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Executive Summary:  

 
 
In April 2017 the Human Resources & Payroll service ‘on-boarded’ back to the 
Council, having been outsourced to LGSS for the preceding 5 years. This was seen 
by the Council as a way for it to develop its own tailored HR/Payroll Service. 
 
In the short time since the service joined the Council a number of significant 
developments have taken place that have brought clear benefits to the Council, 
including the recruitment and development of a Learning & Development Manager 
(and the start of a new in-house training programme) and an Apprenticeship Scheme 
to name but two (further details are shown in the main body of the report and 
Appendix 1). 
 
With the growing momentum of the Councils MOSAIC transformation programme; 
over the next few months the service will be directly involved in the support and 
development of the Peoples Workstream. In addition there will be further 
development in IT systems, the Apprenticeship Scheme and other elements of the 
service. 
 
Recommendations: 
 
 
The Committee is  
 
RECOMMENDED 
 
To consider the report and comment as it considers necessary. 
 

 



 

1. PURPOSE OF THE REPORT 
 
1.1 To update members on the first six months since the Human Resource (HR) & 

Payroll service transitioned back to the Council from LGSS (a collaborative 
share service venture, led by Cambridgeshire and Northamptonshire County 
Councils). 

 
 
2. BACKGROUND 
 
2.1 Members will recall that in April 2017, following five years being outsourced to 

LGSS, the Councils HR & Payroll service was TUPE’ed back in-house. 
 
3. CONSIDERATIONS 
 

Initial ‘On-boarding’ and Ongoing Liaison with Staff and Management 
 
3.1 Since HR & Payroll ‘on-boarded’ with the Council, the service has rapidly re-

engaged with both management and staff. 
 

3.2 On the ‘first day’ of re-joining the Council, the service provided a “come-and-talk 
welcome surgery” where all staff were given the opportunity to come and meet 
the service and discuss or raise any HR and/or Payroll issues, but also for the 
service itself to be welcomed by the Council. The aim of this process was to 
ensure that the transition was as seamless as possible and as no adverse 
comments were received, it is fair to conclude that the ‘on-boarding’ process 
was a success. 

 
3.3 Since then the service has continued to be proactive in its approach to service 

delivery. The team have presented to managers and staff on various aspects of 
the service; this has the benefit of reinforcing to both management and staff that 
the service is there to support all in their day-to-day work activity. Some 
examples of where the service has presented to staff and management include: 

 

 Attendance at Senior Management Team for HR related matters. 

 Supporting the development of the MOSAIC transformation programme 
as an integral part of the ‘market stall’ events. 

 Presentations at both Managers Meetings and Manager Forum events in 
respect of the service as a whole, the Apprenticeship Scheme and new 
policy launches. 

 
 The 12 ‘Big’ Things Undertaken Since “On-Boarding” 
 
3.4 Since April the team has endeavoured to ensure that the service has quickly 

embedded itself into the Councils culture and ways of working. The team 
consider it has been easier to do this as an integral part of the Council rather 
than when it was an ‘out-sourced’ partner, even though most of the time the 
service was ‘on-site’. 

 
3.5 Since April, as well as the service undertaking the standard ‘business as usual’ 

work expected of any modern HR & Payroll service (e.g. payroll processing, HR 
casework etc), the service has also undertaken a number of tasks and projects 
that aim to provide added value to the wider Council. A detailed commentary on 
what has been done is shown in Appendix 1 with a summary shown below. 

