
Staff 28.11.2023 – 002869 

Minutes of THE STAFF & ADMINISTRATION COMMITTEE held at 
The Old Station, Station Road, Groombridge on 

TUESDAY 28th NOVEMBER 2023 at 9.30am 

 
PRESENT Cllrs Andrew Fane (Chair), Robert Gordon-James, Diana 

Kelly 
 
In attendance:  Deborah Siddle - Clerk (minutes) 
    
Members of the public are encouraged to attend meetings and there is a 
10-minute opportunity for members of the public to address meeting. 
There were no members of the public present. 

 

1. APOLOGIES – Cllr Nick Anderson – family commitment 
       Cllr Linsey Winter – family commitment 

 

 2. DECLARATIONS OF INTEREST - none 
 

3. TO CONSIDER WHETHER TO EXCLUDE THE PRESS AND PUBLIC 
FROM THE MEETING DURING CONSIDERATION OF THE FOLLOWING 
ITEMS 4-9 PURSUANT TO SECTION 1(2) OF THE PUBLIC BODIES 
(ADMISSION TO MEETINGS) ACT 1960 ON THE GROUNDS THAT 
PUBLICITY WOULD BE PREJUDICIAL TO THE CONFIDENTIAL 
NATURE OF THE BUSINESS 

002599 RESOLVED to exclude press and public. 
 

4. MINUTES and MATTERS ARISING 

002600 RESOLVED that the minutes of the meeting held on 31st July 2023 were 
approved.   

 
 Completed Actions 

Minute no. Who Item 

Pg 2614 Clerks Promoted Operation Crackdown in the Newsletter 
Pg. 2781 Clerk Maintenance Person job description was re-drafted 

by the Clerk and circulated to Committee for 
agreement on email 

Pg. 2781 Clerk Individual met with the Clerk and Cllrs Kelly and 
Fane to discuss the Maintenance Person role and 
took the position  

 Actions from previous meetings still to be completed 
Minute no. Who Item 

Pg. 2474 Assistant 
Clerk/ 
Highways 
Coordinator 

Recommend to Council to hold an annual forum to 
allow the public to feed in highways related 
concerns in a solution-based way 

 Actions from this meeting 
Minute no. Who Item 

Pg 2870 Clerk Next Council agenda to engage Councillors more in 
reporting issues to relieve workloads  
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002601 Clerk Staff evaluation to be undertaken after the Parish 

Plan 2024-28 is completed 
Pg. 2871 Clerk Apply increments as outlined from April 2024 
Pg. 2871 Committee consider next autumn whether Clerk’s additional 

week’s holiday in 2025 would be paid or unpaid 

002602 Clerk Make changes to the Community Engagement 
Coordinator’s Job Description 

Pg. 2871 Clerk Recommend staffing and training 2024/25budget 
lines to Finance Committee  

002603 Clerk Recommend the Bullying & Harassment policy to 
Council 

002604 Clerk Recommend the Equal Opportunities policy to 
Council 

002605 Clerk Recommend the recruitment policy to Council 
002606 Clerk Recommend the Sickness and Absence policy to 

Council 
 
5. NOTE SALARY AWARD 

The back dated pay award had been applied to November salaries for the 
3 staff members on the NJC contract (agreed nationally in November, 
backdated to April). 
 

6. NOTE (VOLUNTEER) HIGHWAYS COORDINATOR’S HOURS 

The Committee noted that the Volunteer Highways Coordinator undertakes 
an average of 18.5 hours per month and that, if he were to leave for any 
reason, current staffing levels would be unable to absorb the workload.  
Members of the Committee agreed that WPC is very lucky to have his 
involvement but that in his absence WPC would be unable to provide 
current levels of Highways engagement. 
 

7. CONSIDER COMPLETED STAFF APPRAISALS 

Three appraisals had been undertaken and those staff members were 
congratulated for their performance. The Committee noted that workloads 
remain very high for all staff members and were raised as a concern in the 
appraisals across the board. 
 
7.1 Consider suggestions for Council 
The Committee agreed that the Parish Plan is important in setting priorities 
for the Council and managing workloads of staff. 
 
The calibre and number of Councillors is crucial in delivering on the parish 
Plan without overloading staff members. It is important to fill vacancies. 
 
Councillors could be engaged more in reporting issues to relive workloads 
– the next Council agenda should explain this and either show Councillors 
how to do so or flag up that information will be provided.  
 
The Clerk had instigated formal monthly work planning meetings for staff, 
to complement existing informal sessions. 
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7.2 Agree a staff evaluation after the Parish Plan 2024-28 is written 
Due to the importance of the Parish Plan on staff workloads, it was 

002601 RESOLVED that a staff evaluation should be undertaken after the Parish 
Plan 2024-28 is completed, to ensure roles and responsibilities meet its 
priorities. 
 
7.3 Agree increments to recommend to Finance Committee (Budget 
2024/25)  
Based on performance and available room on individuals’ scales, Finance 
Committee agreed salary scales for staff to take effect from April 2024. 
The detail is held on a confidential file note. 
 
The Committee also AGREED to confirm in Autumn 2024 whether annual 
leave to be given to the Clerk in 2025 would be paid or unpaid. 
 
7.4 Agree updates to Community Engagement Coordinator Job Description 

002602 RESOLVED to agree changes to the Community Engagement 
Coordinator’s Job Description. 

 
8. CONSIDER 2024/25 STAFF AND TRAINING BUDGET LINES 

The Committee AGREED the following budget lines to be recommended to 
Finance Committee as part of the budget setting process for 2024/25: 
4000 Staff salary    £58,500 
4001 Staff on costs   £15,000 
4003 Parish Maintenance Contract £  4,164 
4005 Clerical support & overtime £  2,000 

4007 Training    £  2,000 
4009 Conferences & Networking  £     500 
 

9. POLICIES: 

 

9.1 Bullying & Harassment 
002603 RESOLVED to recommend the Bullying & Harassment policy to Council 
 

9.2 Equal Opportunities 
002604 RESOLVED to recommend the Equal Opportunities policy to Council 
 

9.3 Recruitment 
002605 RESOLVED to recommend the recruitment policy to Council 
 

9.4 Sickness and Absence 
002606 RESOLVED to recommend the Sickness and Absence policy to Council 
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10. MATTERS OF URGENT IMPORTANCE FOR NOTING OR 
INCLUSION ON A FUTURE AGENDA - None 
 

11. TO INVITE THE PUBLIC TO RETURN TO THE MEETING IF THEY 
WERE EXCLUDED FOR THE PREVIOUS ITEMS 

002607 RESOLVED to invite press and public to return. 
 
12. DATE OF NEXT MEETING – to be confirmed, as required. 

 

 

The meeting closed at 10.05am 


