Didcot Town Council

Notice of a meeting of the
Personnel and Administration Committee
3rd February 2020 at 7.30pm
Park Room, Civic Hall, Didcot

Admission of the public and media
The council welcomes members of the public to its meetings in accordance with the
Public Bodies (Admission to Meeting) Act 1960.

Reports and minutes
We add reports and minutes to our website.

Recording, photographs and filming
The press or public may audio-record, photograph or film meetings, or report from
the meeting using social media. As such members of the public may be recorded or
photographed during the meeting.
We ask that anyone wishing to record or photograph the meeting notifies the Town
Clerk before the start of the meeting.

Public participation
The council welcomes the public’s involvement in meetings, which must be
accordance with our rules (Standing Order 18-20 on a matter before the Committee).
At the relevant time during the meeting, the Chairman will invite members of the
public to present their questions, statements or petitions.
To find out about participation contact the Town Clerk.

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235
ichard812637
Chapman, Town Clerk
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837

Agenda
1. To receive apologies
2. To receive declarations of interest
Members should declare any interests they may have on any item on this agenda
in accordance with Didcot Town Council’s Code of conduct.
3. To agree the minutes of the meeting held on 11th November 2019 as a true
record (minutes attached)
4. Questions on the minutes as to the progress of any item
5. To review the following documents from Oxfordshire Pension Fund:
 Administration Strategy – see document and TC report
 The Fund’s Data Retention policy – see OCC policy documents and TC report
 Adoption of the “Participating Employer Personal Data Retention Policy” –
draft policy
6. To review the Town Clerk’s probation period – see the progress on objectives set
at the three month review
EXCLUSION OF THE PRESS AND PUBLIC
Pursuant to Section 1 of the Public Bodies [Admission to Meetings] Act 1960 the
committee will be asked to exclude the press and public from the meeting on the
grounds that publicity would be prejudicial to the public interest by reason of the
confidential nature of the business to be transacted

7. To review the salary increments for DTC staff for 2020-2021 financial year – see
confidential report – restricted circulation
8. Staffing Report – see the confidential report attached – restrict circulation

Janet Wheeler
Town Clerk
28th January 2020
Voting Committee members: Councillors
Mr M Khan (Chair); Mr A Macdonald (Vic Chair); Mr A Thompson; Mrs V Haval; Mrs E. Hards
Nominated substitute Committee members: Councillors
Mrs M Walsh; Mr P Giesberg; Mr J Durman; Ms A Sandiford

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235
ichard812637
Chapman, Town Clerk
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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Didcot Town Council

Personnel and Administration Committee
Monday 11th November 2019 at 7.30pm
Park Room, Didcot Civic Hall
Minutes
Note: These minutes are subject to approval as a true and correct record
by the next meeting of this committee.

Present:
Councillors:
Mr M Khan
Mr A Macdonald
Mrs V Haval
Cllr A Sandiford attended in the audience.
Officers:
Mrs S Hickman (Finance Manager)

Public participation
None

24.

To receive apologies

Apologies were received from Cllr A Thompson and Cllr E Hards who is currently on
the list of substitutes.

25.

Declarations of interest

None

26. To approve the minutes of the last meeting held on 9th
September 2019
It was proposed by Cllr A Macdonald and seconded by Cllr V Haval to accept the
minutes without amendment. It was clarified that the vacant position on the
Personnel and Administration Committee had now been filled by Cllr E Hards at the
last Full Council meeting. Cllr A Sandiford was on the list of substitutes.

27.

Questions on the Minutes
3-1
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Cllr M Khan wanted an up-date on the Councillors’ Skills Audit. It was agreed that
the forms should be circulated in the new year but it was voluntary whether a
Councillor wanted to participate
.
Cllr M Khan confirmed that Mr Guy Langton would be joining Didcot Town Council as
the new Planning and Environment Officer. It was confirmed that Chelsey Lordan will
be promoted from Civic Hall Assistant to Environment and Events Manager. Sharon
Hickman has also been promoted from Finance Officer to Finance Manager and will
take up some of the managerial responsibilities left by the Deputy Town Clerk.
Cllr V Haval commented on the Environment and Events Officer as it was a new role.
Cllr M Khan confirmed that a member of staff who was now on maternity leave left
important work that needed to be addressed including the mayoral events and the
environmental work has also created the need for this appointment.

28.





















