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1.0 Background 
 
1.1 We were appointed to undertake a staffing review for Quorn Parish Council. 

The need for this review arose from recommendations contained in a report 
written by Leicestershire and Rutland Association of Local Councils (LRALC). 

 
1.2 Authorisation for the work was confirmed by e-mail on 7 November 2018 

following Council resolution on 6 November 2018 (minute 189(d) refers). 
 
1.3 A programme of in-house consultation with both staff and members was a 

requirement of the review. To assist in this the employees were sent a 
questionnaire for completion, which was designed to inform as background 
information for the benefit of the reviewer and which acted as a stimulus for 
the one-to-one staff meetings. A copy of this questionnaire is attached as 
Appendix A 

 
1.4 In order to be properly briefed to conduct the review there was a pre-meeting 

with the Parish Clerk, a guided tour of the Council’s key facilities/sites/land 
holdings, a meeting with the Chairman of the Council, an evening meeting with 
all councillors (bar one who was away), and individual one-to-one meetings 
with all members of staff.  

 
1.5 Furthermore the review included reading of official documentation, including 

contractual documents, job descriptions and person specifications.  
 

1.6 Grateful thanks are expressed to everybody who has assisted with, and fully 
co-operated in the review. Recommendations are clearly shown emboldened 
within the report and they are all repeated in the summary section 7.  
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2.0 A Brief Contextual Introduction to the Report  
 
2.1 Quorn Parish Council is located within the Charnwood Borough of 

Leicestershire. The population at the time of the last census in 2011 was 
5,177. There have been a number of new housing developments built in the 
succeeding period. 

 
2.2 The Parish Council comprises eleven councillors. All councillors are active as 

evidenced by attendance records. The next elections will take place in May 
2019. 

. 
2.3 Quorn Parish Council’s precept in 2018/2019 financial year is £239,252. This 

equates to an annual sum of £108.83 for a Band D council tax payer. By 
comparison the average Band D precept in Charnwood Borough is £85.39. 
This includes a number of inactive and/or relatively moribund local councils, 
which has the effect of reducing the average. Within Charnwood District five 
local councils currently levy higher Band D precepts than Quorn, namely 
Anstey, Barrow-upon-Soar, Mountsorrel, Syston and Thurmaston.  

 
2.4 The Council provides a wide range of services. These include a prestigious 

Park with Green Flag accreditation, recreation areas, public open spaces, 
children’s play sites, public toilets, Village Hall, a new Community Hall, 
including community library. It also organises, facilitates and/or helps sponsor 
numbers of community and civic events, and provides a community grant aid 
scheme. It is a consultee on planning and other issues and preparation of a 
Neighbourhood Plan is at an advanced stage. Full details are set out in section 
4. 

  
2.5 The Council’s establishment currently comprises four posts, which equate to 

3.08 full-time equivalents, as two of these positions are part-time. These are 
listed in detail in section 5.  

 
2.6 Staff morale is currently poor. There is no single reason for this. Factors 

include workload pressures, misunderstandings of the proper roles of Officers 
and Councillors as previously cited by LRALC, and tensions with some elected 
councillors.  Relationships between staff were positive though internal 
communication was viewed as an area requiring improvement. 

 
2.7 In the Council there has not been the focus on upskilling and personal 

development as has been undertaken by other similar sized councils. 
Notwithstanding this there was evidence that members of staff are committed 
to the Council and their work and wish to be part of a successful staff team 

 
2.8 There are tensions in relationships between various members, and groups of 

members. Issues driving these tensions were almost exclusively minor in 
nature but have taken on a level that is disproportionate and is now actively 
working against the interests of the Council and Village. This is unfortunate 
given the fact that all councillors are dedicated to those institutions and have 
significant achievements behind them.  
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2.9 From discussions with councillors it was clear that there are concerns to 
ensure that the Council’s structure works well and that issues of capacity 
deficit, if identified in this review, are addressed. The very commissioning of 
this review confirms a Council concerned for the wellbeing of its labour force 
and prepared to institute change where evidence-based analysis shows that 
this can help to improve performance.  

 
2.10 Section 3 of this report contains a brief executive summary. Section 4 focusses 

on the Council’s services and workload issues related thereto. Section 5 
addresses issues of staff capacity and structure and proposals to address the 
requirements of the core brief, all evidence based. Section 6 looks at other 
issues identified in the review which need addressing. Whilst not referred to 
specifically in the brief they have a direct impact on staffing. It may be that 
LRALC are also looking at some of these areas as part of their review also. 
These issues include Staff Appraisal, Training and Development, HR advice, 
and the Role of Volunteers. Section 7 summarises the report’s 
recommendations, each costed. Finally Section 8 contains all the appendices 
specifically referred to in the main text.  
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3.0 Executive Summary 
 
3.1 Overall this review considers that the Parish Council is at a key period in its 

development. There is clear evidence of ambition in terms of service provision 
and there have been many positive achievements. Historically some projects 
have not been progressed as smoothly as they might because governance 
structures have lacked clarity. The structural failings have their roots in 
capacity overload, and because roles and responsibilities have not been 
understood as they might; not because of individual shortcomings. The key 
foci to date appear to have been on administration rather than management, 
and on fire-fighting. 

 
3.2 There is little evidence of clear strategic direction and intent in issues of 

forward planning and development, though the Neighbourhood Plan is one 
area which bucks this trend. The Council’s current structures are not 
considered appropriate or fit for purpose. This has been recognised and 
LRALC is actively working with the Council to improve matters here. 

 
3.3 There is currently little synergy between the staff establishment and the 

Council’s democratic services, and the latter’s terms of reference have 
significant overlaps of accountabilities which can confuse and is evidenced as 
causing conflict. This in turn leads to staff and councillor involvement in 
attempting to resolve misunderstandings, all of which gives added pressure to 
the Parish Clerk and her team. This also is being reviewed by LRALC. 

 
3.4 The report recognises that there are too few members of staff to meet the 

administrative and operational needs of the Council. This has come to a head 
with the development and opening of the Old School Building, but capacity 
would be an issue still needing addressing regardless of this project, but not 
on the scale now identified.  

 
3.5 The review acknowledges the considerable time and effort that councillors 

give to their roles. Motivations are not questioned. However in many aspects 
some councillors have stepped beyond their defined role and performed duties 
that are the preserve of paid staff. In part this has been because without this 
intervention things would not get done, and examples of this are provided 
within the Section 4 narrative. However what is unacceptable is when this has 
transcended into individual councillors pursuing personal agendas, and 
instructing officers, where they have no powers to do so. This is clearly 
demotivating, is damaging to the Council’s corporate image, specifically in the 
wider community, and leaves the Council open to challenge. As a 
consequence the proposals contained within this report for enhanced staff 
hours are focussed on those key areas of the Council’s operations where such 
interventions have been most apparent and where current resource levels are 
most inadequate. 

 
3.6 The solutions proposed within this report include a clearer demarcation of 

roles and accountability, the creation of some new posts to address capacity 
issues and areas of identified need and for a much greater focus on 
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performance management, and training and development. These are all fully 
evidenced within the report and subject to formal recommendations. 
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4.0 Council Services and Workload 

4.1 Quorn Parish Council provides a wide range of public services, certainly 
greater than those provided by most other similar-sized local councils. 
Effective management and delivery of these services requires an investment 
in staff time. However before any evaluation of what those staff resources 
need to be is possible, it is first necessary to identify the services involved and 
the associated workload implications.  

 
4.2 The services can be assigned to one of four categories, namely Corporate 

Services, Grounds and Horticultural Services, Buildings, and Community 
Services. These are recorded in detail in paragraphs 4.3 to 4.6 inclusive. 

 
4.3 Corporate Services  
 
4.3.1 Corporate Services are those that focus on the Council’s good governance, 

including relating to finances and support administration. They include though 
this may not be an all-inclusive list: 

 

• The Council’s Corporate Governance 

• All Finance (supported by Specialist Contractor support, if required). 

• Payroll and Superannuation. 

• Human Resources. 

• Democratic Services – Council, Committees, Working Parties etc.  

• Information Technology (supported by external contractors as 
necessary). 

• Internal audit (supported by external contract). 

• Data Protection (GDPR) and Freedom of Information 

• Insurances  

• Legal Services (supported by external Solicitors and/or NALC/LRALC 
advisory). 

• Information technology and data security 

• Internal communications. 

• Policies and Procedures 

• Project feasibility studies and plan developments 

• Training and Development of Staff 

• Council Offices, including HASAW and Risk Management. 

• Complaints. 

• Developing projects and implementation of decisions in accordance with 
Council policy instructions. 

• Hall bookings administration 
 
4.3.2 Time spent on democratic services at present is extensive and impacts on the 

Parish Clerk’s wider workload obligations, though the Assistant Parish Clerk 
does assist here. The Parish Clerk estimates she spends some 75% of her 
full-time 37 hours per week on this aspect of her work. There are too many 
committees and too many meetings. This aligned with a cumbersome 
structure clearly impacts adversely on capacity. LRALC is currently reviewing 
this aspect of the Council’s operation. 
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4.3.3 In relation to matters of personnel management (HR) the Council is under-

performing and at risk. Capacity is the primary identified reason for this. There 
are few appraisals, and those that have taken place have been unstructured, 
there is no programme in place for training and developing staff (or councillors 
for that matter) and an inadequate budget for this. Internal communication is 
poor. Most importantly some councillors have assumed a managerial mantle 
and assumed duties properly the preserve of the Parish Clerk, including 
instructing staff. LRALC has identified areas of concern here. Councillors as 
individuals, even the Chairman of Council, have no such powers. These 
matters too are addressed in section 6. 

 
4.3.4 The Parish Clerk spends a minimum two days monthly in maintaining the 

accounts. The Scribe accounting package is relatively straightforward to use. 
Notwithstanding with the advent of full opening of the Old School in early 2019 
the number of financial transactions will significantly increase, both creditors 
and debtors. The way the Council operates at present is less time efficient 
than it should be; for example the Council does not do electronic banking and 
persists with writing cheques. The Scribe accounting package is not 
compatible with the newly purchased Hallmaster booking system. When the 
staffing levels are where they should be this needs urgent attention.  

 
4.3.5 The Assistant Parish Clerk assists the Parish Clerk but most of her time is 

spent administering Hall bookings and related aspects including undertaking 
customer liaison. This aspect is covered in detail in paragraph 4.5.  

 
4.3.6 The current staffing stretched as it is means there is little or no opportunity for 

the Parish Clerk to walk the job, provides no cover for the accounts function, 
and leaves minimum time at best to address many of the corporate 
governance tasks previously recorded in paragraph 4.3.1 Such existing 
capacity concerns will become even more manifest once the Old School is 
fully functioning. 

