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Worplesdon Parish Council 
 

Minutes of the Staffing Committee meeting held 24 July 2017 in the  

Conference Room, Worplesdon Memorial Hall – 2pm 

 

384-2017 - Present 

 

There were present:   

 

Councillors:  Mrs J Messinger, Mrs S Morgan, Mr C Venables and Mrs J Wray. 

 

Staff:  The Clerk to the Council. 

  

385-2017 - Appointment of the Chairman of the Committee 

 

It was proposed Mrs J Wray, seconded Mrs S Morgan and unanimously RESOLVED that Mrs J Messinger be 

appointed as Chairman of the Staffing Committee for the municipal year 2017/2018. 

 

386-2017 - Apologies 

 

Mr R Clark was absent from the meeting. 

 

387-2017 - Declaration of Disclosable Pecuniary Interests 

 

No declarations were made. 

 

388-2017 - Declaration of Non-pecuniary interests 

 

No declarations were made. 

 

389-2017 - Appointment of a part time Assistant Clerk 

 

Recommendation:  That due to the current and expanding workload, a part time Assistant Clerk be appointed, 

initially, for 21 hours per week. 

 

The Committee had reviewed the following documents for the Council’s consideration: 

 

• Person specification - Appendix 1 

• Job Description - Appendix 2 

• Job Advert - Appendix 3 

• Interview questions - Appendix 4 

 

It was anticipated that SALC will be able to provide an appropriate application form incorporating all relevant 

employment law requirements. 

 

Recommendations:  

 

1. That SALC be approached for assistance with the recruitment process.  There will be a cost  

involved, which was unknown at the time of the meeting.  

 

2. That the job advert be placed as follows (subject to cost) 
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• On the Parish Council’s website 

• On SALC’s website 

• On the “Indeed” recruitment website 

• On the “Monster” recruitment website 

• On the parish council notice boards and  

• On the WSVA and JWRA Facebook pages (subject to consent being granted). 

 

3. That Mrs Messinger, Mrs Wray and the Clerk prepare two practical scenarios to be part of the interview 

process, to test the written and oral communication skills of all candidates. 

 

390-2017 - Review of the job description for the Clerk to the Council  

 

The Committee reviewed the document. 

 

Recommendation:  That the revised document be approved. 

 

• Job description - Clerk to the Council - Appendix 5 

 

391-2017 - Review of the Clerk to the Council’s annual appraisal 

 

A copy of the Clerk’s appraisal had been circulated to the Staffing Committee via email in advance of the meeting. 

 

Recommendations:   

 

• The Committee verified that the Clerk’s work is to a very high standard, however, the Clerk and Chairman 

need to attend a course on writing appraisals at the earliest opportunity.  Confidential Report reference 

(SC.001) refers. 

• That, in principle, the Clerk be permitted to undertake the two year Community Governance HE (Higher 

Education) course and that funding be set aside to facilitate this.  Council to consider the proviso that the 

fees have to be repaid if the Clerk leaves the Council within two years of completing the course. 

 

• Annual appraisal - Appendix 6  

  

392-2017 - Review of the pay and conditions of service of the Clerk to the Council 

 

The Clerk is currently at the top of the relevant pay bracket.   

 

The Committee reviewed the Clerk’s contract. 

 

Recommendation:  That the minor amendments required to reflect previous resolutions of the Council be 

incorporated into the Clerk’s contract of employment. 

 

• Revised contract of employment - Appendix 7  

 

Meeting closed 4.43pm  

 

Date: 

 

 

 

Signed: …………………………………………… 

Chairman of the Council 


