
APPENDIX 5 

Quorn Parish Council – 2nd March 2021 

Report of the Staffing Review Working Group 

RE: FUTURE STAFFING STRUCTURE 

Purpose of the report 

This report will advise Council on a staff structure beyond March 2021 which should 
be implemented in readiness for staff changes 

Background 

The group has met and reported to the F&GP Committee in February. The general 
recommendations then were supported. 

At the time of writing this report, a final position has not been achieved. 

But there is now a confirmed vacancy for a new Grounds and Facilities Officer (GFO) 
from 17th March. 

It is anticipated that the Clerk will give notice of retirement shortly and this creates 
opportunities for Council to review its structure but also for current staff to consider 
opportunities for their development. 

It is anticipated that the current Deputy Clerk post-holder will show interest in the 
vacancy for the Clerk role, and a successful application would then create a further 
gap in the total hours of the office staff. The knock-on effect gives further opportunity 
for Council to consider the overall staffing structure. 

Whilst a definitive detailed plan cannot be finalised currently because of the 
sequential nature of the changes, it is essential to have a framework which this 
paper seeks to define. 

It is anticipated that until a final and robust position is achieved through recruitment 
there will be a need for support for the remaining staff who may have a short period 
of time where there is a loss of 75 hours of staff time due to resignations. This should 
encourage Council to give a sense of urgency to the appropriate recruitment of staff 
as the village emerges from lockdown. 

The working group does not have the expertise to give a professional opinion on the 
exact number of hours required to support all the mandatory activity of a Parish 
Council office, and it is known that Quorn has a history of significant development 
work which requires office work; it is also known that this is currently on hold but 
hopefully will restart during 2021-22 Civic year. The office should be ready to absorb 
this activity. 
 



Proposals 

The recommendations in the paper at Appendix 1 were accepted at the Finance 
and General Purposes (F&GP) Committee on 22nd February 202.  

In addition, it was agreed that the vacancy for the GFO should be filled as soon as 
possible; the resignation was notified after the papers had been circulated so was 
not part of the original paper. This is the background to Recommendation 1 below. 

Recommendation 1  

Council agrees to recruit to a full-time replacement for the post of GFO as soon as 
possible. 

Rec 1 (a) The process will start on 3rd March using current JD, PS, and contract. 

Rec 1 (b)  It is suggested that Council makes this appointment on a 12 month, fixed 
term contract, with the expectation that a successful appointee who 
works well in the team will be given a permanent position if there is a 
sustained return to active village life during 2021. 

Recommendation 2 

Council agrees to recruit to a part-time replacement for the post of Parish Clerk as 
soon as notice of a vacancy is given. 

Rec 2 (a) The exact number of hours will be determined by discussion with current 
staff who know the requirements better than members, and this will used 
for the evaluation by LRALC (Agreed by F&GP 22.02.2021. Refer to 
Appendix 1 of this paper).  A draft job description for the role is attached 
at Appendix 2. 

Rec 2 (b) It is anticipated that the post might be 25-30 hours and this may be 
influenced by discussion with an appointable applicant. (Current work, 
need for maximum income, carer responsibility etc etc) 

Recommendation 3 

Council agrees to the employment of enough staff working enough hours to support 
the new appointment as Parish Clerk. 

Rec 3 (a) It is anticipated that the total hours for staff supporting the new appointee 
as Clerk will be no more than 45, which is the total currently carried out 
by 2 staff members. 

Rec 3 (b) If the current Deputy applies for and is appointed as Clerk, it is possible 
that the consequent total number of hours could be reduced as noted in 
Recommendation 4 below. 

  



 

Recommendation 4 

Council agrees that a vacancy for the post of Deputy or Senior Administrator will be 
recruited to as a part-time position on a 12 month fixed term contract initially. 

Rec 4 (a) It is hoped there will be a great deal of positive change in the village 
during 2021 and the requirement for the staff hours needs to be flexible 
enough to accommodate this. It is generally easier to increase hours 
than to reduce them, or to make posts redundant. 

Financial implications 

1. It is anticipated that the Council may employ 4 staff in future, including the 
GFO, but working less hours if appropriate appointments are made. 

2. Council should always consider whether short term financial gain creates a 
risk and places undue stress on a stable system. 

