
Batheaston Parish Council 

Rental of Office Software/Services 
 

Background 
Batheaston Parish Council (BPC) has very little in the way of IT infrastructure – both hardware and 
software. There is no BPC network, no BPC server, and only one old BPC ‘PC’ (a laptop). 

However – the Clerk needs to be able to use a full suite of ‘Office’ software and other BPC staff 
where required need access to elements of this. The Councillors use their own hardware (PCs and 
Laptops, Tablets and Phone, plus printers and scanner). Councillors run their own software on these. 

Requirement 
BPC requires 

a) To have all staff and councillors using ‘council’ email addresses for ALL council business, 
including communication between councillors and/or staff regarding any council related 
matters. This is to ensure that all communications can be retrieved, for Freedom of 
Information requests, and to assist in GDPR compliance. Currently everyone has a 
.batheaston.org mail address, but only 50% of people are using these. There appear to be 
problems with some people accessing their mail – there is not one BPC mail client program, 
as no BPC software is issued to people 

a. Therefore there needs to be a proper BPC mail system – a mail server, plus one mail 
client that is used by all staff and councillors 

b) To have a document vault/repository that can be securely accessed by staff and councillors. 
Currently BPC documents are not stored in one place – they are on portable hard drives, the 
clerk’s personal laptop and PC, and Councillors personal hardware. This is an obstacle to 
efficient working of the council, is insecure, and is contrary to the requirements of the FOI 
provisions. 

a. Therefore a document vault is required – that can be setup to prevent editing of 
released documents, control access to individual documents and folders of 
documents, and track the history of access to documents  

c) To have Office software that is compatible and up to date, and usable by Staff and 
Councillors 

d) To have in place a backup system for the mail and documents 
e) To have a system that is Cloud Based (i.e. SaaS – Software as a Service). This means that the 

software/server hosting is all rented – normally on an annual basis – and is accessed over the 
internet (Cloud’ access). This avoids the need for BPC to buy and maintain an IT 
infrastructure. 

Proposal  
The following are regarded as the key benefits:  

- Compliance with legislation relating to Freedom of Information, and transparency  
- Effective and easy to use repository of documents amongst Councillors and Clerk, including:  

o Formal agendas and related papers, in particular governance documents such as 
Standing Orders, and an archive of approved papers (Minutes, etc) 



o Working documents, for instance relating to preparation of agendas, responses to 
important consultations, budgets 

o Draft copies of website content  
o An “audit trail” of decisions and purchases, with clear links to the new Finance 

systems.   
- In respect of the above, the ability to collaborate in preparation of documents, including 

synchronously (i.e. everyone with required access rights can see a document, one person can 
edit it, and then check it back in, everyone can see who has checked it out for edit) 

- Online video collaboration (capable of replacing the single license of Zoom – so all councillors 
can organise MS Team conference calls, freely and independently) 

- Sharing of calendars, including Council Meetings, and external events of interest, and 
bookings of Council Facilities (the Rhymes Pavilion, etc.)  most commonly used provider of 
such a system is Microsoft. They have the widest range of products within their Online Office 
suite, and their main products (Word and Excel) are effectively the standard.  

- A secure and resilient service, compliant with relevant legislation such as accessibility, and 
with widespread support for commonly used smartphones and other devices, and third-party 
applications.  

Proposal  
The most commonly used provider of such a system is Microsoft. They have the widest range of 
products within their Online Office suite, and their main products (Word and Excel) are effectively 
the standard across the public sector. B&NES Strategic Procurement have recommended to BPC that 
this is the system to use (it is the standard for all of B&NES) 

Microsoft’s current product range applicable to BPC is MS365 

BPC is unable to access the Public Sector pricing for Microsoft products, as this requires a minimum 
of 100 users per account. Therefore the pricing has to be based on Business costings – sent to BPC by 
B&NES Procurement Dept. 



 

The two levels applicable are 

- Microsoft 365 Business Standard – for the Clerk 
- Microsoft 365 Business Basic – for the councillors and some other staff 

The Services are common across the 2 levels (MS Exchange mail, MS OneDrive storage, MS 
Sharepoint document management, MS Teams video conferencing/collaboration) 

The difference is in the Office Apps – the lower cost option has less apps, and they are web/mobile 
version only – not desktop applications. This does not stop councillors continuing to use their own 
desktop copies of MS Office, where applicable 



Costs 
Basic – £3.80 per month per user, first 6 months currently free of charge (special Covid19 offer) 

Standard - £9.40 per month per user 

Cost summary 
BPC Budget year 2020-2021 

 MS365 Std 
(Clerk) 

MS365 Basic 
 (1 staff) 

MS365 Basic 
(10 councillors) 

Total 

 £112.80 £22.80 £228.00 £363.60 
     
Additional 
Councillors 

  £22.80 per 
councillor 

 

 

BPC Budget year 2021-2022 and subsequent years 
 MS365 Std 

(Clerk) 
MS365 Basic 
 (1 staff) 

MS365 Basic 
(10 councillors) 

Total 

 £112.80 £44.60 £446.00 £603.40 
     
Additional 
Councillors 

  £44.60 per 
councillor 

 

 

Current Costs 

The current email system costs £5.99 pre month; there is therefore an annual saving of £71.88 to be 
made once migration from the existing email system is complete.  

Summary and Recommendation 

Council is asked to approve:  

- Purchase of Microsoft 365 Business Standard for the Clerk 
- Purchase of Microsoft 365 Business Basic – for each Councillor and one member of staff 
- Purchase of Microsoft 365 Business Basic – for each additional councillors if during 2020-21 

the number of councillors exceeds 10, up to a maximum of 15 councillor users 
- The Clerk, assisted by Councillor Jeffryes to manage the migration from existing email 

systems as soon as possible, ensuring all Councillors are able to use the new systems 
acceptably, and with due regard for the need to retain records.  

- To terminate the existing support for the current email system when the migration is fully 
complete.  

 

Councillor Andrew Jeffryes / Richard Maccabee (Clerk) 

12/6/20 

 