  
4.4 Grounds and Estates Services 
 
4.4.1 The Council’s grounds and estates portfolio is extensive and includes a large 

number of sites. These include: 
 

• Stafford Orchard Park (Green Flag accredited). The Park has its own 
Park Office and Depot/Workshop. 

• Memorial Garden at the Cross * 

• The Banks 

• Caves Field 

• Churchview Gardens * 

• Loughborough Road Bed and Planters in Station Road * 

• Tom Long’s Meadow 

• Fenny Copse Farm 

• Swyne Garden 

• Churchyard Extension 
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• Maintenance of assorted amenity and public open space sites 
 
4.4.2 The full-time Groundsman assisted by the Grounds Assistant (part-time, 15 

hours per week) is accountable to the Parish Clerk and through her to Council 
for maintaining Stafford Orchard Park to Green Flag standards, and for 
maintaining the Council’s other green spaces. 

 
4.4.3 Some areas are maintained to a high standard by volunteers, these are 

recorded with an *. The Village achieved a Silver Gilt award in the 2018 East 
Midlands in Bloom competition. Specific issues relating to working with 
volunteers are recorded in paragraph 6.5. All volume grass cutting is 
undertaken by external contractor. A contractor plants up hanging baskets. 
Charnwood Borough council is responsible for emptying dog bins and litter 
bins from the Park and other Quorn Parish Council land under contract. The 
Groundsman is responsible for supervising these contractual arrangements.  

 
4.4.4 Stafford Orchard Park is the Council’s prime grounds asset. This received 

significant Lottery funding in 2009 and is an asset that any local community 
would be proud of. The Park incorporates a sensory garden and other planting 
schemes, designated walkways/trails, attractive children’s play area facilities 
and quality street furniture. A ten year maintenance plan for this area was a 
requirement of the initial funding. The schedule of work contained therein in 
the form of an agreed Action Plan is extensive and lists accountabilities and 
dates. This programme concludes next year and future arrangements will 
need to be put in place by the Council to ensure ongoing maintenance of 
standards. There is no apparent reason why any future arrangements need 
vary significantly from the current programme. 

 
4.4.5 Overall staff resources are tight and would be impossible without the volunteer 

input. Some of the Groundsman’s time has been required to undertake basic 
handyman tasks at the Old School. This has had a marginal impact on his core 
duties. 

 
4.4.6 Areas that have been identified as requiring greater focus include planned 

planting, weeding/hoeing, and replacement of dead plants. At the time of the 
review there was an identified issue here though this would not be immediately 
apparent to an untrained eye. However this was inevitably impacted upon by 
the Groundsman’s absence for some three weeks on stress-related sickness.  

 
4.4.7 Play equipment maintenance and inspections is undertaken daily and 

documented records are maintained. This is essential to meet the Council’s 
legal liabilities. It is essential that similar risk assessment detail is applied to 
other aspects, including maintenance of equipment, supervision of electrical 
services within the Park, undertaking of riparian inspections etc.  

 

4.4.8 Time sheets are completed by the Groundsman and have been viewed as part 
of this review. The extent to which this is useful is open to question though the 
records do show the diversity of work undertaken. The prime focus not 
surprisingly shows as Stafford Orchard Park maintenance followed by 
horticultural and other maintenance on other sites. The time sheet for August 
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for example shows 30% on the former and 25% on the latter, including 
watering. Other areas included toilet maintenance and cash emptying (4%), 
dog bins and equipment checks (6%), and installation and maintenance of 
seats (3%). Meetings, travel time, user liaison, timesheet completion and 
issues associated with the Old School were other recorded issues. Bank 
holidays, official leave and sickness accounted for 18%. This is of course 
purely illustrative. Percentages will change from month to month dependent 
on seasonal ground conditions and work priorities generally.  

 
4.5 Buildings 
 
4.5.1 The Council owns, manages, maintains, and hires out two public buildings as 

follows; 
 

• Quorn Village Hall 

• The Old School 
 
4.5.2 The Assistant Parish Clerk administers Hall bookings, and undertakes 

customer liaison. Some two-thirds of her weekly hours (she is contracted for 
25 per week) are so allocated. Prior to the opening of the Old School she had 
two letting areas only to administer, both in the Village Hall. This will treble in 
number with the inclusion of the Old School. Other elements of her time are 
spent in ensuring the venues are clean, repairs are organised and emergency 
procedures are in place. Duties associated with hall lettings are extensive. 
These include initial contact, showing customers round, ensuring booking 
documentation is correctly completed and in order, completing the 
computerised diary record, sending an invoice including deposit, checking the 
fee is paid, ensuring set up of the room to the hirer’s requirement, welcoming 
the hirer in, checking the condition of the room after the hire is complete in 
case the deposit needs to be retained in whole or in part, any follow up 
correspondence, and banking of income. 

 
4.5.3 The Village Hall, which also currently serves as the Parish Council office (this 

is soon to relocate to the Old School) is well used. In financial terms budgeted 
income at £24,000 exceeds budgeted expenditure of £17,850 in the current 
financial year.  

 
4.5.4 There are aspects relating to the Village Hall operation, which are 

unsatisfactory and unsustainable. Not least the Chairman is the only 
emergency call-out. This is unacceptable. His day-to-day involvement in 
technical based issues regarding the building’s operation is also of concern 
and unfair on the individual concerned.  

 
4.5.5 Currently cleaning of the Village Hall is undertaken by two local residents. 

These are not employees but they work under contract. This arrangement is 
cost-effective but may not be sustainable long-term due to age factors. 
Cleaning standards are not high. One hour a day is an under-provision given 
the size of the building. Similar facilities elsewhere would suggest this is 
probably half an hour a day less than normal usage would require. This aspect 
is reviewed later in paragraph 5.15. 
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4.5.6 The Old School is the Council’s newest physical asset. To date elected 

members have played a significant role in the initial set up, including decision-
making. Not all of this has been through Council; fees and charges for 
example. Some parts are in use including the Meeting Room, Café and 
Community Library but other parts including the Offices, Council Chamber and 
Main Hall are awaiting completion. Workload associated with a building of this 
size, including user/customer liaison should not be under-estimated. 

 
4.5.7 For both the Village Hall and Old School there are countless managerial and 

technical-based aspects of their operation, which the Council cannot at 
present confidently deliver on. These include daily inspections of fabric and 
services, organisation of heating management, routine and emergency 
maintenance, risk assessments (documented), regular inventories, out-of-
hours lock up and key holder duties generally, and toilet inspections. Effective 
promotion and marketing will be critical to future success once the premises 
are open. 

 
4.5.8 Skill sets associated with these aspects are not presently all to be found within 

the establishment. These include in the disciplines of forward planning, 
budgeting and implementation strategies, planned and reactive maintenance, 
lifecycle modelling and expenditure analysis, health and safety requirements 
and other related legislation, and development of robust operational policies 
and procedures.  

 
4.5.9 Regarding policies, the fees and charges for both buildings are critical. Current 

charges are not evaluated by reference to competitor charges within the 
broader area, nor according to viability assessments. Different charges to 
reflect charity, community and commercial hires and to reflect additional costs 
at weekends are all factors that need to be looked at. This is a matter for the 
staff to advise upon and for councillors to resolve. Time spent on such task, 
which has an inevitable staffing time impact, will be repaid many times over if 
the exercise is professionally undertaken annually.  

 

4.6 Community Services 

4.6.1 For the purpose of this review Community Services are defined as those other 
services that the Council provides that have a community bent to them, and 
which do not fit neatly into any other category. These include: 

 

• Community Library 

• Community Consultation and Liaison 

• Planning Representations 

• Neighbourhood Plan 

• Representations on consultations from other public bodies, including 
principal councils 

• Community Grant Aid 

• External communications, including website and social media. 

• Public Toilets in the Park 
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4.6.2 The services identified in this category are essential to the Council’s public 
reputation. These all impact to a greater or lesser extent on the way the 
Council is perceived and all bear upon the community’s quality of life.  

 
4.6.3 Quorn is one of the first council’s nationally to protect its Library service by 

providing a Community Library facility. This has been achieved in conjunction 
with Leicestershire County Council and courtesy also of a large number of 
volunteers. Without this intervention the Village would have no Library. This is 
a significant achievement for a relatively small council. The operation is totally 
through volunteers and a large number have been recruited working under the 
guidance of a Volunteer Co-ordinator. 

 
4.6.4 The Planning consultation service currently is managed by councillors and the 

Neighbourhood Plan also by councillors and volunteers, with some support 
from the Assistant Clerk and Parish Clerk. 

 
4.6.5 The website, part of a Quorn community initiative, is up to date (unlike many 

in the sector), is easily navigable and contains key documents. It is worthy and 
unexciting. More could be done with the Parish Council’s pages but it is 
appreciated there will be resource implications. The current site does not 
promote the work of the Council as it may. Social media is currently limited to 
promoting events.  

 

4.6.6 The public toilets in the Park are of good standard with three individual units, 
coin operated and by radar key for the disabled. They are inspected by the 
grounds staff. Cleaning is by contract and Groundsman cover though this 
needs review. This is addressed in paragraph 5.15.3. 

 
4.6.7 Where there are work implications associated with community services these 

will mostly fall on the desk of the Parish Clerk, other than related to toilets 
where the Groundsman currently has line responsibility. 

 
4.7 Given the volume of work identified it is inevitable that some councillors have 

become actively engaged in helping out; and perhaps inevitable also that there 
has been some crossing into the responsibilities of the paid staff, but of course 
this is not proper or legal. As the Chief Executive Officer of LRALC observed 
in his recent advisory report to Council “Councillors are becoming far more 
involved in operational matters than is normal, especially in relation to staff 
supervision/direction and council projects. Solutions identified and 
implemented are often based on the skills set or personal interests of a specific 
councillor or councillors, rather than considerations of whether a role is an 
officer of councillor one in the first place.  This is symptomatic of what seems 
to be a culture within the council of councillors becoming involved in council 
matters and projects at a macro level, rather than having an overall strategic 
focus and making high level decisions at an organisational level which enable 
professional staff to get on with managing the day to day operation of the 
council, its services, and projects.  An example of this is arguments between 
councillors and officers about individual flower beds and types of plants used.” 
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4.8 To develop this theme further it is important to recognise  the responsibility of 
the Parish Clerk as Proper Officer to ensure all council policies/decisions are 
implemented and all necessary related tasks are undertaken and how that is 
done. It is for councillors to determine the services to be delivered and the 
priorities to be applied, taking into account professional advice provided by the 
paid staff. Basically as confirmed by Richard Walden, Editor of the Parish 
Clerk, the official journal of the SLCC in the November 2017 edition, “Relations 
remain steady where councillor and officer fully understand and act within their 
very different functions. Councillors determine policy, make decisions – 
officers provide all necessary advice and information including 
recommendations and then implement the council’s decisions,” 

 
4.9 The issues of capacity deficit and accountability confusions identified within 

this section are resolvable with focus and goodwill and with enhanced staffing. 
This is evidenced further in section 5.  
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5.0 Staffing, Current and Proposed 
 
5.1 The Council’s current staff establishment contains the following posts. All are 

full-time unless otherwise indicated. All posts are currently filled. 
 

