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Broseley Town Council 

 
Minutes of a Staffing Committee meeting  

held at 7 pm on Tuesday 23 July 2020 
by Zoom online video  

 

Present:  

Cllr. Phil Revell (Chairman), Cllr. Colette McCabe, Cllr. Simon Harris, Cllr. Michael Garbett. 
 
In attendance: 

Sharon Clayton, Locum Town Clerk 

 
37/20 Chairman ’s Welcome   

The Chairman welcomed everyone to the meeting. 

 
38/20 Apologies for Absence  

There were no apologies since all Members were present. 
 
39/20 Minutes 
 
The minutes of a meeting held on 23 June 2020 were considered for approval. 
It was PROPOSED, SECONDED and unanimously AGREED that the minutes be signed and ADOPTED as a true 
record. 
 
40/20 Disclosure of Pecuniary Interests 

Members were reminded that they are required to leave the room during the discussion and voting on matters 
in which they have a disclosable pecuniary interest, whether or not the interest is entered in the Register of 
Members’ Interest maintained by the Monitoring Officer. 
 
None declared. 
 

Public Bodies (Admission to Meetings) Act 1960  

Pursuant to Section 1(2) of the above Act it was PROPOSED, SECONDED and RESOLVED that due to the 
confidential nature of the business to be transacted the public and press should not be present. 
 
Staffing Matters  

41/20 Clerk’s Report  

Members received a written update from the Locum Town Clerk on actions taken following the last Staffing 
Committee meeting. 
It was PROPOSED, SECONDED and unanimously AGREED to NOTE. 
 
42/20 COVID-19 Risk Assessment 

Members received a written risk assessment for staff returning to work.  The Locum Town Clerk reported that, 
whilst the risk assessment was essentially for the library staff to return to work in line with COVID-19 
regulations, it applied to all employees.  There was minimum risk as the necessary PPE was in place although 
some PPE was still awaited for the library, for example Perspex screening in front of the library counter.  It was 
noted that the library staff were appreciated by the public. 
NOTED. 
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43/20 Safeguarding Policy  

Members considered for approval a safeguarding policy for emergency key holders.  At the last meeting 
Members were informed that the Administration Officer and the Cleaner had offered to serve as emergency 
keyholders.  However, there were concerns about them attending an emergency call-out on their own.  The 
Chairman explained that a cascade phone system could be implemented so that any key holder on a call-out 
list could be contacted with an option to call another person on the list so that two people could both attend 
an emergency together. Whilst this option seemed feasible Members agreed it was important to control the 
number of people in possession of keys, how many keys there should be in circulation, and how they should be 
managed. 
It was PROPOSED, SECONDED and unanimously AGREED that: 

a) The cascade phone system should be explored. 
b) The allocation of keys would be considered further once a safeguarding policy had been developed 

for consideration at the next meeting. 
 
44/20 Library Management  

The Locum Town Clerk Informed Members that she had discussed library management responsibilities with 
the Assistant Clerk/RFO who was quite willing to take on the role of line manager. 
It was PROPOSED, SECONDED and unanimously AGREED that the Assistant Clerk/RFO should have line 
management responsibilities for the library, subject to the job description reflecting the additional 
responsibility. 
 
45/20 Assistant Clerk/RFO 

Members received a written report from the Assistant Clerk/RFO which gave a quarterly analysis of payroll 
costs. 
It was PROPOSED, SECONDED and unanimously AGREED that this information should be presented at each 
meeting but with greater detail. 
 
46/20 Groundsmen 

Members considered for approval actions required following performance reviews being carried out with the 
groundsmen.  The Town Council had previously employed an additional person to assist the groundsmen 
during the summer months.  The groundmen had both indicated that they might be retiring next year and the 
knowledge they possessed needed to be retained.  It was important that succession planning should be put in 
place so that the Council would not be left in a difficult situation.  It was suggested that the Council’s 
contractor, Kevin Carter, who had assisted in the past, could be appointed on a part-time basis to work 
alongside the groundsmen and familiarise himself with the groundsmen’s tasks with a view to taking over their 
roles next year.  It was important to provide holiday cover for each groundsman, especially for grave digging as 
health and safety regulations required two people to work alongside each other.  It was also important that 
their workload could be covered long-term and to have someone in place before next summer, and succession 
planning should begin. 
It was PROPOSED, SECONDED and unanimously AGREED that: 

a) Kevin Carter, as the Town Council’s appointed contractor, should assist with grave digging to cover 
holidays taken by the groundsmen. 

b) Kevin Carter should assist the groundmen with other tasks as required.  
c) Succession planning for the future would be discussed at the next meeting. 

 
47/20 Staff Workload and Clerking Arrangements  

Members considered for approval how the administrative staff workload could be managed, especially as the 
Locum Town Clerk and the Assistant Clerk/RFO had other jobs with other councils which, on occasions, meant 
neither might be unavailable to clerk evening Council meetings.  The Locum Town Clerk was especially finding 
it difficult to provide sufficient cover without it impinging on her other Council work.  Much of her time was 
taken up with emails thus reducing the time spent on more strategic tasks such as policy review. 
 
The Chairman informed Members that he had held an informal meeting with all three administrative staff to 
discuss how the Locum Town Clerk’s workload could be reduced so that she acted more as a consultant and 
mentor to the Assistant Clerk/RFO and the Administration Officer who were both training for the CiLCA 
qualification.   
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The Chairman proposed that the Administration Officer could filter the Clerk’s emails and re-direct them as 
appropriate in order to free up the Clerk’s time that could be better spent on more important tasks in 
accordance with the Clerk’s job description.  However, it was acknowledged that the additional workload for 
the Administration Officer would have implications in terms of hours worked.  This new working arrangement 
could be trialled for one month, with any additional time taken monitored, so that it could be decided whether 
it should be paid in overtime or hours of work increased on a permanent basis. 
 
It was PROPOSED, SECONDED and unanimously AGREED that in order to deal with the Locum Town Clerk’s 
workload issues and to secure the current clerking arrangements: 

a) The Administration Officer would be the first point of contact for the Clerk’s emails which would be 
filtered to the appropriate destination.  This would ensure that matters that need action would be 
directed to the appropriate Committee or to the Town Council.   

b) The Assistant Clerk/RFO would manage the day to day running of the office. 
c) The Locum Town Clerk would clerk full Council meetings and act as mentor to the Assistant 

Clerk/RFO and Administration Officer. 
d) Meetings other than full Council would be clerked by the Assistant Clerk or Administration Officer, 

or a locum clerk. 
e) These new arrangements and its financial implications would be monitored over the next month.  

Any additional financial implications would be referred to full Council for consideration.  
 
It was NOTED that the next meeting would take place on 22 September 2020. 
 
The meeting closed at 20:45. 
 
 
 
 
 
 
 
 
Signed:        Date: 
 
Chairman 