 
 
 



 Human Resources 
o Apprenticeships 
o Learning & Development 
o DBS 
o MOSAIC Transformation – People Workstream 
o Appraisal Scheme 
o Right to Work in UK Checks 

 

 Payroll 
o MyView Dashboard 
o LGPS Transitional Deferment 
o Long Service Awards 
o Increment Process 
o ‘Snap’ General Election 

 

 Joint Project  
o Recruitment 

 
 Payroll Performance – First 6 months 
 
3.6 The Payroll service, like all other such services, is very transactional by 

nature. To ensure service effectiveness is continually delivered the service 
has demanding key performance indicators (KPI). In respect of 2017/18, for 
both the following indicators the service has a KPI standard of 98%, and as 
shown below this threshold has been exceeded. 

 
i. Payroll processing accuracy 

 This is a measure of how accurately the service itself processes 
information. At the end of September, this indicator was 99.65% (this 
currently exceeds the 2016/17 performance of 99.46%).  

 
ii. Overall accuracy 

 This indicator takes into account (i) above, but also factors in errors that 
are caused by services. At the end of September, this indicator was 
98.75%, which is a marginal reduction compared to the 99.13% 
achieved for 2016/17. The primary reason for this decrease is because 
of services submitting information late to Payroll. 

 
 
 Near Future 
 
3.6 Over the next few months the work of the service will develop further, this will 

include the following: 
 

i. Implementation of the Payroll MyView Dashboard 
This is expected to be implemented in November 2017. Further detail is 
shown in Appendix 1 (7). 
 

ii. Further development of the Apprenticeship scheme 
The Apprenticeship Scheme (Academy) is expected to be broadened to 
include the recruitment of ‘skill’ specific roles. 
 

iii. Implementation of the Recruitment Portal. 
The service is currently developing a recruitment portal that will better 
support the application process for vacant posts. Further detail is shown 
in Appendix 1 (12). 
 



iv. Recruitment of appropriate backfill to support the MOSAIC 
Transformation ‘Peoples’ Workstream 
The service is expected to be an integral part of the ‘Peoples’ 
Workstream and assist in the development of new HR policies and 
practices. To ensure that the day-to-day business of HR continues, an 
interim recruitment manager will be recruited. 
 

v. Implementation of a HR/Payroll Restructure 
As the service is currently a mix of pre-TUPE, TUPE and current HDC 
staff, a full service restructure is being undertaken to ensure that the 
service will be ‘fit for the future’. 

 
 
4. LINK TO THE CORPORATE PLAN, STRATEGIC PRIORITIES AND / OR 

CORPORATE OBJECTIVES 
 
4.1 The HR/Payroll service aims to support the Councils Corporate Plan through 

“Becoming a More Efficient and Effective Council”. 
 

5. LEGAL IMPLICATIONS  
 
5.1 There are no direct legal implications arising from this report. However, 

members should note that the service aims to provide advice and support the 
regulatory pay and employee service that is required by law. 

 
 
6. RESOURCE IMPLICATIONS 
 
6.1 There are no direct resource implications arising from this report. 
    
 
7. REASONS FOR THE RECOMMENDED DECISIONS  
 
7.1 To inform members, and ask for their comment, on the progress made by the 

HR/Payroll service in the first 6-months of it permanently joining HDC. 
 

 
 
8. LIST OF APPENDICES INCLUDED 
 

Appendix 1 - Title 
Appendix 2 - Title, etc 

 
 
BACKGROUND PAPERS 
None 
 
 
CONTACT OFFICER 
 
Clive Mason/Head of Resources 
Tel No: 01480 388472 
Email:   clive.mason@huntingdonshire.gov.uk 
 



 

 APPENDIX 1 

The 12 ‘Big’ Things Undertaken by HR/Payroll Since “On-Boarding” in April 2017 

 Development/What’s happened Advantages / Benefits / Lessons Learnt 
 

HUMAN RESOURCES 

1) Apprenticeships 
 

The Council has launched the Apprenticeship Academy, 
recruiting 10 apprentices on Business Administration 
courses across the council. The initiative is in partnership 
with Cambridge Regional College who will deliver the 
learning element of the scheme. The apprentices were 
recruited through a very successful Assessment Centre 
at Hinchingbrooke Country Park, and this is now being 
used as a model by CRC when they are supporting other 
local organisations to recruit apprentices. 
 
