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STRATFORD-UPON-AVON TOWN COUNCIL 

HUMAN RESOURCES COMMITTEE 

15 October, 2019 

Town Clerk’s Open Report 

 
1) Staffing Levels (Terms of Reference 1.1) 

 To note the report 

 1.1 At the HR Committee Meeting on 9 July, the Town Clerk 

 advised that the PCC’s Committee Clerk had  resigned on 

 16 June.  During her four years of employment with the Town 

 Council, she became a dedicated and professional member 

 of the team and it was very helpful that she was willing to 

 remain in post whilst her replacement was found, which was 

 much appreciated.  The new PCC  Committee Clerk was 

 appointed on 1 September and both the Clerks were 

 present at the PCC Meeting on 17 September when the 

 Chairman was able to officially thank the outgoing and 

 welcome the incoming Committee Clerk. 

 At interview, the new employee had expressed a willingness 

to clerk other meetings of the Council, if necessary.  With the 

increase in task & finish group and working party meetings 

that need to be held outside normal working hours, her 

willingness has already been put to the test.  The new officer, 

who is an experienced clerk, having been the Clerk to the 

Governors of a local primary school, also agreed to become 

lead officer for the Climate Change Emergency meetings.  

Following the inaugural meeting of the group, the Chairman 

commented favourably on her obvious skill and aptitude. 

 Despite the new recruit, the current staffing structure is only 

just sufficient, and over the recent peak holiday period which 

unfortunately coincided with some staff sickness, there was 

insufficient cover, particularly on days when the part time 

staff (the majority) were not in the office. 
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 It is hoped that in future the new Clerk will be available to 

assist in providing cover when it becomes apparent that 

there will be staff shortages during certain times. 

 1.2 The new Open Spaces Operative has now successfully 

 completed his three month probationary period and his 

 appointment has been confirmed as permanent.  This 

 department is now working well with a full contingent in 

 place.  

2) Review of the Job Descriptions of Cemetery & Town Hall Booking 

Co-ordinator, Open Spaces Foreman and Open Spaces 

Operatives (Terms of Reference 1.2)  

 To receive and approve existing Job Specifications 

 To consider the proposed Job Description of the 

Mayor’s Chaplain, taking into consideration the change 

to the role in 2020 

2.1 The job descriptions of the Council’s employees are used as 

 the basis for discussion at the annual appraisal, when each 

 individual’s job is considered; their performance and targets 

 are assessed and agreed in accordance with the 

 responsibilities identified in their job description.   

 The Town Clerk, and the five individual employees consider 

 their job descriptions, attached as Appendix ‘A’, ‘B’ and 

 ‘C’, remain fit for purpose and are therefore recommended 

 for approval without amendment. 

2.2 From May, 2020 the former Mayor’s Chaplain will be known 

 as the Council’s Chaplain.  The incumbent will have a wider 

 remit, thus ensuring that they administer to the entire 

 Council, its staff and associates past and present, rather 

 than concentrating purely on the wellbeing, spiritual or 

 otherwise, of just the Mayor.   

 The Mayoral, Civic Ceremonial and Events Committee put 

 forward the following recommendation, which was 

 subsequently approved and adopted by Council on 30 July, 

 2019. 
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 Recommended: That in an attempt to make the role   

    of the Mayor’s Chaplain more    

    expansive and in keeping with the    

    times, the appointment will be    

    redefined as follows:  

 
     i. From May, 2020 the Mayor’s 
      Chaplain will be known as the 
      Council’s Chaplain; 
     ii. The appointment will be made 
      on an annual basis in   
      readiness for Mayor Making; 

      iii. Nominees for the position will 
       be sought via the Interfaith  
       Forum or Stratford Churches 
       Together; 

     iv. Any practising or former  
      Chaplain already known to  
      Council may also apply; 
     v. There is no restriction on the 
      number of times a Chaplain  
      may serve; 

     vi. The HR Committee will  
      consider nominees and  
      recommend the appointment; 
     vii. The Mayor Elect’s preference, 
      (particularly if they have  
      strong religious or agnostic  
      belief) will be taken into  
      account; 
     viii. The Council’s Chaplain will  
      administer to a well-defined  
      job description. 