Scale Point Post/Job Title 

36 Parish Clerk/Responsible Finance Officer 

20 Assistant Parish Clerk (25 hrs. p.w.) 

23 Groundsman 

13 Assistant Groundsperson (15 hrs. p.w.) 

 
5.2 A copy of current salary scales as recommended by the National Association 

of Local Councils and Society of Local Council Parish Clerks is attached as 
Appendix B. It should be noted that this review has not been asked to look at 
the salary grades of the existing employees, only those newly proposed. 

 
5.3 The Parish Clerk’s position was job evaluated by LRALC in 2016. The 

recommendation was a scale of LC2 above substantive. At Council on 26 July 
2016 Council resolved to pay the Parish Clerk on spinal point 36 including an 
increment for the CiLCA qualification (minute 16/036b). 

 
5.4 The Assistant Parish Clerk position is currently filled on a temporary basis 

pending the outcome of this review. The salary grade was approved by 
Council on 26 July 2018 (minute 16/036). 

 
5.5 The Groundsman’s salary was agreed as spinal point 23 following a 

recommendation after job evaluation. This was resolved at Council on 12 July 
2016. 

 
5.6 The Assistant to the Groundsman post was appointed by Council on the spinal 

point 13. This followed evaluation of the Groundsman’s duties and changes to 
the litter picking regime, which was contracted out. It also recognised capacity 
issues at that time.  

 
5.7 The contractual documentation related to each current post is fully in 

place...All employees have a contract of employment and for each post there 
is a job description and person specification. Some of the job descriptions 
need a degree of updating. All employees are in the Workplace pension 
scheme, with the Council contributing 3% of salary and the employees a 
matching sum or greater, according to personal wishes. 

 
5.8 The Parish Clerk is overall accountable for the Council’s corporate governance 

and serves as Proper Officer. Being also the Responsible Finance Officer 
(RFO), she is accountable for the Council’s financial management controls 
and ensuring that the council operates lawfully at all times, and that effective 
systems of internal control are in place to provide such public assurance. She 
operates within the meaning of the Accounts and Audit Regulations 1996 and 
subsequent legislation, and is overall accountable for all the financial records 
of the Council and the careful administrations of its finances. For both aspects 
these are duties acknowledged in legislation; respectively section 101 of the 
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Local Government Act 1972 in respect of the role of Proper Officer and section 
151 of the same Act regarding a Responsible Finance Officer (RFO).  

 
5.9 In looking at the council’s staffing in a holistic way it is imperative to ensure 

that duties within the officer team are undertaken at the most appropriate level 
and by the right people with the appropriate skill sets. This also requires a 
structure in place that aligns with the Council’s democratic services and that 
has clear accountability including for executive decision-making within 
approved policy.  

 
5.10 During the review everybody who was spoken to confirmed the view that there 

are real capacity issues needing to be addressed by this report. However there 
was no single consensus as the best way to proceed. This review concludes 
that the key priority must be to give the Parish Clerk enhanced support, but 
that the best way to do this is not by recruiting for a new Deputy Parish Clerk 
post, which would be a relatively expensive option that would only succeed in 
cloning the Parish Clerk role. Whilst it is appreciated this may not necessarily 
address future succession planning, that is viewed as a long-term issue whilst 
the Council’s immediate concerns are the here and now.  

 
5.11 This review identifies the need for a Facilities Officer post to deliver technical 

and commercial skill sets not currently available. Also identified is the need for 
some enhanced office hours of 15 per week, an additional five hours per week 
in the grounds team, and the engagement of in-house cleaners for the Old 
School. These are outlined further in paragraphs 5.12 to 5.14 respectively.  

 
5.12 Facilities Officer 
 
5.12.1 As already identified there is a need for a new post to oversee the Old School 

and Village Hall, and take supervisory responsibility for security, maintenance, 
cleaning and caretaking, promotion, and the like.   

 
5.12.2 The person to fulfil this position will need a range of skills, embracing inter-

personal, practical and administrative. It is not a desk job though there will be 
desk elements. It will be hands-on, which will include the need for unsocial 
hours working. This will not be a 9 – 5 job and this needs to be made clear at 
the outset. The individual will need to get their hands dirty on occasions, 
including basic maintenance, cleaning and caretaking. 

 
5.12.3 A job description and person specification has been prepared for the new post 

of Facilities Officer and these are attached for consideration as Appendices C 
and D respectively.  

 
5.12.4 The post has been job evaluated against the Green Book scheme and scores 

406 points. This equates to a salary within the range of LC1 below substantive 
(23-25). A salary at the same level as the Groundsman, spinal point 23, would 
be appropriate.  

 
5.12.5 For information the Green Book single status job evaluation scheme against 

which this proposed new post has been job evaluated, requires assessment 
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against thirteen categories. These are Knowledge and Skills (4 categories) – 
Knowledge, Mental Skills, Interpersonal and Communication Skills, and 
Physical Demands; Effort Demands (4 categories) – Initiative and 
Independence, Physical Demands, Mental Demands, and Emotional 
Demands; Responsibilities (4 categories) – Responsibility for People, 
Responsibility for Supervision/Direction/Coordination of Employees, 
Responsibility for Financial Resources, and Responsibility for Physical 
Resources, and Environmental Demands (1 category) – Working Conditions. 

 
Recommendation 1: That a new post of Facilities Officer is created on a 
point within salary scale LC1 above substantive, on spinal point 23 and 
that the duties and person specification for this post are broadly in 
accordance with the draft proposals contained in Appendices C and D 
attached. 

 
5.13  The General Office 
 
5.13.1 There is a clear shortfall of hours in the Office, and this situation persists now 

and will be exacerbated in 2019. 
 
5.13.2 It is clear that the current temporary Assistant Clerk position is working well. 

The Parish Clerk is satisfied with the post holder’s performance and she has 
an understanding of her brief. However she has little capacity to help the 
Parish Clerk in areas of work other than related to committee support and Hall 
bookings for both buildings, including generation of invoices and customer 
liaison. The 25 hours per week is considered appropriate for that.  

 
5.13.3 It would be best to re-designate this post as Administrative Officer as the 

current job title suggests a broader remit which is not achievable or realistic. 
 
5.13.4 The job description for this post has been reviewed and amended, and is 

attached as Appendix E. Councillors will need to refer to that alongside the job 
description for the original post, which was a pdf document, in order to note 
the key changes. No change to the grade of the post is proposed. 

 
5.13.5 There is a need for a new post in the Office to address the broader capacity 

concerns. This is proposed as Senior Administrative Officer, 20 hours per 
week (preferably four hours a day Monday to Friday but this could be 
negotiable for the right person). 

 
5.13.6 A job description and person specification for this post have been prepared. 

These are attached as Appendices F and G respectively. It will be observed 
that there is a book-keeping element to this post to address an identified 
potential risk issue for the Council.  

 
5.13.7 This post is critical if the Parish Clerk is to discharge her managerial 

accountabilities. The post has been job evaluated against the Green Book 
scheme and scores 413 points. This equates to a salary within the range of 
LC1 below substantive (23-25). A salary at the same level as the Groundsman 
and Facilities Officer (proposed), spinal point 23, would be appropriate.  
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Recommendation 2: That the existing Assistant Clerk be re-designated 
Administrative Officer and that the job description for this post be 
amended as indicated on the job description, attached as Appendix E. 
 
Recommendation 3: That a new post of Senior Administrative Officer, 
part-time 20 hours per week is created on a point within salary scale LC1, 
on spinal point 23 and that the duties and person specification for this 
post are broadly in accordance with the draft proposals contained in 
Appendices F and G attached. 

 
5.14 Grounds 
 
5.14.1 During the review some consultees suggested there is a shortfall in resource 

in the Grounds team. Compared with other councils with similar landholdings 
this would initially appear to be a valid observation. However it needs bearing 
in mind that all grass cutting is contracted out and some areas are maintained 
by volunteers. Also relevant is that the Groundsman has this last year assisted 
in many areas at the Old School on an as and when basis in basic handyman 
tasks, liaison with contractors etc.  

 
5.14.2 Since the Assistant Groundsperson was recruited in 2016 one additional 

parcel of land at Fenny Copse Farm has been acquired, which is cut by 
contractors, and which other than inspection and supervision has minimal 
resource implications. The Old School will have some marginal impact on 
grounds resources; mainly weeding around the walls/surfaces and some 
planting maintenance.  

 
5.14.3 The review concludes that there is a need for an additional five hours per week 

allocated to the Assistant Groundsperson. With proper targeting of resources 
to those areas most requiring of attention, aligned with development of an on-
going work plan these additional hours would suffice.  

 
Recommendation 4: That an additional five hours per week be allocated 
for the Assistant Groundsperson post, thereby increasing the current 
contract of 15 hours per week to 20 per week. 

 
5.15 Cleaning and Caretaking – The Old School and Village Hall  
 
5.15.1 This aspect addresses late night lock up as well as cleaning and caretaking. 

Early morning opening can be addressed by the Facilities Officer and/or any 
other employee. 

 
5.15.2 Currently pending the full opening of the Old School cleaning is being 

undertaken by the catering contractor and a relative of hers; approximately 
one hour per day. Clearly this is less than will be required long term and more 
hours will be required when the whole building is open. Analysis of cleaning 
regimes elsewhere suggests a likely need of two and a half hours per day for 
the building; this assumes some light duty caretaking. When major bookings 
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with major set-up requirements are held some additional hours may be 
required. 

 
5.15.3 It is understood that Council has informally sought commercial quotes for 

cleaning of both the Old School and Village Hall though understandably the 
detailed specification for this cannot be fully understood at this stage. However 
it is almost inevitable that contracting this out to a contractor would be a more 
costly option; likely in the region of 30% or so recognising rates. It is assumed 
these tasks would average at four hours a day for both buildings. It would be 
sensible to appoint a cleaner/caretaker for both buildings thereby ensuring a 
holistic approach and providing more flexibility to when the work can be done. 
(Note: It would also be sensible to appoint this cleaner to clean the public 
toilets for which budget provision has already been made, including provision 
for maintenance and consumables. This is likely to be half an hour a day. 
Relief cover for the toilets can be provided by the Grounds team as currently). 

 
5.15.4 The national minimum living wage is £7.83 until 31 March 2019 for those over 

25 years of age, when it will increase to £8.21 per hour. The Real living wage 
is currently £9.00 per hour outside London until May 2019. Based on four 
hours a day for five days the cost would be up to £12,000 including 3% pension 
contribution, 10% employer’s national insurance contribution (it may well be 
less and the Council should independently check that assumption) and 10% 
for holiday cover. This assumes paying the Real living wage; another option 
would be marginally cheaper. There would also need to be included a 
contingency figure to be used by management to cover weekend 
cleaning/caretaking/lock up, say £3,000. If there were large numbers of 
bookings this figure could increase but hire income should commensurately 
also. It is why many hirers levy additional charges at weekends and for late 
night finishes in recognition of such costs. 

