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  STRATFORD-UPON-AVON TOWN COUNCIL 

HUMAN RESOURCES COMMITTEE 

30 June, 2020 

Town Clerk’s Open Report  

1)     Terms of Reference 

 
 To review Terms of Reference for the proposed 

Personnel Committee 

 
At the HR Committee Meeting in April, 2017 it was agreed that a  

calendar of reviews would be drawn up in order to influence/set the 

agenda, thereby ensuring that the Committee complies and 

operates in accordance with the HR Terms of Reference.  

It is noteworthy that on many occasions the review starts with ‘if 

necessary’.  Obviously, or perhaps hopefully, there will be many 

occasions when it is not necessary to review or consider a 

particular clause as the issue is not arising, for example, the 

appointment or dismissal of the Town Clerk, or the appointment or 

dismissal of the Beadle and Macebearers. 

However, over the three scheduled meetings per annum (more 

meetings will be called if something untoward arises in the interim) 

each clause will be picked up. 

Members will have noted from the HR Terms of Reference that the 

Committee has, at least for the time being, only one delegated 

responsibility whereby it may resolve: ‘the nomination, when 

appropriate, of members of the Council to outside bodies where 

there is insufficient time or opportunity to refer to Council’.  All 

other responsibilities come under advisory powers, thus most of 

the Committee’s decisions will be recommendations to be brought 

before Council.  

If the proposed changes are made to the Council’s Standing 

Committee structure, the remit of the Personnel Committee 

changes from being purely advisory to being able to act under 

delegated responsibility. 
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At the last Town Council Meeting, the Town Clerk was tasked with 

working up proposed new Terms of Reference for the new 

committees and sub-groups.  In turn, committees were asked to 

review their Terms of Reference in order to provide feedback for 

the interim review on 28 July, 2020. 

It is not as straight forward as bringing new Terms of Reference to, 

for example, the General Purposes Committee, as the existing 

remit of GP will now be spread over more than one committee.  

Therefore, it is necessary to review all the Terms of every 

Committee collectively in order to see the wider picture.  However, 

the HR Committee is much more straightforward, although it has 

taken on some responsibilities that were previously considered by 

GP, namely the Town Hall as a place to work and the welfare of 

the staff therein. 

The proposed Terms of Reference for the new Personnel 

Committee is attached as Appendix ‘A’. Members will see that the 

Town Clerk has assigned each task to a lead officer from amongst 

their number.  That is not to say that it will be the officer taking the 

decision, for obviously decisions are taken by Council alone.  

However, this proposed structure will require a new way of working 

by the Council’s existing personnel and for this working practice to 

work, it is important that a lead officer for each responsibility is 

easily identifiable. 

It was relatively straight forward when recruiting an officer in the 

past.  The Town Clerk, who is responsible for hiring and dismissing 

all staff, had the Terms of Reference of the committee and a 

selection of candidates.  All that was necessary was to have the 

foresight to appoint the right candidate with the necessary acumen 

and ability to successfully service the committee as well as being 

confident they would fit in to the small, close-knit team. 

Now however, the Council has officers incumbent whose abilities 

will not necessarily fit neatly into the remit of just one committee, 

as the tasks they were previously solely responsible for have been 

spread amongst at least three of the new Standing Committees.  

When the pandemic hit and the country went into lockdown, the 

Council’s Standing Committees were temporarily suspended as a 
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result of government guidance.  As Council became used to 

successfully working remotely, and once the legislation was in 

place to legally hold virtual Council Meetings, the Standing 

Committees were reinstated. 

However, during that period, two Council Meetings were held 

whereby all business, irrespective of which committee it would 

usually have been referred to, was brought to Town Council. 

The Town Clerk prepared the majority of the overall report, but 

called upon the other officers for their input regarding matters that 

were usually assigned as their responsibility.  This worked well, 

and the Town Council papers contained various segmented 

accounts i.e: 

 General Purposes Report  

 Civic, Ceremonial & Events Report  

 Personnel Report  

 Town Clerk’s Open Report to Town Council 

 As a result of trialling this collaborative approach, the Town Clerk 

 believes that this same method will work well under the new 

 regime. 