3. Substantial delay in a final agreement for future staffing will have implications 
if there are two staff vacancies with no recruitment plan in place. 
Commissioning admin staff for short term work will be expensive. 

Risk assessment 

1. The risk of delay to a final agreement is a potential escalating staff shortage, 
with unscheduled strain put on existing staff.  

2. There is a reputational risk if Council is not adequately prepared to recruit to a 
key role in its staff team. 

  



APPENDIX 1 
 

Finance & General Purposes Committee - 22nd February 2021 
 

Report of the Staffing Review Working Party 
 

RE: PROGRESS REPORT 
 

Purpose of the report 
 
This is an update to Committee on the activity to date by the Working group. 
 
The Committee is asked to receive this report and make comments to inform the final paper 
for Council. 
 
Background 
 
The group has met 4-5 times, including 2 meetings with all staff.  
 
It was anticipated that the review would identify potential efficiencies in working practice, but 
the group did not accept an absolute requirement to reduce financial costs. 
 
The focus of the work has been to identify how the office team of staff might function as and 
when Council is informed of a retirement by the current post holder as Parish Clerk. 
 
The group purposely included the current Clerk in discussions as her knowledge and 
experience was vital to help explore options for the future. 
 
At the time of writing this report, a final position has not been achieved. Members are invited 
to comment and an external review of the draft Job Description for a new lead in the office is 
awaited from LRALC. 
 
Assuming that this review is positive, a final report will be presented to Council, hopefully in 
time for the April meeting. This will allow a smooth recruitment process to start in a timely 
way for the anticipated vacancy. 
 
The group has been impressed by the attitude of current staff in adjusting to a further review; 
it is well known that they were left unsettled after the review last autumn. All staff members 
spontaneously offered to consider how they work as individuals to make the team more 
efficient. They have also said that they acknowledge this may mean some adjustment of 
hours and working practice. The group believes that some of the options it has considered 
could lead to small cost savings.  
 
Allowing for the current reduced work to support hiring our facilities, the group was not able 
to identify any tasks which are no longer required apart from the monitoring of the CCTV 
which is still in the JD of the current clerk. 
  



Proposal 
 
1. The group has made an assumption that the staffing structure after the recruitment of a 

new lead is as below:- 
 

 Parish lead.  
o It is suggested that this might be better identified as “Manager” rather than 

“Clerk.” 
 Senior Administrator.  

o This role and title will depend on the outcome of the recruitment for the 
lead. 

 Administrator.  
o This role is currently under furlough, but it is anticipated to expand again. 

 Grounds and Facilities Officer.  
o This relatively new role will continue as at present and recently approved. 

 
2. No additional staff roles are envisaged. 

 
3. The understanding of Employment law within the group is such that there are no grounds 

to make any current post redundant, especially whilst there is someone in post. 
 
4. One additional option has been considered by the group which will depend on the 

outcome of the recruitment to the lead role. It may be that a fixed term appointment is 
made to the role of Senior Administrator if there is a vacancy in the role of Deputy Clerk. 
This has the advantage of giving the office team and Council an opportunity to re-
evaluate the requirements for staff as the country comes out of lockdown with the 
uncertainty that still holds. This also has the benefit of allowing a further consideration of 
the total hours needed within the team. 

 
5. LRALC is being asked to evaluate the new JD for the lead role. 

 
a) This will be in the context that it may be more efficient to share work in a team 

such that the lead role may require less than full time hours but with a robust 
team to support the role and the necessary tasks of the office. Currently this is 20 
and 25 hours for 2 individuals, in addition to the full time hours of the Clerk and 
the GFO. 

b) LRALC has the expertise to evaluate the post suggested by the group and to 
advise on the appropriate pay scales. 

c) It is anticipated that this review can be done in time to table a report for the April 
meeting of Council, or to call an extraordinary meeting if needed to create a 
suitable timetable to recruit to a vacancy. 

d) LRALC has asked for a conversation with 2 Council members, as well as the 
Clerk. It appears that this is to ensure that at least these 2 members will 
understand the evaluation process and report; it is not envisaged that this will be 
an extensive opportunity for members to give feedback about the role. 
 

  



Recommendations 
 

i) The Committee is asked to agree that Council should by default advertise ALL staff 
posts from now on at the least in the LRALC publicity. 

ii) The Committee is asked to agree to fund an evaluation of the new JD for the lead 
role in the Parish Office. The quote for this work is £100 from LRALC. 

iii) The Committee is asked to nominate 2 members to support the evaluation, assuming 
the Committee agrees to fund it. 