 
Recommendation 5: That a sum of £15,000 initially be allocated for 
cleaning/caretaking and that the Council seek to appoint a 
cleaner/caretaker for both the Village Hall and Old School on a minimum 
weekly contract hours of 20 hours for those areas with some flexibility 
in working hours to meet the exigencies of the service, and this sum to 
include some provision for casual cleaning/caretaking at weekends.  

 
5.16 An establishment tree showing the future proposed staffing structure is 

attached as Appendix H. 
 

Recommendation 6: That a staffing structure be approved in 
accordance with proposals contained in section 6 and Appendix C. 

 
 
 
5.17 Building the Staff Team 
 
5.17.1 This report has identified the need for a corporate governance structure 

designed to create clearer accountabilities. Allied with this there is a need to 
ensure there is a process in place to enable enhanced working together and 
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in partnership. It is appreciated there are currently occasional staff meetings 
but what is proposed here professionalises such arrangement to 
organisational benefit. 

 
5.17.2 In respect of the Management Team, this should comprise the Parish Clerk 

who is overall accountable for all aspects of the Council’s corporate 
management and good governance, the Facilities Officer, the Groundsman 
and the (proposed) Senior Administrative Officer who would take notes When 
the Parish Clerk is absent it will be the Senior Administrative Officer who will 
step in on ‘Proper Officer’ issues, but generally staff will deputise across their 
core remits. There is no formal Deputy post. 

 
5.17.3 Management team meetings should have clear agendas and agreed action 

responsibilities and a time for so achieving. Meetings should be recorded. The 
meetings should be held not less than once in each Council, preferably at the 
same time in each cycle in order to establish a routine and prioritisation. Their 
core purpose should be to address corporate and strategic issues and not 
become involved in minutiae. Monitoring of budgets (on an exception basis), 
major projects progress, key staffing issues, a sharing of key performance 
data, and brief service reports (five minutes each maximum) should ensure 
the meetings take only half an hour or so and do not impinge on other 
workloads. There will then be an obligation on those attending to share agreed 
core messages with their own team members to enhance communication and 
to ensure a wider sense of belonging.  

 
Recommendation 7: That an Officer’s Management Team is constituted 
in accordance with proposals set out in paragraph 5.17.  
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6.0 Other Matters. 
 
6.1 Although not specifically identified within the brief a number of issues were 

identified during the review, which it may be helpful to briefly focus on in more 
detail. These matters respectively focus on Staff Appraisals, HR Advice, Staff 
Training and Development, and Working with Volunteers. Each warrants an 
individual mention in the succeeding paragraphs, 6.2 to 6.5 inclusive.  

 
6.2 Staff Appraisal 
 
6.2.1 It is generally accepted that performance management is a continuous cycle 

of objective setting, feedback, development and review. Feedback, positive 
and negative, is most effective when delivered shortly after the task.  Good 
people managers talk regularly to employees discussing the status of 
goals/priorities and giving feedback.  The annual appraisal meeting then 
becomes a summary of these discussions thus avoiding any year-end 
surprises. It’s a two-way process and exchange of ideas should be 
incorporated into the formal process. Training for all involved in appraisal 
enhances success.   

 
6.2.2  In the context of appraisals the Council needs to be clear what it means by 

performance. Are job descriptions being fulfilled? Are the objectives set for 
each individual SMART i.e. Specific, Measurable, Achievable, Realistic and 
Timely? No more than four or five key objectives should be set for each 
individual annually. Emphasis should always be on performance, 
improvement, development and motivation. It is essential to stress that 
appraisal meetings are not the forum for criticism or admonishment.   The 
disciplinary code exists if punitive outcomes are sought. Most importantly it 
needs emphasising that bureaucracy must not drive the process.  Appraisal is 
not simply a tick-box exercise; this just encourages a shallow dialogue once a 
year.  

 
6.2.3 At Quorn there is no established appraisals system in place. Appraisals have 

taken place intermittently down the years, some three evidenced since 2010 
but there is no established structure for these nor an agreed procedure for 
their conduct. There is however a current Appraisal form in use. Some of the 
appraisals that have been completed in recent years have been viewed as 
part of this review. Whilst thorough there is no documented evidence of 
effective follow-up. 

 
6.2.4 There are many examples of standard pro-forma appraisal forms, which can 

be easily located on the web. LRALC can offer guidance in this area and 
provide access to pro forma documents. Indeed the many items that can be 
found on the web on this subject suggest very strongly that there is no one 
best model document out there. The illustrative example, which is attached as 
Appendix I has been produced drawing on a number of best practice 
examples. Its genesis was a county council but it has been refined to meet the 
needs of the local council sector. It is focussed on objectives, competencies 
and skills development, and is not over-burdensome to complete. The 
procedure which accompanies this may appear burdensome but is 
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comprehensive and does indicate the thoroughness that is required to 
properly address this area. 

 
6.2.5 For Quorn it is suggested appraisals should be undertaken annually and 

subject to half-yearly progress monitoring. The Chairman of the Council or 
some other councillor approved by Council (dependent on who is best 
qualified/trained for the task) would appraise the Parish Clerk and the Parish 
Clerk would appraise other staff. In accordance with established and best 
practice, appraisals can only be one-to-one. Once the appraisal is concluded 
the completed appraisal form signed and agreed by both the appraiser and 
appraised is placed on the individual’s personal file and used as one of the 
key pieces of documentation for the following appraisal. 

 
Recommendation 8: That Quorn Parish Council should approve and 
implement a staff appraisal system at the earliest opportunity, not later 
than prior to the end of 2018/2019 civic year.  

 
6.3 HR Advice 
 
6.3.1 During the course of this review mention was made of the complexity of current 

employment legislation and the need for the Council to be appropriately 
resourced in this regard.  

 
6.3.2 Legislation in this area is increasingly complex. Notwithstanding the best 

efforts of the Parish Clerk, no non-dedicated HR professional can reasonably 
be expected to be fully cognisant of all aspects of this specialist area. HR is a 
professional discipline in itself. Equally recruitment of a dedicated HR 
specialist could not be justified due to the size of the council and numbers of 
staff engaged.  

 
6.3.3 Specialist employment law services can be provided by LRALC and can be 

commended. The County Officer can provide further information. They are 
also available in the open market such as Ellis Whittam and Peninsula. Such 
services allow employers to focus on the success and growth of their 
council/business rather than worrying about how to deal with a difficult 
employee issue or what they should do when facing a Tribunal claim. These 
services are usually on hand to assist with any employment issue, no matter 
how trivial, through a 24-hour advice service, available 365 days a year. This 
is available to nominated officers and/or members. With such arrangement if 
the Council should face an employment tribunal claim then the appropriate 
legal services team can provide a full employment tribunal representation 
service aimed at achieving the best outcome for the Council. Such contractors 
also help ensure there is legally compliant employment documentation in 
place to help prevent getting into difficulty in the first place. The cost of such 
service can vary from one organisation to another, fees being assessed 
according to payroll and are usually negotiable. But fees once agreed for the 
year are not subject to uplift where services delivered are greater than 
originally envisaged. Furthermore as part of the service the reputable 
contractors will comprehensively review the Council’s employment policies 
and, more importantly, pull them together within a Staff Handbook). Fees will 
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vary dependent on the level of service provided; some companies such as 
Peninsula who have a number of larger councils on their books indemnify their 
clients against costs incurred should a case be lost where their advice has 
been taken without variation. Ellis Whittam will not do that, and this will be 
reflected in their fees, but in all other aspects their service is as 
comprehensive. Typical fees for a council such as Quorn is likely to be around 
£2,500 annually if a commercial company is engaged but this may be 
considered to represent good value certainly when set against the potential 
costs of not so engaging.  

 
6.3.4 Whenever changes to conditions of service are proposed it is essential to 

engage constructively with staff in accordance with processes confirmed as 
satisfactory and compliant by the HR adviser. This is necessary even when 
changes are modest and will not affect the salary grade. This is another reason 
why such contractual arrangements are so important. 

 
Recommendation 9: That the Council should consider entering into a 
contractual arrangement with an external HR service provider that will 
meet the Council’s requirements in terms of the scope of service 
required, including management of financial risk, and the Parish Clerk 
be asked to produce a detailed options report with recommendation 
prior to the commencement of 2019/2020 civic year.  

 
Recommendation 10: That the Council must ensure that any changes to 
staff job descriptions are fully discussed with affected staff prior to 
implementation, having regard to advice/guidance from the Council’s 
external HR advisers. 

 
6.4 Staff Training and Development 
 
6.4.1 It is apparent from discussions with staff and reference to the appropriate 

budget and Council records that staff training and development has not been 
a particular priority for Quorn Parish Council in the past. As will be appreciated 
this is essential in ensuring that skills are kept up-to-date.  

 
6.4.2 Training and development usually forms part of the overall performance 

management of an organisation. In accordance with good practice 
recommended by the National Association of Local Councils and Society of 
Local Council Parish Clerks, Councils are advised to: 
 

• Review their organisational plan regularly to ensure that training and 
development needs are assessed and sufficient resources are provided 
to meet these needs; 

 

• Provide information about training courses, induction programmes and    
development opportunities to all staff; 

 

• Comply with Equal Opportunities and other council policies when 
assessing training and development needs; 



 

24 
 

• Ensure each employee receives annual appraisals, feedback and 
assessment of personal development needs from their manager; and 

 

• Evaluate all training activities to ensure that delivery is relevant to needs, 
cost effective and that the quality of training is consistent. 

 
6.4.3 It is a good idea for all employees to have a personal development plan as 

part of the appraisal or performance review system, which will identify skills 
and knowledge development needs for each individual.  This plan should be 
reviewed at appropriate intervals, at least every year. There is no evidence 
that this is happening in a formal process at present though awareness of the 
need for this exists in the organisation and merely needs formalising. 
Employees should also be encouraged to take responsibility for their personal 
development in terms of identifying appropriate external courses and training.  

 
6.4.4 Training and Development can include: 
 

• Induction for new starters; 
 

• Mandatory training, for example, health and safety, manual handling and 
other essential training required by the nature of the role; 

 

• External Training provided by outside providers - consideration should 
always be given to travel time when attending courses away from the 
normal place of work as this will also count as working time; 

 

• Internal training (either by external or internal staff); 
 

• On line webinars or courses; 
 

• Mentoring by colleagues; or 
 

• Coaching by line manager or other colleague. 
 