 The clerks will take it in turns to compile the report and clerk the 

 meetings of the Community Services Committee and the Heritage 

 and Events Committee.  When it is their turn, they will consider the 

 Terms of Reference of the committee they are clerking, because it 

 will be one or the other, there will no longer be just one designated 

 Clerk to these two committees, and they will then call upon their 

 contemporaries for their input in compiling the overall report. 

 So, for example, if the Civic Officer was responsible for the next 

 meeting of Heritage & Events, he would call upon his fellow 

 officers to see if they had something that needed to go to 

 Committee. Income from markets is set to come under Heritage & 

 Events, but the Civic Officer has no experience of markets, whilst 

 the current GP Clerk is veteran.  The GP Clerk would write the 

 report, but the Civic Officer would ensure that it is contained within 

 the overall paper for the Committee that he would be clerking. 
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 It will be very important for members to work closely with the 

 officers in order for this new regime to work.  At the bottom of each 

 report will be the name of the officer who wrote it.  As an example, 

 if a member had a question about  the number of traders on the 

 market, they would need to contact the officer concerned before 

 the meeting to ascertain the answer.  It would be unfair to rely on 

 the officer present at the meeting as they may not necessarily 

 have  the knowledge to answer the question if markets were not 

 part of their responsibility.  The officer who wrote the article would, 

 however, ensure that the officer clerking the meeting is copied in to 

 their response so if the question was to be raised again at the 

 meeting, the officer present would potentially be more qualified to 

 answer but would be unlikely to elaborate or give past history.   

 It is therefore imperative that members  read  their papers straight 

 away and get in touch, otherwise there could be delays in 

 determining an issue if all the facts were unavailable at the 

 meeting, through no fault of the clerk. 

 The analogy that has been used to consult with the staff is to think 

 of committee papers as publishing a newspaper.  The editor is in 

 overall control and has the responsibility of getting the paper to 

 press on time, but they do not write the whole thing, reporters do 

 that, and file their copy accordingly.   

 The clerk for that particular meeting is the editor, and their 

 contemporaries the reporters.  The staff must all work 

 collaboratively and contribute to the overall paper, but it is to the 

 instigator of the ‘article’ that members would need to turn to look 

 for answers or for further information. 

 Staff are cautiously optimistic that this approach will work, but 

 change is never welcome and the staff may well be ‘outside their 

 comfort zone’ for some time.  However, the proposal will play to 

 the strengths of each individual which is positive. 

 The Planning Consultative Committee will stay very much as it is 

 with the existing Planning Clerk and Committee Clerk facilitating 

 the committee jointly.  Town Council and Personnel Committee will 

 remain the responsibility of the Town Clerk and the Finance & 

 Audit Committee will remain with the Deputy Town Clerk.  The two 
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 remaining Committees, Heritage & Events and Community 

 Services Committees will be facilitated by the existing GP/Planning 

 officer, the Civic Officer and the Finance & Facilities Officer.  

 The Town Hall Booking and Cemetery Co-ordinator has a different 

 contract of employment and her skill set is predominantly burial 

 authority based, which is exacting and specialised. 

 With this information in mind, the Committee is requested to 

 review the Personnel Committee’s proposed Terms of Reference, 

 attached as Appendix ‘A’.   The current HR Committee’s Terms 

 of Reference are also  attached as Appendix ‘B’.  If members 

 would like to see all the Terms of Reference for the new structure, 

 these are available on  the Members’ Documents site. 

2) Review of the Job Descriptions (Terms of Reference 1.2)  

 To note the report 

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 employees consider their current job 

descriptions remain fit for purpose under the existing Standing 

Committee structure.  

