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CROWTHORNE PARISH COUNCIL 

 

MINUTES OF THE MEETING OF THE STAFFING COMMITTEE HELD ON FRIDAY  

28 JANUARY 2022, IN THE LOWER CONFERENCE ROOM, PARISH HALL, HEATH HILL 

RD SOUTH, CROWTHORNE AT 10.00AM 
 

 

Present: Cllr B McKenzie Boyle – in the Chair 

 Cllr Mrs G Robertson  

 Cllr S Sever  

 Cllr C Thompson 

 Cllr B Wade  

 Mrs M Saville – Clerk (left meeting at 10.35am before confidential agenda item,  

    minute 8 was discussed) 

 Mrs J Robertson – Assistant Clerk (left meeting at 10.35am before confidential  

    agenda item, minute 8 was discussed) 

 0 member of the public 

   

Apologies: Cllr Mrs T McKenzie-Boyle 

 

 

MINUTE 1 DECLARATIONS OF INTEREST 

  There were none. 

 

MINUTE 2 APPROVAL OF MINUTES 

The minutes of the meeting of the Staffing Committee held on 9 November 2021 

as circulated, were taken as read, confirmed and signed by the Chairman as a true 

record.  

 

MINUTE 3 MATTERS ARISING FROM MEETING HELD ON 9 NOVEMBER 2021  

1 Min 3.1 – General staffing update and work allocation 

The Clerk, Assistant Clerk and Finance Officer are working at full capacity 

(including considerable overtime hours) as workloads are substantial – the work 

of Council is cyclical however and the period in the run up to the budget approval 

and precept setting for Council is always particularly busy. 

 

CPC has appointed a new Projects and Events Officer, Liz Turkington, who is 

rapidly familiarising herself with CPC’s projects and events.  She is making good 

progress with items such as the Three Year Strategy and urgent works at the 

Circle Hill/Walter Rec. sites.  She is also looking into larger projects such as solar 

arrays and the MUGA.  It is anticipated that the support provided by this role will 

help to alleviate some of the pressure on the Clerk and Finance Officers’ 

workloads.  Other role adaptions such as the Morgan Centre 

Caretaker/groundsman taking on more responsibilities with regards to interim 

repairs, maintenance and routine service bookings will alleviate further time 

pressure on the Clerk and Finance Officer (further proposals were outlined under 

the confidential item covered by minute 8). 

2 Min 3.2 – Management of Officer Workloads 

Update provided above. 

3 Min 3.3 – Training update 

CPC’s Morgan Centre caretaker/groundsman has successfully completed a two 

day qualification, obtaining a PA1/PA6 certificate.  As a result of this the 

moss/algae/fungicide treatment at the Morgan Rec. on the toddler play area, paths 

and climbing stones can now be undertaken in house which will obviate the need 
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to engage external contractors to undertake the work and save Council money in 

the longer term. 

4 Min 3.4 – Staffing matters – budget requirement 

The outcome of national pay negotiations for the 2021/22 year are still ongoing 

between the national employers and NJC.  CPC will be required to backdate any 

pay awards settlement the negotiating bodies reach. 

5 Min 5 – Project Officer  

As reported above CPC has appointed Liz Turkington into this vacancy at SCP 15 

for 15 hours per week with effect from 10 January 2022. 

6 Min 8 – Staffing matters – Budget requirements for 2022/23 

This item was covered under the confidential item minute 8 from which the public 

and press were excluded. 

 

MINUTE 4 CLERK’S REPORT 

1 Policy reviews 

The Clerk reviewed the polices below.  These policies underwent detailed reviews 

and updating in 2019 and no further amendments were required at this time: 

 

a) Disciplinary Procedure 

b)  Equality, Diversity and Fair Treatment Policy 

c)  Grievance Procedure 

d)  Training Policy 

e)  Recruitment Policy 

f)   Appraisal Policy 

 

Each policy will be updated with the review date. 

