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Website: www.whitwickpc.org.uk 
18 August 2021 

 

To: The Chairmen and Members of the Staffing Committee 
(Cllrs Collins, T Gillard, L Spence – Reserve any councillor if requested)   
(copied to all parish councillors for information) 
 
Dear Members, 
I hereby summon you to attend a Meeting of the Staffing Committee to 
be held at 5.15 pm on Wednesday, 25 August 2021 (Park Hall, 
Whitwick Park, North Street, Whitwick, for the purpose of transacting 
the following items of business.  

Yours faithfully  

   
Cathy Tibbles, PSLCC 
Parish Manager 

Members of the public are welcome to attend and observe the meeting.  
Questions may be asked under the appropriate item if matters fall within the 

remit of the Committee. 
 
 
 

AGENDA 
 

 
 
2514. ELECTION OF CHAIRMAN 

 
2515. APOLOGIES FOR ABSENCE 

 
2516. DECLARATIONS OF INTEREST 
To receive declarations of interests in respect of items on the agenda.  
Members are reminded that they must declare whether the interest is a 
‘disclosable pecuniary interest’ (in which case you must leave the meeting 
while that item is under discussion) or a ‘disclosable non-pecuniary interest’ 
(where you may remain in the meeting, vote and speak on the matter 
unless to do so would compromise your impartiality or other obligations set 
out in the Code of Conduct).  

 

 

Parish Manager: Cathy Tibbles, Whitwick Community Office, 3a 
Market Place, Whitwick LE67 5DT 

(Tel: 01530 459527) (Email: clerk@whitwickpc.org) 

http://www.whitwickpc.org.uk/
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2517. PUBLIC QUESTION AND ANSWER SESSION 
 
2518. MINUTES 
Members to approve the minutes of the last Staff Committee meeting held 
on 8 October 2020 (previously circulated).   

 
2519. TERMS OF REFERENCE 
To review the terms of reference for the Committee and if required submit 
recommendations for any changes to the council (see attached).   
 
Members’ instructions are required. 

 
2520. PARISH MANAGER’S REPORT 
Members to consider the report of the Parish Manager (see attached) with 
relevant extracts from the Independent Staffing Review from November 
2020.   
 
Members’ questions are invited. 
2521. REVIEW OF COUNCIL DECISION 
As requested by council, members to reconsider the following decision 
(made over 6 months ago): Item 2389 - (e) Resolved to revise the 
Budget Plan version 2 by: adding £15,000 to a new apprentice role 
when homeworking had finished. 
 
Members’ recommendations to Council are invited. 
2522. STAFF APPOINTMENT REVIEW 
Members are reminded that the outstanding appointment for a Parish 
Warden for 3 hours per week will now be actioned by the Parish Manager 
when a job description, person specification and advertisement can be 
written, in conjunction with Cllr Collins.   
Further to the original recommendations in the Independent Review, and 
the subsequent potential changes for longer-term staffing, a variety of 
costings have been prepared.  Following the above review of the creation 
of the apprentice vacancy, members are invited to suggest to the Council, 
which of the following options provides the timeliest benefit for appointment 
(see attached costings). 
 
Members’ recommendations to Council are invited. 
 

 
Date of next meeting: to be set by mutual agreement if required. 
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MINUTES of the STAFFING COMMITTEE held VIRTUALLY ONLINE 
(via Zoom) on THURSDAY 8 OCTOBER 2020 at 8 pm under Local 

Authorities (Coronavirus) Flexibility of Local Authority Meetings (England) 
Regulation effective 04.04.2020 

 

Present:  Councillor T Gillard (Chairman) 

Cllrs L Collins, L Spence  

In Attendance: 

Mrs. C Tibbles PSLCC, Parish Manager/Responsible Finance Officer  

6 members of the public [not all present for the whole meeting] 

 

2272. ELECTION OF CHAIRMAN 

Resolved: That Cllr Gillard be elected as Chairman of the Committee 

for this civic year.   

2273. APOLOGIES FOR ABSENCE 

None. 

2274. DECLARATIONS OF INTEREST 

None. 

2275. PUBLIC QUESTIONS AND ANSWER SESSION 

None. 

2276. MINUTES 

Resolved: That, subject to amendment of Item 2151 to read 
“Resolved to put forward recommendation to full council” the 

minutes of the meeting held on 10 March 2020 be approved as a 
correct record and be signed by the Chairman at the Community 

Office the following day.  [NB Parish Manager’s note: presumably 
removing the words recruit two new members of part-time staff for a fixed 

term period in the first instance, subject to review,   ”] 

2277. TERMS OF REFERENCE 

Resolved: That the terms of reference be accepted without any 

amendments and to be signed by two members when convenient. 