In consultation with each employee, their job descriptions may well 

change if the new regime is implemented.  The analogy here is a 

‘giant mixing pot’ playing to the strengths of each employee – it 

would be silly to assign IT responsibilities to an officer who finds it 

difficult when there is an alternative officer who relishes it.  Once 

all the ‘strength cards’ have been played, it will be a question of 

divvying up all the remaining responsibilities fairly and 

appropriately.  

Consultation will be key.  

3) Grading, Remuneration and Terms of Employment (Terms of 

 Reference 1.3 

 To note the report 
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 Grading: 

 The Town Council adheres to the National Joint Council (NJC) for 

Local Government Services pay scales.  Council certainly has the 

power to deviate from these scales and could increase an 

employee’s salary or award a bonus payment if the circumstances 

warrant, but generally, the Council operates strictly within the 

parameters set down by the NJC. 

 The scales are awarded across the board with Council jobs being 

evaluated by the NJC on a broad basis, i.e. labourers, 

maintenance/groundsmen, administration, middle management, 

senior management. 

 Generally, although this is dependent on experience, when an 

employee joins the Council, they are put on the lowest point in 

their substantive benchmark range.  Subject to good conduct, they 

then automatically rise through the scale by means of an annual 

increment until they reach the top of the scale when these 

automatic increments cease and they are capped.   

 Remuneration:  

However, if the operative or any member of staff can demonstrate 

that there has been a fundamental change in their responsibilities 

which they believe would justify an increase in salary, then the 

Town Clerk would, if she believes the claim justified, bring the case 

to the HR Committee.  Currently, there are no salary increase 

claims pending. 

 Other than a significant change in circumstances, there is little 

chance of a salary increase (which is always brought up during the 

appraisal process) and staff are dependent on the government’s 

annual cost of living award: 

Year Pay Award Inflation Rate 

2010 2.3% 3.3% 

2011 0% 4.5% 

2012 0% 2.8% 

2013 0% 2.6% 
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2014 1% 1.5% 

2015 1%    .0% 

2016 1% 0.7% 

2017 1% 2.7% 

2018 2% 2.5% 

2019 2%          2.0% May 

Last 10 years 10.3% 22.6% 

 

In light of the current circumstances, it is unlikely that Council 

employees will receive a cost of living award in 2020/21, although 

a 3% rise has been budgeted.  The sector’s unions turned down a 

proposed 2% increase prior to the COVID-19 crisis. 

 Terms of Employment 

Every member of staff has a contract of employment setting out 

their terms and conditions of employment.  A model contract, for 

information, is attached as Appendix ‘C’. 

4) Statutory Entitlement – Leave 

 To note the change in legislation 

 The staff have been actively encouraged to take leave although it 

is understandable that during lockdown and when the weather was 

poor, employees were reluctant to take holiday, particularly as the 

vast majority have been working from home since 23 March. 

 Requests for leave are now being received more regularly but the 

Committee should be aware of a change in legislation regarding 

leave entitlement.  The following is an extract from a government 

briefing note issued on 27 March: 

 Government to amend regulations to allow annual leave 
to be carried over into the next 2 years 

 measures will ensure workers won’t lose their leave enti-
tlements 

 move gives flexibility to business at a time when it is 
needed most 
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Workers who have not taken all of their statutory annual leave 
entitlement due to COVID-19 will now be able to carry it over in-
to the next 2 leave years, under measures introduced by Busi-
ness Secretary Alok Sharma today (Friday 27 March). 

Currently, almost all workers are entitled to 28 days holiday in-
cluding bank holidays each year. However, most of this entitle-
ment cannot be carried between leave years, meaning workers 
lose their holiday if they do not take it. 

There is also an obligation on employers to ensure their work-
ers take their statutory entitlement in any one year – failure to 
do so could result in a financial penalty. 

The regulations will allow up to 4 weeks of unused leave to be 
carried into the next 2 leave years, easing the requirements on 
business to ensure that workers take statutory amount of annu-
al leave in any one year. 

This will mean staff can continue working in the national effort 
against the coronavirus without losing out on annual leave enti-
tlement. 