2 Covid easing measures – office arrangements 

Following the Government’s recent announcement that staff may return to offices 

and are no longer required to work from home (WFH), the Clerk embarked on a 

consultation with officers concerning the plans to re-open the Parish Offices and 

any risk assessments which may be required in order for this step to be taken 

safely.  Although Covid specific guidance is awaited from the government along 

with sector specific advice from NALC/BALC and CBAS, CPC as an employer 

must ensure it complies with the Health and Safety at Work Act and consequently 

some ongoing measures are likely to be required whilst Covid numbers and the 

indoor transmission risk remains relatively high locally.  Likely measures to be 

implemented are: 

a) Reduced number of personnel in the offices (one in front office one in back 

office) with a fixed team rota of staff in attendance.  The rota will be 

communicated to Cllrs so they are aware which staff are in the Parish Office 

and which are WFH at any time.  The Parish Office will open from 9am-

2pm Monday to Friday once the rota has been agreed. 

b) Ventilated office spaces, potentially with the bifold door pulled across to 

enable each officer to ventilate their workspace in a way they are 

comfortable working in. 

c) Comfortable distancing in any face to face meetings and numbers kept to a 

minimum. 

d) Potential consideration for Teams meetings where these remain possible. 

e) Request for face coverings to be retained in face to face meetings where 

anyone in attendance is known to be vulnerable. 

 

3 Installation of video entry system  

Following the murder of Sir David Amess MP at a constituency surgery, CPC 

conducted an urgent review of security at the Parish Office to ensure the safety  
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MINUTE 4 (cont) 

and wellbeing of Officers and Cllrs whilst on site, and a quotation for a video 

entry system was obtained from CPC’s CCTV contractor, Sleeptight.  The 

Administration Working Group reviewed the quotation and agreed that CPC’s site 

security should be enhanced with the installation of video entry.  

4 Staff time recording and grounds/caretaking staff weekly review meetings 

CPC’s officers have recorded their time in detail during the pandemic in order to 

enable Council to monitor overtime requirements, payments and workloads.  The 

detailed recording has also enabled CPC’s Finance Officer to identify time spent 

on CIL projects to recoup officer time costs incurred delivering CIL projects from 

the CIL budget, if necessary, rather than the main CPC salary budget. 

 

CPC’s grounds and caretaking staff have not previously been requested to time 

record in the same level of detail, instead they have simply recorded the number 

of hours worked each day and overtime hours, with ‘cleaning’ or ‘odd jobs’ 

recorded generically.  There have been occasions where grounds/caretaking staff 

have recorded less than their core contracted hours but still sought to claim 

overtime for working on other days.  CPC’s internal auditor queried this during 

previous audits but it has always been possible to explain the rationale e.g. if the 

member of staff was working a 7th day without a break covering for an 

absent/sick colleague etc.  To ensure transparency and to improve accountability, 

CPC’s grounds and caretaking staff have now been asked to detail what cleaning 

and odd jobs they attend to on site each day.  Adjustments to hours claimed and 

paid have also been made so that in a normal 5-6 day working pattern, 

grounds/caretaking staff are only paid for overtime where they have worked their 

core contractual hours that week. 

 

The Clerk now meets weekly with the caretakers to review outstanding matters, 

check on cleaning standards and follow up progress on ad hoc non routine matters 

such as repair works where the caretakers need to engage external contractors.   

5  Staffing communication 

In line with a request from a staff member Cllrs were informed of a personal 

matter concerning the staff member and were reminded of CPC’s Equality, 

Diversity and Fair Treatment Policy as well as the wider application of the 

Equality Act in treating all members and officers with courtesy, respect and 

dignity.  The Clerk had sought advice from BFC before the wording and content 

of the email were agreed with the staff member and consequently shared with 

Cllrs. 

6  Caretaking staff – holiday cover arrangements request 

The Clerk had received a verbal request from the Caretaker at the Parish Hall that 

she be able to take annual leave at the same time as the Caretaker for the Morgan 

Centre.  Such an arrangement was not permitted when the former Clerk was in 

post as both Caretakers were required to provide holiday cover for each other in 

the other’s absence. 