In addition, the Council also has a number of other 
apprentices in various roles across the council and are 
now looking to strengthen the link between how we use 
the apprenticeship levy and the council’s aim of Enabling 
Communities. The Council has also supported the Job 
Centre at an event to help parents to get off benefits and 
back into work.  
 

This is a new service for the Council. This has enabled 
the Council to: 
 

 Introduce quickly a new cohort of trainees who 
can support direct service provision across the 
Council. 

 

 Develop a new partnership opportunities with 
CRC, a key community deliverer. 

 
Apprenticeship: 
 

 schemes are a cost effective method of 
introducing new staff into the organisation. Other 
staff members contribute positively to the 
Apprenticeship training as they can see the 
investment the organisation is making in skills, 
which in turn increases employee retention. 

 

 training helps employees to improve their skills 
and working within a role will ensure the skills 
developed are matched to the Council’s needs. 

 

 schemes increase staff loyalty and retention and 
employees who have been trained in house tend 
to be highly motivated, committed to supportive of 
business objectives.  
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2) Learning & 
Development 
(L&D) 

 

A new L&D Manager has been recruited who is currently 
developing an L&D Strategy that will in due course 
embed L&D across the council.   
 
A suite of in-house training courses has been developed 
that will support the development of the all staff; this 
includes training such as “Effective Communication” and 
“Powerful Presentations”. As time progresses the 
programme will be further developed as will also include 
a more in-depth suite for senior managers. 
 
The Council’s programme in respect of statutory training 
is being reviewed to ensure that it is compliant. As well 
as ensuring that a record of training is undertaken for 
staff, a new ‘self-learning’ or ‘e-learning suite’ is being 
commissioned. 
 
Some bespoke ‘team building sessions’ have also been 
developed and these have proved to be highly effective 
and of interest to others.  
 

The recruitment of a new L&D Manager and the 
development of the L&D Strategy will enable the 
Council to: 
 

 Provide a niche level of expertise to develop and 
implement an L&D strategy that supports the 
Corporate Plan. 

 

 Offer a consistent approach to learning and 
development. 

 

 Design, deliver and embed HDC specific training 
courses to support the personal development of 
all staff.  

 

 Develop training that will meet directly the policies 
and procedures of the Council. 

 

 Ensure that resources are used effectively and 
provide greater scope for internal delivered 
programmes.  

 

 Potentially expand L&D on a commercial basis in 
the future and link this in closely with the 
apprentice scheme. 

 

 Employees can acquire new skills, increasing their 
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contribution to the business, building their self-
esteem and motivation and enabling development 
opportunities. 

 

3) DBS 
 

HR has been actively supporting a Council wide review 
of Safeguarding and DBS checks. A new system has 
been commissioned that enables such checks to be 
undertaken online. 
 
Every post in the Council has been reviewed to establish 
whether it meets the criteria/requirement for a DBS check 
and reviewed and updated all guidance documentation. 
Further, the service has proposed a more succinct and 
user-friendly safeguarding policy.  
 
The HR team is using its expertise to help move the 
Council towards a position of excellence in relation to 
Safeguarding. 
 

This will seek to ensure that the Council is fully 
compliant with its DBS responsibilities and therefore 
reduce the risk for non-compliance with its safeguarding 
responsibilities. 
 

4) MOSAIC 
Transformation – 
People 
Workstream 

HR, along with Payroll, has been actively involved in the 
MOSAIC transformation programme, especially the 
scoping and priority setting for the next three years for 
the Peoples Work-Stream.  
 
The team have already started work on the year one 
projects.  This includes launching a people group that 
comprises of a number of staff representing different 
services, who are involved in shaping the first year 
projects.  The People Group has already formulated a 

Direct involvement of the HR/Payroll service with the 
Peoples Workstream has ensured that developments 
are compliant with legislation but also that best practice 
is embedded with the organisational change process. 
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new set of “Values” and work is underway to thoroughly 
embed these across the organisation. . The People 
Group will shortly be looking at a new appraisal process 
and a staff reward scheme.  This is a considerable shift 
from “top-down” to “bottom-up” leadership and is key to 
facilitating the culture change needed in HDC. The hard 
work of this group has been a real benefit to the 
organisation, they have been having conversations with 
their teams and giving feedback, which helps gain early 
buy in and helps raise awareness regarding Mosaic and 
their direct work on values has been submitted as 
proposals to SMT. 
 