2278. APPOINTMENT OF PARISH LENGTHSMAN 

Resolved that, as agreed by the parish council, a vacancy be 
advertised for a ‘Parish Warden’ with Cllr Collins assisting the 

Parish Manager with the recruitment process; the advert, job 
description, person specification to be drafted and circulated by 

email to members; with draft timescale for appointment process; 
the duties to include VAS installations, grit bin filling, potential 

litter picking in key parish locations, reporting street items to 
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correct agencies, grounds and tree maintenance checks on parish 
open spaces and any other duties as required.  Information would be 

emailed when drafted.  Members recalled the previous council view that 
snow clearance would not be undertaken and commented on not attending 

parish events unless in a voluntary capacity. 

2279. PARISH MANAGER’S REPORT  

Resolved: That the following actions be taken/noted: 
a) Timesheets – noted the suggested revised procedure for weekly 

timesheets by the Parish Manager since the March lockdown whilst 
homeworking; noted that the Chairman had now signed the past 6 

months’ timesheets; resolved that Cllr Spence would liaise with the 
Parish Manager on a suitable time to visit the Community Office 

and countersign the documents.  

b) Request for Annual Leave – resolved to authorise a new leave 
application for the Parish Manager, on a provisional basis; any 

change of date would be emailed by the Parish Manager to all councillors 
prior to a period of leave being taken;  

c) Roles and Responsibilities – resolved that following receipt of 
emailed questions, it would be helpful for the Parish Manager to 

circulate an existing document to clarify some of the roles and 
responsibilities of the council, the Parish Manager, a councillor, 

the chairman and the Responsible Financial Officer; 
d) Duty of Care – members noted the advice of the police with regard to 

safety of lone workers and the decision already made to purchase a 
webcam for the Parish Manager for use when visiting open spaces alone.  

Caution was expressed and the suggestion that councillors wear hi-vis 
and Parish badges, when visiting open spaces, to help identify their role 

was felt to be unnecessary; 

e) Training – Members considered the Parish Manager’s request to attend 
the SLCC National virtual Conference from 12-16 October, organised as 

a week long training festival for CPD, at a one-off heavily discounted 
member rate of £25 +VAT.  At the request of the Chairman, 

members gave delegated authority for him to instead invite the 
Administrative Assistant the next day to virtually attend the 

event to aid succession planning by the council, at the non-
member cost of £149 + VAT; if Ms Mabey was not attending, then 

the Parish Manager be permitted to attend.  Cllr Collins noted the 
council had required the Parish Manager to be CILCA qualified and felt 

that continuing her professional development was important; 
f) noted the Parish Manager’s reminder of the amendments needed to the 

model Discipline and Grievance policies but as this had not yet been 
started it would need to be placed on a future agenda. 

 

Full signature of Chairman: .......................................  Date: …......... 
 

The meeting terminated at 8.35 pm. 
No dates were set for further meetings. 



Date of last review – 9 January 2020  Next review: May 2020 
 

Adopted 2017 

WHITWICK PARISH COUNCIL  

TERMS OF REFERENCE AND DELEGATED POWERS   
Name of Committee  Staffing Committee 

 
Chairman and Members of this Committee  
Elections are made at the Annual Council meeting in May and terms of reference are held in 
the front of the Minute Book.  Any changes to this are by resolution of Council and updated 
accordingly in the front of the Minute Book.  There are 3 members appointed by council. 
Quorum: Three members.   
Reserve Members: any parish councillor may be invited to attend as a reserve member if 
needed to maintain a quorum. 
 
Functions, delegated responsibilities/authority and powers  
Committee is responsible for dealing with Parish Manager appraisals, institute disciplinary 
procedures and hear grievances of members of staff and the Parish Manager. 
Dismissal of the Parish Manager can only be undertaken on recommendation to, and with 
agreement of the full council (with the Appeals Committee not in attendance). 
Parish Manager carries out all communications with members of staff. They will be first 
contact to deal with potential issues. 
The Parish Manager is responsible for day-to-day matters involving staff, including 
authorising their holidays and time off as well as the work to be completed. The salary 
payments are organised through the Parish Manager and the external Payroll assistant. The 
Parish Manager will carry out the appraisals of staff. 
To delegate the Parish Manager, as Line Manager for staff, the authority to suspend staff if 
necessary under the disciplinary process while an investigation is carried out. 
The Committee will instruct when new job roles are to be advertised and the terms of that 
position.  Member(s) will also be invited to accompany the Parish Manager for job interviews. 
The Committee must at all times consider its duty to best value, Equal Opportunities (race, 
religion, gender, sexual orientation, marital status, age and any disability), Crime and 
Disorder, Health and Safety and Human Rights. 
 