6.4.5 It is clear that this is an area that Quorn Parish Council needs to give some 
enhanced focus to the training and development needs of staff. To assist in 
this matter a policy document has been drafted that may meet the needs of 
the Council; this is attached as Appendix J. 

 
6.4.6 It is also apparent that the current budget for staff and volunteer training of 

£500 per year is insufficient to meet outstanding and future training needs. 
When looking at training needs the County Association is a good place to start 
as they provide an extensive programme as evidenced by their website, see 
https://www.leicestershireandrutlandalc.gov.uk/list-of-courses.html 

  
 
 
 
Recommendation 11: That Quorn Parish Council needs to review its 
existing Training and Development policies and then regularly review 

https://www.leicestershireandrutlandalc.gov.uk/list-of-courses.html
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these. Once annually at the commencement of each civic year a detailed 
report on staff and member training undertaken in the previous year 
should be reported to the appropriate Standing Committee for public 
record.  

 
6.5  Use of Volunteers.  

6.5.1 In Quorn use of volunteers is well established. This is currently in two main 
areas, namely grounds maintenance and the Community Library.  

 
6.5.2 Grounds maintenance support to the Parish Council is co-ordinated by one 

individual, who happens to be a councillor, working under the aegis of Quorn 
in Bloom. Quorn in Bloom, like similar bodies established in parish and Parish 
Councils up and down the country, is not a sub-committee or working group 
of Quorn Parish Council but an individual community-based organisation that 
as part or all of its remit undertakes work on Quorn Parish council land and, 
where agreed with other landowners, elsewhere as appropriate.  

 
6.5.3 As a volunteer group it should work to an agreed programme within the scope 

of a service-level agreement, specifying what the Group will be responsible for 
and identifying minimum standards. Currently work undertaken is set out in 
paragraph 4.4. The quality of work is high; the Memorial Garden is the work 
of one individual.  

 
6.5.4 There is a requirement on the Council to make clear that where the Group is 

unable to fulfil the requirements of the SLA they will notify the Parish Council 
so that alternative arrangements can be made.  

 
6.5.5 The Quorn in Bloom Group like any other body such as Bonfire Societies, 

Lions Clubs, Rotary Clubs, and the like will need to have its own constitution 
and insurances. There will be a requirement to undertake risk assessments 
and document these. Training for volunteers will be a requirement, including 
in such areas as Working on the Highway. The wearing of Hi-Vis clothing and 
appropriate footwear is another factor. The Parish Council has requisite 
powers to grant-aid such group to assist in their overhead costs. 

 
6.5.6 The situation with the Library is of a different order. Here the agreement to run 

the Library as a Community endeavour is a direct contract between 
Leicestershire County Council (LCC) and Quorn Parish Council. The contract 
is not with the volunteers. As a consequence the management, operation and 
supervision of the Library, including recruitment of volunteers is vested in the 
Parish Council. Responsibility for insurances, training of volunteers, and 
adherence to the contract/agreement with LCC etc. is the overall responsibility 
of the Parish Council. Whilst it can vest administrative aspects to the Volunteer 
Co-ordinator it cannot delegate its accountability. 

 
6.5.7 Recognising that every local council is unique, in terms of culture and services 

delivered, then it is important for Quorn to look closely at what it is doing and 
what it might be possible to do in the future utilising the energy and 
commitment of its citizens. One warning however, volunteers are precisely 
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that. They are not remunerated (though expenses can be paid), and they are 
not subject to employment contracts. They volunteer because they want to. 
However equally their time is their own, and subject to many pressures. They 
sometimes turn up late, they sometimes don’t turn up at all, they do need 
managing and they do need training. They are subject to health and safety. 
The Council needs to ensure appropriate insurances are in place and that 
tasks to be undertaken are subject to risk assessments. Where volunteers are 
to work in areas where they are likely to come into contact with children and/or 
vulnerable people, the Council needs to be mindful of its obligations under 
Disclosure and Barring Service (DBS) legislation. In other words volunteers 
are not always an easy option. That said, in the right areas they can bring 
something special and ‘extra value’ to what it is the Council is seeking to 
achieve.  

 
6.5.8 The writer suspects that there may be further opportunities for working with 

volunteers in Quorn though an incremental and measured approach would be 
considered most appropriate. In this regard it should be noted that many 
county and district/borough councils do grant-aid support Volunteer Bureaux 
within their areas and that these can be a useful resource. Similarly REACH 
can provide professional and managerial volunteer support to assist with 
appropriate volunteering projects, though usually these are within the 
volunteer sector itself. Bodies such as the British Trust for Conservation 
Volunteers (BTCV), through their county branches, can be particularly helpful 
in providing unpaid labour to support worthwhile environmental projects. Long-
term planning here is a prerequisite as demand for their assistance is high. 

 
6.5.9 Finally it is important to recognise that working with volunteers is a 

collaborative partnership. However where the volunteers work for the Council 
or assist in specified areas it is not for volunteers to instruct Council employees 
or councillors, or to assume accountabilities which they do not have.  

   
Recommendation 12: That Quorn Parish Council should reaffirm that it 
actively welcomes volunteer support in areas of community benefit, 
recognising the responsibility of such individuals and groups to work in 
accordance with the requirements of the Council as laid down in 
documented policy or as delegated to the Parish Clerk in accordance 
with her position as the Council’s Proper Officer.  
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9.0 Summary of Recommendations 
 

Recommendation 1: That a new full-time post of Facilities Officer is created on a point 
within salary scale LC1 above substantive, on spinal point 23 and that the duties and 
person specification for this post are broadly in accordance with the draft proposals 
contained in Appendices C and D attached. 
 
Recommendation 2: That the existing Assistant Clerk be re-designated Administrative 
Officer and that the job description for this post be amended as indicated on the job 
description, attached as Appendix E. 
 
Recommendation 3: That a new post of Senior Administrative Officer, part-time 20 
hours per week, is created on a point within salary scale LC1, on spinal point 23 and 
that the duties and person specification for this post are broadly in accordance with 
the draft proposals contained in Appendices F and G attached. 
 
Recommendation 4: That an additional five hours per week be allocated for the 
Assistant Groundsperson post, thereby increasing the current contract of 15 hours per 
week to 20 per week. 
 
Recommendation 5: That a gross sum of £15,000 initially be allocated for 
cleaning/caretaking and that the Council seek to appoint a cleaner/caretaker for both 
the Village Hall and Old School on a minimum weekly contract hours of 20 hours for 
those areas with some flexibility in working hours to meet the exigencies of the service, 
and this sum to include some provision for casual cleaning/caretaking at weekends. 
 
Recommendation 6: That a staffing structure be approved in accordance with 
proposals contained in section 6 and Appendix C. 
 
Recommendation 7: That an Officer’s Management Team is constituted in accordance 
with proposals set out in paragraph 5.17. 
 
Recommendation 8: That Quorn Parish Council should approve and implement a staff 
appraisal system at the earliest opportunity, not later than prior to the end of 2018/2019 
civic year.  
 
Recommendation 9: That the Council should consider entering into a contractual 
arrangement with an external HR service provider that will meet the Council’s 
requirements in terms of the scope of service required, including management of 
financial risk, and the Parish Clerk be asked to produce a detailed options report with 
recommendation prior to the commencement of 2019/2020 civic year.  
 
Recommendation 10: That the Council must ensure that any changes to staff job 
descriptions are fully discussed with affected staff prior to implementation, having 
regard to advice/guidance from the Council’s external HR advisers. 
 
Recommendation 11: That Quorn Parish Council needs to review its existing Training 
and Development policies and then regularly review these. Once annually at the 
commencement of each civic year a detailed report on staff and member training 
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undertaken in the previous year should be reported to the appropriate Standing 
Committee for public record.  
 
Recommendation 12: That Quorn Parish Council should reaffirm that it actively 
welcomes volunteer support in areas of community benefit, recognising the 
responsibility of such individuals and groups to work in accordance with the 
requirements of the Council as laid down in documented policy or as delegated to the 
Parish Clerk in accordance with her position as the Council’s Proper Officer.  
 
Financial Implications of Recommendations 
 
Some of the above recommendations have a financial impact associated. The cost 
aspects of these are recorded below. It needs noting that some provision towards 
these costs has already been identified by the Council in the budget approved at the 
meeting on 4 December 2018, but not all. 
 

Recc. 
No. 

Financial 
Implication 

£ 

Commentary 

1 24,490 This assumes a salary currently set at £21,673 per 
annum plus 10% employer’s national insurance and 3% 

pension contribution. 

2 0 There is no cost implication associated with this 
recommendation. 

3 13,238 This assumes a salary currently set at £21,673 per 
annum based on 20 hours per week plus 10% employers 

national insurance and 3% pension contribution. 

4 2,660 Based on the current salary (spinal point 13) plus 
employer’s on-costs, assumed at 13%. 

5 9,000 An amount of £6,000 is currently included in the budget 
for the Village Hall cleaning. £9,000 is the additional sum 

required for the Old School.  

6 0 There is no cost implication associated with this 
recommendation. The costs have been provided for within 

other recommendations. 

7 0 There is no cost implication associated with this 
recommendation. 

8 0 There is no cost implication associated with this 
recommendation. 

9 2,500 The amount required to meet the cost of HR advice by 
means of external contract will be subject to negotiation 

and advice from LRALC. This is an informed guesstimate 
based on the size of the Council’s establishment. 

10 0 There is no cost implication associated with this 
recommendation. 

11 3,000 The training budget should increase by at least this sum 
given that it provides for officers and councillors and there 

are elections in May 2019. LRALC can advise further. 

12 0 There is no cost implication associated with this 
recommendation. 
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Section 8  
 
 
 

Appendices 
 

Appendix A – Staff questionnaire 
 
Appendix B – NAL/SLCC Approved Salary Scales for 2018/2019 
 
Appendix C – Proposed Job Description for Grounds and Facilities Officer 
 
Appendix D – Proposed Person Specification Facilities Officer 
 
Appendix E – Amended Job Description for Administrative Officer  
 
Appendix F – Proposed Job Description for Senior Administrative Officer 
 
Appendix G – Proposed Person Specification for Senior Administrative Officer 
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Appendix I – Proposed Job Appraisal Form 
 
Appendix J – A Model Training and Development Policy  
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Appendix A 

Chris Rolley Associates 
 

Quorn Parish Council  

 

Establishment Review 

 

Please complete this form without reference to your job description. 

 

 

Job Questionnaire 
 

Name……………………………………………. 

 

Job title……………………………………………………………………………….. 

 

 

1. In a short simple statement describe the main purpose of your job 
 

 

 

 

2. List the main key tasks & accountabilities (keep this simple but in a way that makes it clear 
what you do & are responsible for). Against each task please estimate the percentage of your 
time you spend on it, on average.  

 

 

 

 

 

3. Do you directly manage other staff – please indicate who / how many? 
 

 

 

 

http://www.chrisrolley.co.uk/
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4. Who do you report to? 