The HR team have started to streamline the job 
evaluation and disciplinary process and are have been 
involved in lean training to apply the principles to HR 
processes.  Streamlining the HR processes will 
contribute to meeting the objectives of Mosaic in relation 
to ‘putting the customers first’, as managers will be able 
to move through HR processes in a more efficient way, 
using the appropriate level of management for decision 
making and by reviewing the resources needed at 
various stages rather than having a number of people 
involved.  This will give managers more time to be able to 
focus on the customer.  
 
The team have a vast amount of knowledge on the areas 
that require improvement that are part of the objectives of 
the people work stream, which puts the team in a good 
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position when introducing changes.        
 

5) Appraisal 
Scheme 

The HR team have been involved in supporting the 
appraisal scheme and have trained a number of 
managers on how to effectively carry out appraisals.  The 
training covered how to carry out a good appraisal 
allowed the managers to work through how to set 
SMART and stretch objectives, the training was well 
received and the feedback received was that it was more 
meaningful having the training delivered by the HR team 
that understand the services and the appraisal 
scheme.  The team have also collated a series of data for 
Senior Management Team in respect of the appraisal 
process and the return rate from the services and sent 
letters to all staff informing them of their rating and 
working with payroll to ensure increments were paid on 
time.  

Appraisal training: 
 

 has supported managers in the effective delivery 
of the appraisal scheme. 

 

 Has enabled managers to manage the appraisal 
process with their staff with an understanding of 
how to set objectives in line with the strategy.  
This was aided by practical exercises within the 
training workshops. 

 
Appraisals: 
 

 provide a document of employee’s performance 
over a specific period of time and is a structured 
meeting where a manager and employee can 
discuss performance with an employee. 

 

 is an opportunity to discuss employee 
achievements throughout the year. 

 

 assist in motivating staff. 
 

The Councils appraisal return rate has improved 
through consistent monitoring within the team and 
statistics to management team. 
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The appraisal scheme has enabled the Council to 
identify training needs which has supported the 
development of an L&D plan for the whole organisation. 
 

6) Right to Work in 
UK Checks 

As recruitment has been outsourced for the last 5 years, 
it is important to make sure that all relevant identity 
documents are held centrally. Consequently the team are 
involved in doing a review of all staff files to ensure 
everyone has the correct documentation on file to 
demonstrate that they are eligible to work in the UK and 
that HDC is compliant with the legislation.   
 
 
 

To ensure past and future appointees have the right to 
work at HDC. This exercise will aim to identify any 
current staff who do not have a right to work. 

PAYROLL 

7) MyView 
Dashboard 

Payroll has been working with the Councils payroll 
system supplier (Northgate, NGA) to develop a new 
Manager/Employee self-service module to replace the 
current PeopleLink self-service application. 
 
During November 2017 the current PeopleLink will be 
switched off, and replaced by a new staff self-service 
system “MyView Dashboard”.  The system has many 
improvements, and also includes additional options to 
assist staff and managers throughout their day to day 
activities.  All of the existing self-service functionality will 
be available within MyView Dashboard, and in addition, 
the following new functionality will be introduced; 
 

 
Increase service efficiency by enabling managers to 
take a more proactive role in staff management. 
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o Contractual Documents View – Employees 
will have access to copies of contractual 
documents (contracts, Staff Amendment Forms 
etc).  

o Leave Management – This module will include 
existing Annual Leave/Flexi booking, but will 
also give the option for employees/managers to 
submit overtime/additional hour’s claims for 
approval. 

o Expenses – Mileage and expenses claims will 
be able to be submitted directly through self-
service, with the option to upload and attach 
any related documentation/receipts etc. 