To review the following documents:
Grievance Procedure – a number of amendments were proposed:
Use of the word “informal” on section 2 –later retracted in the meeting
Taking out the his/her references
Amending other typos and grammar
Clarification of numbers of members on the panel – it was AGREED that the
panel should be a minimum of three
Clarification of time frames
4.2.3 – grievances with on-going members – it was AGREED to change this
to “former” Members
5.5 – needs clarification of the reporting procedure
5.6 – amend “chose” to “choose”.
Dignity at Work - Bullying and Harassment Policy - amendments
Clarification of the origin of this document – is it from NALC?
1.4.1 – Members’ – apostrophe
1.5.1 – the legal position affects the Council as a whole
Discussion on getting Councillors to sign to state that they have read and
agree with the policies. It will become part of the Members’ and Employees’
Handbook.
Member Officer Protocol
3.2 – up-date the automatic numbering
1.2 – insert “time to time”
3.2 – second 3.2 – Cllr V Haval asked about how the Working Groups would
work. It was clarified that best practice should have an officer present for
informal meetings concerning council land or property. The Town Clerk would
suggest an amended draft to make this clear.
8.2 top 8.2 – Cllr Khan wanted Deputy Chair to be added – Deputy Town
Clerk should also be removed.
8.3 – to say “and other Council staff where appropriate”.
8.5 – Revise the wording to include the Chair of the meeting but also to allow
the member of staff to give advice in the meeting.
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9.2 –Cllr Khan wanted to know what would happen if there is a grievance
raised – the Town Clerk to clarify.
Cllr V Haval discussed the limits between personal criticism or general
criticism for both Member to Member and Member to Officer.
10.3 – based on certain Council policies.

The documents were AGREED in principle and provide a framework that can be
amended and strengthened to meet the needs of the Town Council.
Amendments would need to be made before presenting these to the next Full
Council meeting.
The meeting closed with Cllr M Khan wishing the Civic Hall Manager well for his
coming operation.
The meeting closed at 8.30pm

Signed________________________________ Chair

Date _____________
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Didcot Town Council

Personnel and Administration Committee
3rd February 2020
Report author: Janet Wheeler

Town Clerk probation period
Introduction
1.

The current Town Clerk began her employment at the beginning of June 2019.
The six month probation period expired at the beginning of December 2019.

Background
2.

Didcot Town Council has had many changes of Town Clerk over the past four
years. There are a number of reasons why this has happened and it is now
essential that the Town Council moves towards a period of stability in this role.

3.

Best practice demands that a fully supervised probationary period with agreed
targets and a review after six months would be beneficial to both the
Councillors and the Town Clerk.

Agreed targets at the three monthly review







Sort out the Standing Orders and incorporate the mandatory sections from the
NALC generic version – to be approved by the September Full Council
meeting. Meetings of the Standing Order Working Group continue to be held
and progress is being made.
Review the Financial Regulations and amend as necessary for review by
F&GP Committee. The Financial Regulations were amended approximately
one year ago so a regular annual review is necessary.
Recruit either a Deputy Town Clerk or a Senior Administrator who can choose
to progress their career by studying for the Certificate in Local Council
administration (CILCA). Achieved.
Review the existing office staff to ensure best use of skills and career
progression. On-going as staffing continues to change in both the Town
Council and the Civic Hall.
Ensure that Council agrees a vision and objectives for the next four years. Not
achieved so far – the Council needs to come together as one corporate body.
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Enter Didcot Town Council in the Local Council Award scheme to achieve at
least Quality status – and work towards the Gold status. Not possible until the
Standing Orders contain the correct legal text as recommended by NALC.

Recommendation
That the Committee note the status of the probationary period and the current
objectives. That the Committee consider any further objectives that they wish
to add or any that they wish to remove as not being possible for the Town
Clerk to achieve. That the Town Mayor and the Leader convene to conduct a
six month review.
Risk and Legal Implications
4.

The Council is committed to making sure the Standing Orders incorporate all
the mandatory sections as soon as possible. It would be wise to be in a position
to assure the auditor that this has now happened.
It is crucial that the newly elected Council agree what they wish to achieve in
the next four years. This will then feed into my objectives and that of the staff
and ensure better value from those employed at Didcot Town Council.
The Local Government Award Scheme will be proof that Didcot Town Council is
a Council that has suffered a great degree of change but is still a well-run
Council that can claim at least a Quality or even a Gold standard.

Janet Wheeler
Town Clerk
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