 
   The present Mayor’s Chaplain, being well versed in the role, 

  has put forward a proposed job description for consideration, 
  attached as Appendix ‘D’. 

 
3) Performance Management (Terms of Reference 1.8) 

 To note the report 

 August and September are the months in which staff appraisals 

 are conducted and these have now been concluded. 
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 Generally, moral is high across the whole team, which is 

 reassuring as there is often a modicum of ‘fear of the unknown’ 

 when a new administration is appointed.  The proactive and 

 ‘hand’s on approach’ of the new regime is welcomed and admired 

 by the staff. 

 The lack of response by some members to emails, particularly 

 relating to proposed meetings or confirmation of attendance at 

 civic functions remains of key concern and continues to prevent 

 the staff from making arrangements quickly and seamlessly. 

 Although working conditions in the Town Hall are not ideal, there 

 was little or no complaint and it has been noted with appreciation 

 that the Council is genuinely trying to address the situation and 

 improve conditions whenever possible. 

 The current team work very well together and there is a caring 

 and considerate undercurrent that enhances the cohesiveness of 

 the workforce.  Everyone said they had a sense of achievement 

 and had meaningful input when doing their job.  

4) Remuneration (Terms of Reference 1.3) 

 To make a recommendation to the Finance & Scrutiny 

Committee for cost of living pay increase in 

2020/21 

 The National Joint Council for Local Government Services (NJC) 

has yet to reach agreement with the Government over new pay 

scales for 2020/2021.  The union is looking for a 10% pay award 

but this is unrealistic and unlikely. 

 Speculation amongst the Town Clerk’s network is anything from an 

inflationary rise to 5% for lower paid workers. 

 Therefore, it would be prudent for the HR Committee to make a 

recommendation to the Finance & Scrutiny Committee to budget 

for a 3.5% increase across the board as it is more likely to be 

settled below this figure than above. 
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5) Issues Relating to the Wellbeing of the Staff 
 
 Leave Entitlement 

 To consider Long Service awards of twenty-five years 
and above 

  
 At the HR Committee Meeting on 9 July, members recommended, 
 and it was subsequently agreed by Council, that with immediate 
 effect, additional long service holidays (pro rata) would be awarded 
 to staff who have served: 
 

 10 years continuous service – 1 day 
 15 years continuous service – 2 days 
 20 years continuous service – 3 days 
 

 When the Town Clerk advised the team of this new arrangement 
 feedback was mixed: 
 
  i)  Appreciation by those working towards these goals; 
  ii) What about those who have served 30 years or more? 
  
 The Town Clerk apologises to the Committee, for when this matter 
 was considered, she was aware that there were three members of 
 staff who had served over twenty-five years but had no idea that 
 two had served over thirty years.  Members will recall that the 
 original proposal was to award three days additional leave for 
 those having served twenty-five years, but it was the HR 
 Committee who determined that the additional days leave would 
 be awarded following twenty years’ service.  Consequently, there 
 are now two members of staff with thirty years’ service who are 
 saying ‘what about me?’  The Town Clerk advised that, similarly to 
 salary benchmarking,  there is likely to be a capping point when 
 no further awards are forthcoming.  However, she agreed to 
 return the issue to the HR Committee for further consideration. 
 
 Awarding additional holidays above three days to what is already a 
 very tight manpower resource will have a detrimental impact on 
 cover.  If members wish to acknowledge the achievement of long 
 serving personnel beyond twenty-years, perhaps members may 
 like to consider the suggestion that after twenty-five  years’ service 
 and beyond, the Council could offer an invitation to the Civic 
 Dinner on an ongoing and pro-bono basis for the employee and 
 their partner.  