 

From a logistical perspective it would be difficult to cover the absence of both 

members of caretaking staff at once.  Keeping the current provisions in place is 

not discriminatory as both the Clerk and Assistant Clerk are also required to cover 

for each other during annual leave periods other than during the Christmas shut 

down period. 

 

It was agreed that the Clerk responds to the Caretaker’s request explaining why 

the request is not feasible and reminding them of the contractual provision and the 

difficulties of arranging alternative cover. 
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MINUTE 5 PARISH OFFICE PROPOSED OFFICER ROTA AND ASSOCIATED COVID 

RISK MITIGATION MEASURES 

This item had been covered under minute 4.2 above. 

 

Members were happy to allow officers to organise themselves as necessary to 

provide daily cover for the Parish Office from 9am – 1pm, Monday – Friday.    

Once agreed the rota will be communicated to Cllrs so they are aware which staff 

are in the Parish Office and which are WFH at any time.  Should there be any 

changes to the rota this can be agreed with the Chair/Vice Chair of the Staffing 

Committee. 

 

MINUTE 6 INFORMATION ITEMS 

It was noted that BFC’s Overview and Scrutiny Commission had undertaken a 

review of CIL in the borough, including that devolved to the parish and towns, in 

the autumn of 2021.  One of the outcomes of the review is that BFC has resolved 

to recoup unspent CIL on the 5 year anniversary if it is not spent or earmarked.   

The Clerk is further looking into this and the full report summarising the findings 

and recommendations emanating from the review will be discussed at the Admin 

Working Group meeting on 1 February.  Cllr Sever suggested a list of projects be 

produced for Cllrs showing all of CPC’s current and future projects, how they are 

being/will be funded and timescales. 

 

MINUTE 7 ITEMS FOR INCLUSION ON FUTURE AGENDAS 

 None.   

 

 

  Meeting closed: 10.35am 

 

 

Signed ….…………………...…………….. 

 

Dated ………………………...……………  
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Pursuant to section 1(2) of the Public Bodies (Admission to Meetings) Act 1960, it was resolved 

that, because of the confidential nature of the business to be transacted, the press and public were 

excluded from the meeting whilst the following confidential items were considered: 

 

 

MINUTE 8 SALARY BENCHMARKING, ROLE REVIEW OUTCOMES AND BUDGET 

REQUIRMENTS 

The Clerk and Assistant Clerk were asked to leave the meeting at this point so that 

this item could be discussed. 

 

Minuted by Cllr B McKenzie-Boyle. 

 

The Terms of Reference for the Staffing Committee delegate authority to the 

Staffing Committee to consider issues, make enquiries and responses on behalf of 

Crowthorne Parish Council and resolve matters in respect of: 

 

• pay increase 

• job descriptions 

• person specification 

• and other terms and conditions where appropriate. 

 

In line with the resolution at the Staffing Committee on 9 November 2021, a role 

review and salary benchmarking exercise had been carried out and the results 

presented to the Staffing Committee.  

 

The role reviews revealed that the responsibilities for all staff had increased from 

the role they were appointed to initially and that changes to job descriptions were 

required as a result to reflect the roles currently undertaken by staff. 

 

The revised role descriptions and responsibilities were then benchmarked against 

the closest comparable role in other local councils in Bracknell Forest borough 

(Binfield, Warfield, Winkfield and Bracknell Town – no data was received from 

Sandhurst although their Deputy Executives recruitment advert pay scale 

information was available online) and recommendations made and resolved to 

revise the role grading, pay scale brackets and SCP applicable to each role with 

effect from 1 April 2022. 

 

In the case of the Clerk/RFO, the role was evaluated against the SLCC’s role 

evaluation tool which also resulted in a regrading of the post and consequent 

increase in salary bracket and SCP resolved by the Staffing Committee with effect 

from 1 April 2022. 

 

Further evaluation of the Morgan Centre Caretaker with Maintenance Skills role 

was discussed but the preliminary recommendations from the report for the salary 

bracket and SCP payable from 1 April 2022 resolved. 

 

  

  Meeting closed: 11.15am 

 

 

Signed ….…………………...…………….. 

 

Dated ………………………...……………  