The changes will also ensure all employers affected by COVID-
19 have the flexibility to allow workers to carry over leave at a 
time when granting annual leave could leave them short-staffed 
in some of Britain’s key industries, such as food and healthcare. 

Business Secretary Alok Sharma said: 

Whether it is in our hospitals, or our supermarkets, people are 
working around the clock to help our country deal with the coro-
navirus pandemic. 

Today’s changes will mean these valued employees do not lose 
out on the annual leave they are entitled to as a result of their 
efforts, and employers are not penalised. 

Environment Secretary George Eustice said: 

From our fields to our supermarkets, we are hugely grateful to 
the many people working around the clock to keep the nation 
fed. 

At this crucial time, relaxing laws on statutory leave will help en-
sure key workers can continue the important work to keep sup-
plies flowing, but without losing the crucial time off they are enti-
tled to. 

We welcome the measures the food industry is already taking to 
keep shelves stocked and supply chains resilient, and will con-
tinue to support them with their response to coronavirus. 
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The changes will amend the Working Time Regulations, which 
apply to almost all workers, including agency workers, those 
who work irregular hours, and workers on zero-hours contracts. 

The change is aimed at allowing businesses under particular 
pressure from the impacts of COVID-19 the flexibility to better 
manage their workforce, while protecting workers’ right to paid 
holiday. 

Notes to Editors 

1. The Working Time Regulations 1998 convey a range of 
health and safety protections on workers, including daily and 
weekly rest breaks and paid statutory annual leave. Annual 
leave is granted by regulations 13 and 13A of the Working Time 
Regulations 1998, giving 4 weeks and 1.6 weeks of annual 
leave respectively. 

2. The 4 weeks of annual leave granted by regulation 13 cannot 
generally be carried between leave years, with exceptions when 
a worker cannot take annual leave due to sickness or maternity 
leave. The 1.6 weeks of annual leave granted by regulation 13A 
can be carried forward one leave year (but no further) through 
an agreement between workers and their employers. 

3. There is an obligation on an employer to ensure that their 
workers have an adequate opportunity to take their holiday. 
This holiday cannot be replaced with a payment in lieu unless 
the worker is leaving employment. 

4. The Working Time (Coronavirus) (Amendment) Regulations 
2020 amends the Working Time Regulations 1998 to create a 
further exemption relating specifically to COVID-19. Where it is 
not reasonably practicable for a worker to take some, or all, of 
the holiday to which they are entitled due to the coronavirus, 
they have a right to carry the 4 weeks under regulation 13 into 
the next 2 leave years. This will not apply to the 1.6 weeks un-
der regulation 13A leave, but this can be carried forward one 
year by agreement between workers and employers. 

5. For the purposes of annual leave, a year is the leave year as 
agreed in writing between the worker and their employer, usual-
ly stipulated in a worker’s contract. Although for some workers 
this will align with the calendar year (1 January to 31 Decem-
ber), it can be any year long period that is agreed upon. 

6. All employers are subject to the Working Time Regulations 
1998, and thus will be subject to the changes in the Working 
Time (Coronavirus) (Amendment) Regulations 2020. 
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7. All workers are subject to the Working Time Regulations 
1998 unless they are subject to a different set of regulations. 
The Working Time Regulations 1998 do not apply to: 

 workers covered by the Merchant Shipping (Hours of 
Work) Regulations 2002 

 workers covered by the Fishing Vessels (Working Time: 
Sea-fishermen) Regulations 2004 

 workers covered by the Merchant Shipping (Working 
Time: Inland Waterways) Regulations 2003 

8. Furthermore, the regulations giving a right to paid annual 
leave do not apply to: 

 where characteristics peculiar to certain specific services 
such as the armed forces, or to certain specific activities 
in the civil protection services conflict with the regulations 

 workers covered by the Civil Aviation (Working Time) 
Regulations 2004 

 the activities of workers who are doctors in training 

 

 

 
 