 

 

 

5. Do you have authority to 
 

❑ Recruit and/or dismiss staff? 
 

❑ Incur or authorise expenditure? 
 

 

6. Dimensions 
 

Please indicate here any facts & figures associated with your job.  

 

❑ Do you control a budget, if so for how much money? 
 

❑ Do you control /responsibility over other assets such as property, plant, machinery? Please 
indicate what value and whether you are responsible for this or are only indirectly accountable 
through using it.  

 

❑ Set out some volumes related to your key tasks e.g. how many callers, letters, events etc.? 
Estimates only are needed 

 

 

 

7. Decisions 
 

Give some examples of decisions you take on your own in relation to your work. 
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8.  People & communications 

 

List here the categories of people you come into contact with and need to communicate with as a 

part of your job. Briefly describe the nature and method of the communication.  

 

 

 

 

 

 

9. Personal Development   
 

List here any personal development and/or training you have undertaken with the Parish Council 

since your employment commenced or during the last four years, whichever is the shorter period. 

 

 

 

 

 

 

 

10. Knowledge /skills 
 

Briefly set out the key areas of knowledge that you require in your job. Also set out the skills 

and/or qualifications that are required to do the job. Do you consider you have had adequate 

training for the job you do and if not please advise what your needs are. 
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11. Describe the main changes that have occurred to your job over the past four years (or since 

your appointment if in post for a lesser period) and also briefly describe any changes that you 

would like to see for the future. 

 

 

 

 

 

 

 

 

 

 

Signed…………………………………………        Date………………………….. 

 

 

When completed please either seal in an envelope with your name written on the outside clearly 

marked for the attention of Chris Rolley and leave with the Parish Clerk to the Council. Please return 

by no later than noon on Monday 3 December 2018). Thank you for your co-operation. 

 

www.chrisrolley.co.uk 

  



 

34 
 

Appendix B 

 
NATIONAL ASSOCIATION OF LOCAL COUNCILS 

AND 
SOCIETY OF LOCAL COUNCIL PARISH CLERKS 

NATIONAL SALARY AWARD FOR LOCAL COUNCIL PARISH CLERKS 
REVISED SCALES 

 
The rates of pay applying from 1st APRIL 2018 are: 
 
Scale Salary 

£ 
Scale Salary 

£ 
Scale Salary 

£ 

15 17,972 16 18,319 17 18,672 

18 18,870 19 19,446 20 19,819 

21 20,541 22 21,074 23 21,693 

24 22,401 25 23,111 26 23,866 

27 24,657 28 25,463 29 26,470 

30 27,358 31 28,221 32 29,055 

33 29,909 34 30,756 35 31,401 

36 32,233 37 33,166 38 34,106 

39 35,229 40 36,153 41 37,107 

42 38,052 43 39,002 44 39,961 

45 40,858 46 41,846 47 42,806 

48 43,757 49 44,697 50 45,816 

51 46,957 52 48,138 53 49,331 

54 50,421 55 51,832 56 53,131 

57 54,455 58 56,272 59 58,082 

60 59,901 61 61,732 62 63,541 

63 65,372 64 67,167 65 68,869 

66 70,607 67 72,387 68 74,217 

  
Spinal Column Points (scp) for each LC profile in the evaluation of Parish Clerks’ jobs 

 

Scale Points below 
Substantive Range 

Substantive 
Benchmark Range 

Points above 
Substantive Range 

LC1 15-17 18-22 23-25 

LC2 26-29 30-34 35-38 

LC3 39-42 43-47 48-51 

LC4 52-55 56-60 61-64 

 
SALARY RATES (BELOW LC Scale)  
  
Spinal point 13        £17,391 £9.039  
Spinal point 14        £17,681 £9.190   
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Appendix C 

QUORN PARISH COUNCIL 
 

DRAFT JOB DESCRIPTION 
 

PROPOSED FACILITIES OFFICER 
 

SCP 23 
 
Responsible to: Parish Clerk 
 
Responsible For:  
 
1. To manage and motivate all grounds personnel, cleaners, contractors and 

volunteers to ensure they are adequately briefed to enable them to undertake 
work in a correct, safe and timely manner, including: work rota setting to ensure 
staffing complement, unsociable hours working and on-call service are 
maintained and, identifying training and development requirements to 
continuously improve staff technical skills. This also includes disciplinary, 
capability and associated issues up to first stage. 

 
2. To oversee the work of contractors to ensure work is carried out to specification, 

in a correct, safe and timely manner and a satisfactory standard. 
 
3. To set contract specifications for cleansing, maintenance and other contracts. 
 
4. To ensure the compliance regimes applicable to Council buildings and other 

facilities are adhered to. This to include the Quorn Village Hall and the Old 
School but will in the absence of the Groundsman include in relation to the 
Council’s land holdings also. 

 
5. To assist with event management including traffic management, signage, 

barriers etc. as appropriate. 
 
6. To have a good working knowledge of a variety of areas of facilities and amenity 

management, in order to: 
 

• ensure compliance and log keeping in terms of the safety of Council 
facilities and services; 
 

• to obtain quotations for the program of works and one off projects; 
 

• ensure the safe operation, renovation and cleansing of public 
conveniences in conjunction as required with the Groundsman; 

 
• any working on public areas and highways; 

 
• Oversee Council operatives or contractors maintenance work, 

renovations and major construction. 
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7. To be the first name on the alarm call out list in respect of Council premises 

and to attend as required and maintain the on call rota for staff.  To liaise with 
the police on all policing and security issues in relation to the Council’s buildings 
and facilities. 

 
8 To be the Council’s representative liaison with Charnwood Borough Council 

and/or Leicestershire County Council as required in respect of matters of 
enviro-crime. 

 
9 To liaise with the Clerk and Administrative Officer as appropriate to ensure that 

the Council’s buildings are clean and available for use in respect of all lettings 
and other use requirements.  

 
10. To assist in the setting of appropriate budgets for all Facilities services, to 

ensure the cost effective delivery of services within allocated budgets, and to 
ensure that budgets are adhered to with regular reporting on financial 
performance to Committee in conjunction with the Parish Clerk/Responsible 
Finance Officer. 

 
11. To line manage the Council’s cleaner(s) ensuring high standards at all times 

and that work rotas are programmed according to service needs; this to include 
in relation to any obligations such employee(s) may have in relation to cleaning 
of the public toilets also. 

 
12. To ensure the clearance of litter, weeds etc. from all areas surrounding the 

Council’s facilities and that any planting is maintained to a high standard by the 
Council’s grounds team and/or by volunteers as appropriate and agreed by 
Council.  

 
13 To maintain effective working relationships with the Community Library 

volunteers and the Café concessionaire and to address issues relating to their 
accommodation requirements are addressed, following consultations as 
necessary with the Parish Clerk for delegated matters and Committee where 
policy instruction is required. 

 
14 To maintain comprehensive records of risk, including work method statements 

as necessary, and ensure that all contractors have appropriate public liability 
and other insurance as required and that copies of such are obtained and fully 
documented prior to commencement of work.is .  

 
15 To assist in new project development work related to the portfolio of the post 

holder including undertaking necessary research and report writing as 
necessary. 

 
16. Assist and advise relevant volunteer groups in their efforts, in accordance with 

any Council policy relevant to the Council’s facilities. 
 
17. To ensure any vehicles, plant and equipment used are regularly maintained 

with routine operating requirements, including the completion of records. 
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18. To monitor facilities, plant and equipment to ensure safe working practices with 

health and safety regulations, and to the correct reporting / maintenance 
system. To understand and ensure adherence of the relevant health and safety 
regulations and their applications including: 

 
• promoting safe working practices at all times 
• ensuring safe and secure storage of materials and equipment 
• carry out operational risk assessments 

 
19. To adhere at all times to the policies and instructions of the Council. 
 
20.  To attend meetings of the appropriate committee responsible for the Council’s 

facilities, to write reports as required and ensure any actions required are 
undertaken in a timely and appropriate manner with full reporting back upon 
completion. 

 
21 To attend other meetings and civic/community events as a representative of the 

Council as required. 
 
22. The above list is an example of the duties; there will be other duties that might 

reasonably be required. 
 
Other 
 
1 The hours of work for contractual purposes are full-time 37 per week. Weekend 

and evening working is a requirement of the job which will be recognised by time 
off in lieu at plain time rates in line with Council policies. 

2 To recognise and be aware of the requirements of the Health and Safety at 
Work Act as well as Fire and Safety regulations and ensure that these are 
observed and regularly carried out. 

3  This job description is not, by definition, a comprehensive schedule of all tasks 
and duties that are required to be undertaken. Accordingly in addition to the 
duties specified the post holder will also be required to undertake any other 
duties commensurate with the status of the post.  

 

4 The post holder will be required to pursue a programme of continuous 

professional development. 
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Appendix D 

Quorn Parish Council 

Draft Suggested Person Specification for the Facilities Officer 

  
Essential Attributes 

 
Desirable Attributes 

 

 
Educational 

Qualifications 
And Experience 

• Evidence of a commitment to 
continuing professional 
development. 

• 5 GCSE’s Grade A-C including 
two of English, Maths and Science 
or NVQ to minimum Level 2. 
 

• Appropriate management, 
administration or professional 
qualification. 
 

 
Management 

• Evidence of ability to provide 
leadership to enable, motivate 
and develop staff.  

• Evidence of ability to prioritise 
work, set targets, achieve positive 
outcomes and delegate 
effectively. 

• Evidence of ability to organise 
and manage resources 
effectively.  

• Good all-round technical skills.  

• Knowledge of current 
employment legislation 

• Experience of supervising and 
effectively coordinating an 
outdoor workforce. 

• Previous public service 
experience.   

 
Communication 

Skills 

• Excellent oral and written 
communication skills, including an 
ability to relate to, and 
communicate with councillors, 
staff, members of the public and 
external agencies. 

• Ability to provide objective advice 
to councillors in a timely and 
coherent manner, including 
analytical report writing and 
analysis. 

• Experience of PR and 
handling media enquiries. 

. 

Information 
Technology 

• Experience and practical ICT 
skills including Windows, Word, 
Excel and the Internet.  

 

Meetings and 
Administration 

• Practical experience of 
committees and report writing.  

• General knowledge of the law 
as it affects Local Councils. 

Finance • Knowledge and experience of 
budget management. 

• Ability to fully grasp the full 
implications of all financial 
decisions. 

• Experience of bidding for 
external funds. 

• Ability to interpret and 
implement complex financial 
regulations. 

Other • Willingness to work out of office 
hours in order to attend Council 
meetings and Council business  

• Ability to operate with complete 
impartiality in a political 
environment. 

• Full driving licence and use of 
own vehicle. 

• First Aid at Work certificate. 