o Claim History – A full history of 
claims/requests (Mileage, Overtime and Annual 
Leave etc) will be available, to enable 
employees/managers to look back at previous 
submitted claims, or to establish where a 
current claim may be within the authorisation 
process. 

o Vehicle Details – This functionality has been 
enhanced to enable employees to maintain the 
vehicles that are currently allocated against 
their records for business use. 

o Sickness Entry – Managers will be able to 
enter staff sickness directly into the Payroll 
system (in Real Time) when an employee 
contacts them to say they are sick, and 
maintain the sickness record once the 
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employee returns to work.  
o Members – There is also the potential to rollout 

MyView Dashboard to Elected Members, which 
would enable them to submit expenses claims 
electronically and also view online pay 
documents (Payslips/P60’s) etc via self-
service, which would enable us to switch off 
paper payslips. 
 

8) LGPS 
Transitional 
Deferment 

Following the introduction of Pension “Auto Enrolment” 
(1st October 2013), approximately 80 employees were 
opted out at that time of the LGPS; they were then 
classified as “Transitionally Deferred” and would not be 
required to be auto enrolled until 1st October 2017. 
 
This auto enrolment process was completed, and all 
relevant staff were written to in September 17 notifying 
them that they would be enrolled into the LGPS on 1st 
November 17 following a period of 1 month’s 
postponement. 
 
 

Ensure that all staff are compliant with LGPS regulations 
and to ensure that staff who are eligible to be in pension 
scheme are contractually enrolled. 

9) Long Service 
Awards 

In April 2017 a new Long Service Award scheme was 
introduced to pay a “one-off” cash payment of £200.00 
(net) to all staff that had 25 years or more Local 
Government service. 
 
A catch-up exercise was performed to identify all those 
staff that met the criteria on the 1st April 2017, 71 staff 

The Council is keen to ensure that there is appropriate 
recognition of those employees who have served local 
government and its community. 
 
Recognition through the reward scheme is an incentive 
and employees will feel valued for their work contribution 
in local government. 
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were paid the Long Service Award catch-up payment at 
that point.  A further 6 month review was undertaken in 
October to identify any staff that had hit the 25 year 
“Trigger” in Q1 and Q2 of 2017/18, after which a further 
5 staff received the Long Service Award payment.  
 

10) Increment 
Process 

All appraisal increments that were due following the 
2016/17 PDR process were paid in line with 
managements agreed timetable. 

Compliance with HDC reward programme. 

11) Snap General 
Election 

 

A snap General Election was called in May 17 for the 
beginning of June 17.  This was not scheduled, and 
resulted in the service having to plan the processing of 
an “additional” full election payroll (including new 
starters/leavers etc.) during June 17.  This additional 
payment run was scheduled and completed without 
error or issue, and without impacting on normal payroll 
processes including the completion of the 2016/17 end 
of year responsibilities. 

Demonstrating service agility. 

Joint Project between Human Resources and Payroll 

12) Recruitment A review of the Council’s recruitment forms and 
contracts has been undertaken and will be ready to 
launch when the recruitment system goes live. These 
templates support our transition from a 2 stage 
“conditional” and “unconditional” offer, to a one stage 
process. 
 
It has taken longer than anticipated to launch the new 
recruitment site due to technical issues, but those are 
nearly resolved and the system is expected to be going 

Streamlining of the recruitment process. 
 
The main processing of recruitment paperwork will be 
taken forward by the HR team and this will free up 
managers to fulfil their roles and less admin tasks. 
 
Improved consistency in approach across the 
organisation. 
 
Potential to reduce costs through negotiation of 
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live by Christmas. 
 
The changes to the way we recruit staff will free up a 
significant amount of manager time and also allow us to 
take a cohesive view of recruitment across the council, 
taking advantage of economies of scale in advertising 
and more intelligent use of dormant candidates. 

advertising space. 
 
 

 