Meeting venue and frequency 
Meetings are scheduled according to need/agreed schedule at Park Hall or at the 

Community Office. 

Officers requested to attend 
Parish Manager 

Reviewed by Councillors annually at first meeting following May 
 
Signed by:  
 

Print Name……..………..………..Signature………………………. Date…………… 
Chairman of Committee 
 
Print Name……..………..………..Signature………………………. Date…………… 
Member 
 
Print Name…..…………..………..Signature………………………. Date…………… 
Member 
SIGNED COPY IS KEPT BY THE PARISH MANAGER AND AVAILABLE ON REQUEST OR 
TO VIEW AT COUNCIL AND COMMITTEE MEETINGS. 
Any alterations to the functions, responsibilities or powers of this Committee to be resolved 
by Full Council and a copy of the signed form be held in the Minute Book. 
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PARISH MANAGER’S REPORT – 18 August 2021 

 

Background Information 

Following transfer of NWLDC assets in 2014 and increased responsibility for 
new council services introduced in 2016, the council appointed a Parish 
Manager (post formerly held by the Clerk).  During 2016 a part-time 
Administrative Assistant was also appointed – Ms Mabey is still in post.  The 
original post of Deputy Clerk was not replaced.  On 1 January 2017 I 
commenced employment as your Parish Manager, thankfully with extensive 
past experience and now, on the council’s instruction, with the CILCA 
qualification which enables the council to retain the General Power of 
Competence and operate more freely as a parish council.  Increased hours 
were worked in 2017 to respond to the inherited backlog and comply with 
audit inspections during the first six months, additional hours worked by 
Parish Manager on a temporary basis and the workload continued to increase 
in 2018 during/after studying (managing Park Hall, Community Office and 
arranging the tender for the grounds maintenance contract).  In 2019 a 
temporary increase of hours was trialled (by 10 additional hours to 50 hours 
combined) from April.  In April 2020 this was made permanent as workload 
had increased further.  As the council has become more established, there are 
community relationships with numerous organisations (as shown by the 
number of link councillors) and more responsibility for a growing number of 
functions. 

In January 2019 the request for review of staffing and workload was deferred 
by the council to December.  Following continued concern by members and 
staff about workload and longstanding tasks, I prepared optional costings for 
a part-time Bookings Assistant to give additional support for the Community 
Office from April 2020 (costing £3,200) and a part-time Lengthsman (now 
renamed Parish Warden) (£1600) but these suggestions were not approved.  
In October/November 2020 an independent Staffing Review was undertaken 
and a confidential report submitted to the council.   

The report set out the basis for its recommendations as follows: “This being 
a relatively new Local Authority the amount of officer time required to run its 
authority effectively will have to undoubtedly change as there is no historic 
data to refer to.  I have been informed that there is a considerable amount of 
outstanding governance matters yet to be dealt with such as GDPR (General 
Data Protection Regulation) administration work, tree surveys and business 
resilience planning just to mention but a few outstanding matters. There is a 
need for more officer time to undertaken essential tasks.  At present the 
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officer time consists of the Clerk contracted for 37 hours and an Administrative 
Assistant contract for 13 hours per week.  From this information it is clear 
that extra officer time is required for the authority to ensure that it is effective 
and efficient, also to future proof or have an element of succession planning 
for the future.”   

In January 2021, the council resolved to accept the assessment in the report 
to “recognise the demographics of the council and the 
services/functions now provided being accurately assessed as level 
LC3 as recommended by the independent Staffing Report;”.   

The council also resolved to appoint an apprentice and set a budget of 
£15,000 for this.   

Update 

I am sorry to report that changes to our operations (caused by covid and 
lockdown restrictions) have not allowed us to reduce the backlog but added 
to it considerably, with the H&S workload now also seriously in arrears.  
There are new responsibilities that the office has needed to absorb (remote 
working for 15 months, Community Crisis Team, new practices and 
legislation, new technology to adapt/use/issue) and the workload continues 
to increase – unexpected takeover of NWLDC litter picking scheme, FOI 
requests, legal matters (3 matters currently with our solicitor).  Whilst some 
projects are delivered and/or installed, this does not always conclude the 
item and they frequently require on-going time to manage e.g. the monthly 
VAS reports, management of extra assets, advice to working parties.   