• Good knowledge of HASAW 
and related legislation. 
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Note: Assessment of whether criteria are met will be from the application form submitted 
followed by interview where appropriate. For qualifications original certification is required. 
CJR/draft/December 2018 
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Appendix E 

PROPOSED AMENDED JOB DESCRIPTION   
 
POST TITLE: Administrative Officer 
REPORTING TO: Parish Clerk/Responsible Financial Officer  
LOCATION: Parish Office  
HOURS OF WORK: 25 per week with time off in lieu for attendance at evening council 
meetings.   
SALARY: National Joint Council LC1 point 20 Salary Scale (19,238) pro rata  
PENSION: In accordance with Workplace Pension Regulations.  
  
KEY TASKS AND RESPONSIBILITIES OF ROLE:   
1. Process and record all facilities bookings from members of the public and for Council 
and committee meetings.  
2. Issue invoices for use of facilities and subsequent financial accounting.   
3. General administration of facilities on a daily basis, ensuring policies and guidelines 
laid down by the Council are followed, and ensure their active promotion in accordance 
with Council policy.   
4. Administration of Committees and/or Management Groups of the Council focussing 
upon the Council’s facilities, including in relation to the Village Hall, Old School and 
Community Library 
5. Assistance with administration of Council events and promotions 
6. Administer Neighbourhood Plan Advisory Committee  
7. Administer the ordering of stationery stock and consumables for facilities and Parish 
Office.  
8. Provide office and meeting cover for the Senior Administrative Officer when absent.   
9. Provide administrative support to Clerk and Facilities Officer.  
10. General office duties including the opening of post and general reception duties 
as required.  
11. Servicing Parish Notice Board.  
  
JOB ACTIVITIES:   
1. Maintain an electronic ‘diary’ of bookings for facilities.   
2. Maintain up to date information for facilities on website.   
3. Issue invoices to facility hirers.   
4. Show prospective users around the facilities explaining fire regulations and terms 
and conditions of hire, and customer liaison generally.   
5. Prepare agendas and minutes.  
6. Support Facilities Officer in the general administration of the Council’s facilities as 
required.  
7. General office duties – i.e., opening of post, ordering of stationery.  
8. Service Parish Notice Boards adding agendas and notices when appropriate.  
9 Any other reasonable duties commensurate with the grading of the post. 
  
CJR/draft/December 2018 
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Appendix F 

 

QUORN PARISH COUNCIL 
 

DRAFT JOB DESCRIPTION 
 

PROPOSED SENIOR ADMINISTRATIVE OFFICER  
 

(Part-time 20 hours per week) 
 

SCP 23 
 
Responsible to: Parish Clerk 
 
Responsible For:  
 
1. To assist the Parish Clerk in all aspects of the corporate governance of Quorn 

Parish Council. 
 
2. To assist the Parish Clerk in the financial administration of the Council, 

including as necessary in the day to day management of the Council’s account, 
operation of the Scribe accounting system and all tasks associated therewith. 

 
3. To assist the Parish Clerk as necessary in the monthly reconciliation of the 

Council’s accounts. 
 
4. To produce information, briefing notes and reports for Council meetings and 

Committees as needed, and to act as minute secretary for specified 
committees/meetings. 

 
5. To ensure planning applications are considered within the notified timescale 

and responses submitted to Charnwood Borough Council 
 
6 As instructed by the Parish Clerk to work with elected members both formally 

and informally, ensuring that they comply with Standing Orders and Financial 
Regulations and that they operate lawfully.   

 
7. To be on the alarm call out list in respect of Council premises and to attend as 

required. 
 
8 To manage on a day-to-day basis all aspects of the Council’s general data 

protection (GDPR) obligations in accordance with legislative requirements.  
 
9 To administer the Council’s complaints policy and action and report as 

necessary.  
 
10. To assist the Parish Clerk and other officers as appropriate in the setting of 

appropriate budgets for the Council’s services. 
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11 To assist in new project development work related to the portfolio of the post 

holder including undertaking necessary research and report writing as 
necessary. 

 
12. To administer the Council’s obligations under freedom of information 

legislation and ensure policies governing this are robust and fully compliant. 
 
13 To manage and administer the Council’s inventory and, with input from other 

staff, to ensure the Council’s asset register is continually reviewed and is up to 
date. 

 
14 To clerk meetings of the Officer’s management group. 
 
15 To attend meetings of committees as appropriate and to serve as committee 

clerk when so needed. To write reports as required and ensure any actions 
required are undertaken in a timely and appropriate manner with full reporting 
back upon completion. 

  
17 To attend other meetings and civic/community events as a representative of the 

Council as required. 
 
18 To fulfil the duties of the Administrative Officer in relation to bookings of the 

Village Hall and Old School during periods of holiday and other absence, or to 
assist that post holder as required during periods of peak pressure. 

 

Other 
 

2 The hours of work for contractual purposes are 20 per week. Some weekend and 
weekend working is a requirement of the job which will be recognised by time off 
in lieu at plain time rates in line with Council policies. 

2 To recognise and be aware of the requirements of the Health and Safety at 
Work Act as well as Fire and Safety regulations and ensure that these are 
observed and regularly carried out. 

3  This job description is not, by definition, a comprehensive schedule of all tasks 
and duties that are required to be undertaken. Accordingly in addition to the 
duties specified the post holder will also be required to undertake any other 
duties commensurate with the status of the post.  

 

4 The post holder will be required to pursue a programme of continuous 

professional development. 
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Appendix G 

QUORN PARISH COUNCIL 

Proposed Person Specification for the Senior Administrative Officer 

  
Essential Attributes 

 
Desirable Attributes 

 

 
Qualifications 

• Evidence of a commitment to 
continuing professional 
development 

• 2 GCE A’s including one of 
English and Mathematics or NVQ 
2 Business Studies or equivalent.  
 

 

• NVQ 3 Business Studies or 
equivalent, or an Accounting 
qualification, degree or 
diploma. 

 
Management  

• Evidence of ability to prioritise 
work, set targets and achieve 
positive outcomes. 

• Evidence of ability to self-
organise and manage resources 
effectively.  

• Evidence of experience in 
successful partnership working 
and positive contribution to a 
team environment.  

• Previous local government 
office experience. 

• Experience of general 
clerical/administrative work in 
a small team setting  

 
Communication 

Skills 

• Excellent oral and written 
communication skills, including an 
ability to relate to, and 
communicate with councillors, 
staff, members of the public and 
external agencies.  

• Experience of webs site 
development and social 
media. 

Information 
Technology 

• Up to date ICT skills including 
Windows, Word, Excel and the 
Internet.   

• Experience of desk top 
publishing 

 

Meetings and 
Administration 

• Practical experience of servicing 
committees, report writing and 
standing orders   

• Knowledge of civic protocol 

• General knowledge of the law 
as it affects Local Councils. 

 

Finance • Financially numerate.  

• Previous book-keeping 
experience. 

• Knowledge of local 
government finance, budget 
control and purchase/sales 
ledger. 
 

Other • Willingness to work out of office 
hours.  

• Ability to operate with complete 
impartiality in a political 
environment.  

 

 
Note: Assessment of whether criteria are met will be from the application form submitted 
followed by interview where appropriate. In respect of qualifications original certification will 
be required. 
 

CJR/draft/12/ 2018  
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Appendix H 
 
 
 
 

QUORN PARISH COUNCIL 
 

PROPOSED STAFF STRUCTURE 
 
 

 
 
 

 

 

  

 

 

  

  

Parish Clerk & 

Responsible 

Finance Officer 

 

 

Groundsman  

P/T Assistant  
Groundsman 

 
Contractors 

Facilities 
Officer  

P/T Senior 
Administrative 

Officer  
 

 

Cleaner/Caretakers 
 

Contractors 
 

Catering Concessionaire 
 

P/T Administrative 
Officer   
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Appendix I 

DRAFT PERFORMANCE APPRAISAL FORM -   QUORN PARISH COUNCIL                                                                                                                                             

Appraisee:  Appraiser:  

Job Title:  Job Title:  

Work Base/Site:  Date of Meeting:  

 

Section 1: Review of last year’s performance -  Objectives and targets 

Record objectives/targets from previous year in this section. (See Section 3 from previous appraisal record.)  Have these been met?  Evidence results 

achieved and identify factors which have affected performance. 

 

Objectives/targets from last appraisal Objective met 

Yes/No/Partially 

Supporting evidence - please note any other factors affecting performance 

(positive or negative) 
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Section 2: Review of last year’s performance – Competency and Skill Development 

 Record targets for competency/skill development from previous year in this section.  (See Section 4 from previous appraisal record.) Have these been 

met?  Evidence results achieved and identify factors which have affected performance. 

Competencies/Skills identified for 

development 

Competency 

level required 

Previous 

Competency 

level 

Current 

competency level 

Supporting evidence – note other factors 

affecting performance (positive or negative) 
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Section 3: Setting objectives and targets for the coming year  

 

New targets/objectives (An 

appropriate and manageable 

number) 

How are these linked to your 

personal/team/Directorate/Council 

targets/objectives/service improvements? 

How will success be measured?  

e.g.  Performance Indicators 

 Supporting Evidence 

Completion date 
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Section 4: Identifying competencies/skills for development in the coming year 

 

 

INDIVIDUAL DEVELOPMENT PLAN 

Competencies/skills 

identified for 

development  

Competency 

level required 

Current 

competency level 

How will competencies be 

developed? (e.g. coaching, specific 

task, training course, shadowing a 

colleague) 

How will success be measured?  

i.e. what types of supporting 

evidence will be gathered  

Completion 

date 
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Section 5  
ADDITIONAL COMMENTS 

Appraisee’s comments: 

Appraiser’s comments: 

 

I agree that this is a true record of the appraisal. 

 

Appraisee’s Signature:  Date:  

Appraiser’s Signature:  Date:  

* Signature of Appraiser’s 

Manager 

 
Date: 

 

Date of appraisal review meeting:  

The Performance Appraisal Form should be shared with the “grandparent” manager, i.e. the appraiser’s 
manager, at their request for management and quality monitoring purposes.  
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Quorn Parish Council 

 
Draft Appraisal System Policy 

 
1.0 Background and Context 
 
1.1 This note follows on from recommendations contained in the Staffing Review report 

prepared by Chris Rolley Associates, December 2018.   
 
2.0 Policy Aim 
 
2.1 To reinforce Quorn Parish Council’s commitment to the achievement of business 

objectives and the development of its employees everyone will have an annual 
performance and development planning review meeting in January/February (the 
annual review) with their designated Manager. 

 
3.0 Purpose of the Appraisal System 
 
3.1 The purpose of the annual appraisal meeting is to allow each employee to have a 

private and confidential meeting to: 
 

• Confirm that their job description is up to date; 
 

• Review the achievement of last year’s work objectives and set clear work objectives 
so that  they know what they have to do and how to do it in the coming year; 
 

• Review the achievement of last year’s training and development objectives and 
identify any training or development objectives that will enable them to fulfil their 
role and achieve their objectives in the coming year; 
 

• Identify strengths and areas for development;  
 

• Formalise continuous discussions about performance that they will have had with 
their manager throughout the year; and  
 

• Provide constructive feedback to their manager on their management style or ideas 
to improve the business. 

