ceremonies.





		Outcome – proposals for making the required level of savings are agreed and implemented.

		











Tania Carter









Tania Carter



		CP2

DS/W003

		Review and strengthen the performance management arrangements in relation to

sickness absence within the service.



1. Team Leader to attend any Management of Attendance training provided corporately and to ensure adherence to relevant policies.







		Outcome - Reduction in sickness absence rates in line with 2016/17 targets.



		







Tania Carter



		CP2

DS/W010

		Continue to develop succession planning

arrangements at management level.



1. Keep under review, in conjunction with Operational  Manager, roles, responsibilities and structures



2. Discuss with Operational Manager existing (and any anticipated changes to) service provision

		Appropriate plans are in place to support progression of staff at management level.

		





Tania Carter







Tania Carter



		CP2

DS/W014

		Maintain and/or increase size of existing pool of Relief Registrars.



1. Deliver initial induction session for new Relief Registrars.



2. Deliver specific training for new Relief Registrars as/when needed.



3.    Assist Team Leader in developing existing Relief Registrars to enable them to undertake additional duties.

		Outcome  - Service resilience is increased and capable of meeting increasing demand for service. 



1. Relief Registrars receive an initial induction session.





2. Relief Registrars competent to undertake relevant statutory duties.



3. Service resilience is increased.

		





T. Carter / I. Ewington-Gape



T. Carter / I. Ewington-Gape



All FTE staff





		DS/AM024

		Support the relocation of Registration Service as part of the Space project and the essential maintenance of Committee rooms, Council Chamber and Corporate Suite.

1. In conjunction with Operational Manager, liaise with Business Improvement team to ensure awareness of Space Project implications for the Registration Service.

2. In conjunction with Operational Manager, liaise as necessary with General Register Office to ensure any temporary changes to service provision comply with statutory requirements.

		Outcome - the use of our property assets to minimise

our operating costs is optimised.  







1. Service continuity is maintained throughout the Space Project.







2. Statutory requirements are met.

		Tania Carter









Tania Carter









Tania Carter



		

		Fill existing full-time vacancy.



1. Advertise for, interview and appoint new Registration Officer

		



Service resilience is maintained.

		



Tania Carter
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