Assistance from members with some tasks has enabled some functions to 
continue and whilst this is appreciated, for the council (nor staff) it is clearly 
not sustainable or the recommended solution for the council to function in 
this way.     

As the council is aware, a local authority (Parish / Town Council) is 
empowered to employ such officers as it sees fit to be able to discharge the 
functions of the Authority, this is laid out in S112 of the Local Government 
Act 1972.  This should provide continuity and sustainability. 

As requested by council, members are asked to reconsider their response to 
the report.  An independent “recommendation was made for consideration to 
be given to create and appoint a Deputy/Assistant clerk at SCP 25.” 

This is a recommendation I would endorse for serious consideration 
as the need for succession planning is closer than the council may 
have previously anticipated.  Whilst a holiday absence of the Parish 
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Manager can be a temporary situation, a locum Clerk would be 
recommended for other absences.  This option is not straightforward as 
it would need someone qualified to be available, preferably to have some 
link with Leicestershire and knowledgeable about Whitwick Parish Council 
and its services.   

 

CONCLUSION 
ITEM 2521  
There would be considerable difficulty in providing the right environment for 
an apprentice in the Community Office.  Training and supervision is a 
responsible and time-consuming role which I feel would likely outweigh the 
benefits to the council for a considerable time.  Offering an apprenticeship 
could be an option to explore at a future time when sufficient staff provision 
is available.   
ITEM 2522 
It is difficult to judge what the current employment market may offer in terms 
of applicants.  As members are aware, my ethos has always been that if the 
right candidate is not found then it is best to not appoint and instead to re-
advertise the vacancy at a later stage.  In the interests of protecting the 
council and wanting to make some provision for succession planning, it could 
be an option to advertise two potential vacancies and appoint to just one 
position.  There are numerous options available to the council and with further 
discussion and understanding there may be other costings that you require.  
Please see preliminary costings attached. 
 
Members questions are invited and recommendations requested. 
 
 

 
Cathy Tibbles 

Parish Manager 
 



DRAFT COSTINGS

 Spine 
Pt Hourly Rate

Pay Pds 
Weekly/ 
Monthly Av Hrs

Calculated 
New Rate Current Budget

Budget last 
year Notes

Provisional 
Cost of Pay 
Award Proj. Cost Changes +/-

Advertise Now 1.5% Est
Parish Warden 5 10.04 20 3 602.40         783.00           N/A 9.04           611.44       
Next Years costs 5 10.04 32 3 963.84         Next Year N/A 14.46         978.30       1,589.73    

Option to Defer
Office Apprentice Don’t know 15,000.00      N/A 15,000.00  

-             
3 Support Options for 12 months - to consider Using the Apprentice allocation of £15,000 Whole Year

Suggested pay scales used Cost
Admin Assist 7 10.44 4 27 4,885.92      4,885.92        -             73.29         4,959.21    
Next Years Costs 7 10.44 8 27 9,771.84      9,771.84        -             146.58       9,918.42    14,877.63  
Trainee Deputy Parish 18 12.98 4 21.5 4,837.21      4,837.21        520.00       72.56         4,909.77    
Next Years Costs 18 12.98 8 21.5 9,674.43      9,674.43        520.00       145.12       9,819.54    14,729.31  
Deputy Parish Manage 25 15.37 4 18.5 4,928.65      4,928.65        520.00       73.93         5,002.58    
Next Years Costs 25 15.37 8 18.5 9,857.29      9,857.29        520.00       147.86       10,005.15  15,007.73  

3 Comparisons - Full-time from 1/12 until budget spent
Admin Assist 7 10.44 8 37 13,391.04    13,391.04      -             200.87       13,591.91  
Trainee Deputy Parish 18 12.98 7 37 14,567.89    14,567.89      520.00       218.52       14,786.40  
Deputy Parish Manage 25 15.37 6 37 14,785.94    14,785.94      520.00       221.79       15,007.73  

(on-costs not calculated) Months that could be funded from budget if full-time

C:\Users\Clerk\Dropbox\Finance\Finance 2021-22\Staff Vacancy Forecasts 21-22 Next Year forecast
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