 
3.2 It is important that the appraisal process is fair and those conducting appraisals must 

take special care to ensure that all assessments are objective and free from 
discrimination and bias.  If an employee feels that the process has not been fair they 
should try to resolve this with their Manager in the first instance so that, if possible, the 
matter can be resolved quickly and at source.  If this is not successful employees have 
recourse to the Quorn Parish Council Grievance Procedure. 

 
 
4.0 The Role of the Appraisee 
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4.1 Preparation is important and Sections 1 and 2 of the Appraisal Form must be 

completed (self-assessment) by the appraisee in advance of the meeting referring 
back to the previous year’s appraisal document. They should also make suggestions 
in Sections 3 and 4 as to their own thoughts with regard to future objective setting and 
on-going training and development needs, all of which will help to inform the appraisal 
meeting. Time will be allowed during working hours for this to be completed.  The 
person conducting the appraisal will send the form out not less than 10 working days 
before the appraisal meeting and the appraisee must return it to their Manager, duly 
completed, not less than five working days before the meeting and retain a copy for 
themselves, which they should bring to the meeting with them.  A copy of the form is 
attached. 

 
5.0  The Role of the Manager (Appraiser) before the Appraisal Meeting. 
 
5.1. The appraisee is to be advised of the date and time of the review meeting so that there 

is plenty of time for preparation not less than 15 working days in advance.  The 
appraisee must be forwarded a copy of the appraisal form not less than 10 working 
days before the date of the review meeting and be asked to return it, duly completed, 
to their Manager not later than five working days before the meeting.   

 
5.2. The Appraiser should prepare for the review meeting as follows: 
 

a) Job Role – any changes to the job role since the last meeting should be listed and 
a decision taken as to whether the Job Description needs updating or the Job Role 
evaluating. 

 
b) Review of Past Performance – consider each of the objectives before reaching an 

assessment of the individual’s performance for the previous period.  What rating 
has the person achieved and why?  What evidence is there to support the 
assessment? Could the Manager have done more to help the appraisee achieve 
the objective and if so in what ways? 

 

• Objective Not Met – consider why the objective has not been met.  Was it, for example, 
a lack of resources, a delay from a partner organisation, a time management issue, a 
lack of training or for some other reason?   
 

• Objective Met – objective achieved as planned to a satisfactory level.  Consider the 
evidence for the achievement and note how well this was done. 
 

• Objective Partially Met – again consider why this was the case.  Was it a result of 
inadequate resources, a misunderstanding of the brief, a change in circumstances, or 
some other reason?  

   
 
 
 
6.0 The Appraisal Meeting 
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6.1. The meeting is a dialogue between the Manager and the individual being appraised.  

The latter is responsible during the meeting for sharing views and opinions and 
contributing to the discussion; 
 
a) listening to feedback; 
 
b) seeking any clarification on areas that require it; and 
 
c) as feedback is a two way process, providing constructive feedback on how the 

business of the Council could be improved and any feedback to their Manager 
on what works well with their management style and what could be improved. 

 
7.0 The Role of the Manager during the Review Meeting. 
 
7.1 The notes made during preparation for this meeting form, together with the appraisee’s 

self-assessment, the basis of the appraisal meeting.  It is the role of the Manager 
during the meeting to: 

 
a) ensure that each section of the appraisal form is discussed and notes taken; 

 
b) provide an environment whereby the appraisee has the opportunity to express 

views and opinions throughout the meeting.  These views may include feedback 
on management style; 

 
c) be open to constructive feedback from the appraisee and be prepared to recognise 

or resolve any issues, and 
 

d) provide constructive feedback supported by examples so that the appraisee is 
aware of their strengths and areas for development. 

 
8.0 After the Meeting.  
  
8.1 The Manager will have typed up a clean copy of the appraisal form based upon the 

content of the meeting, objectives and performance agreed, sign it, date it and then 
pass it to the appraisee to check that it is an accurate reflection of the review process 
before they sign and date it.  Once signed by the Parish Clerk or nominated Councillor 
(in the case of the Parish Clerk’s appraisal only) a paper copy will be placed on the 
relevant personal file and a copy returned to the appraisee for their personal retention.  

 
8.2 Where there is disagreement between the Manager and the individual being appraised 

the Manager should try to resolve this in the first instance. Should this prove impossible 
then the matter should be referred to the Chairman of the Council, or the Vice--
Chairman if the Chairman is the nominated Manager under question.  

 
 
 
 
 9.0 Review of Personal Competence – Guidance for Conducting the appraisal Review  
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9.1 Objectives describe what people do; competences describe how people do things.  

Competences provide the Council with a common language to discuss expectations 
about skills and behaviours, about performance and to identify strengths and areas for 
development. 

 
9.2 When considering achievement against objectives, also consider how the individual 

achieved the objective and whether that behaviour/skill was effective and appropriate.  
Support the personal competence rating being given with examples and where 
development is required identify what is needed in the Training and Development 
Planning Section of the form (Part 4). 

 
10.0 Future Performance – Guidance on Objectives setting.   
 
10.1 Individual objectives should directly relate to the Council’s approved Service Plans, or 

within the formal requirements of the job as specified within the approved Job 
Description.  They should be SMART: 

  
S - Specific (clear) 

 M - Measurable (quality, cost) 
 A  - Achievable (do-able but challenging) 

R - Relevant (to the achievement of the Business Plan) 
T - Time Related (when should this be achieved by) 

 
11.0. Training and Development Planning  
 
11.1 During each appraisal meeting the Appraiser should consider the achievement of 

development objectives since the last review and comment on the usefulness of them 
to the individual and their performance in the job.   They should also identify any 
development objectives and how these will be achieved e.g. colleague coaching, visit 
to a partner organisation, volunteering or a course for example. 

 
12.0 The Role of the Parish Clerk 
 
12.1 Once reviews have been undertaken and documentation completed a copy of the 

appraisal form will be held on the employee’s personal file and the Training and 
Development information will help to inform the forward staff Training Plan programme. 

 
12.2 Following assessment of all of the appraisal documents the Parish Clerk/CEO will 

present to the next meeting of the appropriate Standing Committee (in confidential 
session) confirming this, advising of any issues that Members would expect to be 
apprised of. Where any completed staff appraisal form identifies that a Job Description 
needs changing or job needs evaluating the Parish Clerk will report on this also to the 
Personnel Committee or Sub Committee with a detailed report and recommendations. 
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 Appendix J 
 

A MODEL TRAINING AND DEVELOPMENT POLICY 
 FOR QUORN PARISH COUNCIL 

 
1.0 INTENTION 
 
1.1 The Council’s policy is to provide appropriate training and development opportunities 

for all our staff in order that they can perform their individual jobs effectively and 
efficiently and, in doing so ensures that the Council achieves its corporate objectives. 

 
1.2 This intention reflects the Council’s acceptance that effective utilisation of people and 

the maximisation of their skills and personal development should be awarded priority. 
 
1.3 Competence Inventories - Standard knowledge/skill will be established for all jobs.  

These will provide the foundation against which training needs will be measured.  
Completion/ accreditation of the skills/knowledge will be a requirement upon employees 
and training programmes. 

 
2.0 RESPONSIBILITIES 
 
2.1 The Parish Clerk is responsible for ensuring that training and development activity is 

directed towards achievement of the Council’s corporate objectives. This involves: 
 

▪ Coaching in immediate work processes and tasks; 
 

▪ Inducting new staff into the Council, assisted by professional colleagues where 
necessary; 
 

▪ Continuously monitoring the performance of staff and carrying out formal 
appraisals; 
 

▪ Supporting personal development plans. 
 
2.2 Training and/or external assistance will be provided to the Parish Clerk where 

necessary to assist in fulfilling these essential employee development tasks.  
 
2.3 The Council encourages individual employee ownership of career and personal 

development. The Council will play its part by providing support, guidance and 
facilities. 

 
 

3.0 PLANS & PROGRAMMES 
 

3.1 An annual training plan will be agreed ordinarily no later than October of each year.  
Responsibility for this rests with the Parish Clerk. The timetable will ensure that proper 
regard to training and development needs can be incorporated within the following 
year’s budget submission. 
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4.0 RESOURCES 
 
4.1 Control of the Development and Training budget is the responsibility of the Parish 

Clerk/Responsible Finance Officer. The total cost of training and development will be 
contained within the relevant budget as agreed by Council on an annual basis. 

 
5.0 ACCESS TO TRAINING AND DEVELOPMENT OPPORTUNITIES 
 
5.1 There are no exclusions to the types of training and development the Council is 

prepared to offer to assist in the achievement of corporate and operational plans. 
 
5.2 No individual will be excluded from receiving training on the grounds of race, sex, and 

age or grade or any other criteria, which could be deemed as discriminatory or derisive.  
 
5.3 Each member of staff has access to the Councils training provision by direct 

communication with the Parish Clerk and through the formal training request system. 
 
6.0 TRAINING AND DEVELOPMENT PRIORITIES 
 
6.1 The Council recognises the requirement to make continuous improvements in the way 

we work. To this end, all members of staff must be enabled to maintain and develop 
the necessary expertise throughout their careers to successfully and effectively 
perform their duties. The Council recognises the importance of continuous 
professional development. Under this process the goal is to improve personal and 
organisational performance and to enhance career progression within the Council. 

 
6.3 All training and development requests reflect needs and will be treated 

sympathetically. However resources are dependent on several factors, for example 
budgetary constraints and training and development priorities necessary to fulfil the 
Councils objectives. Consequently there may be occasions when a training request 
may be postponed or refused due to other priorities. Decisions on this will be made by 
the Parish Clerk, but in the event of dispute the matter should be referred to the 
appropriate Standing Committee for adjudication. 

 
7.0 EVALUATION OF TRAINING & DEVELOPMENT  

 
7.1 All training and development activities will be evaluated and amendments made on the 

basis of an evaluative return. 
 
7.2 Evaluation is the responsibility of the individual member of staff in conjunction with the 

Parish Clerk. 
 
7.3 The outcome of training and development will be evaluated at the following levels: 
 

▪ Immediate reactions to the training provided will be recorded in the form of an 
evaluation questionnaire to be completed by the individual concerned. 
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▪ the achievement of individual performance objectives is the responsibility of the 
Parish Clerk both to support members of staff implementing new learning acquired 
through training and to monitor the effect of the training on staff performance; and 

 
▪ The achievement of team and organisational objectives will be measured by 

reference to indicators such as customer satisfaction targets, staff retention levels 
and the achievement of targets. 
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