 
Financial implications 
 
There are no absolute financial implications currently as recommended. 
 
It is possible that a complete package as outlined in draft could cost Council less regarding 
the total number of staff hours. 
 
Council should always consider whether short term financial gain creates a risk and places 
undue stress on a stable system. 
 
Substantial delay in a final agreement for future staffing may have implications if there is a 
staff vacancy with no recruitment plan in place. Commissioning admin staff for short term 
work will be expensive. 
 
Risk assessment 
 
The risk of delay to a final agreement is a potential staffing shortage, with unscheduled strain 
put on existing staff.  
 
Additional stress in a weak system is always likely to create further problems. 
 
There is a reputational risk if Council is not adequately prepared to recruit to a key role in its 
staff team. 

  



APPENDIX 2 

LRALC - Specimen job description for the post of Clerk to the Council and 
Responsible Financial Officer 

 
QUORN PARISH COUNCIL 

 
JOB DESCRIPTION 

 
Job Title: Clerk to the Council and Responsible Financial Officer 
Responsible to: Full Council  
Responsible for: All Council staff, property and financial resources 
Employment 
Status: 

Full time (37 hours) including some evening work – LRALC 
may give an indication of the hours required  

Salary scale: Enter salary range   
 
Job Purpose 
 
1. To ensure that the Council’s civic and administrative functions and services are performed 

professionally and in accordance with all relevant statutory obligations. 
 
2. To carry out all the functions required by law of a local authority’s Proper Officer in a timely 

manner and to issue all statutory notifications. 
 
3. To ensure that the Council’s Standing Orders and Financial Regulations are correctly 

observed and implemented. 

 
4. To manage the Council’s employees effectively and to be the Council’s principal adviser 

on policy matters, be responsible for all aspects of Health and Safety, manage the 
provision of Council services, buildings, land and resources and to promote the Council. 
The implementation H&S is now shared with the Council’s Grounds and Facilities Officer 
(GFO) 

  
5. To be responsible for ensuring that the instructions of the Council in connection with its 

function as a Local Council are carried out and to produce all the information required for 
making effective decisions and to implement constructively all decisions.  The Senior 
Admin Officer (SAO) and GFO also contribute reports to inform decision making. 

 
Key Duties and Responsibilities 
 
1. To ensure that statutory and other provisions and notices governing or affecting the 

running of the Council are observed and to advise the Councillors on all meeting 
procedures and regulations. 
 

2. To be the Council’s principal adviser on all policy issues, to keep services and activities 
under continuous review and to identify, plan and implement improvements in quality, 
efficiency and effectiveness.  

 
3. To keep up to date with changes in legislation and forthcoming changes and to advise the 

Council accordingly ensuring that all Council policies and procedures meet statutory 
requirements. 

 
4. To prepare and publish, in consultation with appropriate Members of the Council, agendas 

for meetings of the Council and Committees in accordance with all statutory requirements 



and prepare minutes for approval, other than where such duties have been delegated to 
another Officer.  

 
5. To ensure that all meetings of the Council and all meetings of its Committees, Sub-

Committees and Working Parties are clerked, attending personally other than where such 
duties have been delegated to another Officer, and to maintain Councillor’s attendance 
records. 

 
6. To receive and conduct all necessary and appropriate correspondence and documents on 

behalf of the Council as a result of the instructions, or the known policy of, the Council or, 
when appropriate, bring relevant items to the attention of the Council. 

 
7. To sign, seal and deliver any agreements, contracts, conveyances, licences, consents, 

approvals etc on behalf of the Council and to secure planning and other consents on behalf 
of the Council as authorised. 

 
8. To prepare and present general advice as appropriate and on the budget preparation 

process, the presentation of budget estimates and precept proposals to Committees and 
the Council and ensure that all Management Reports are reported to the Council and the 
statutory External Audit requirements are completed each year. 

 
9. To monitor the work of the Responsible Financial Officer and ensure that Council’s budget 

is prepared and balanced and accounts raised and invoices paid and prepare records for 
audit purposes and VAT. 

 
10. To prepare and publish the Council’s Annual Report 
 
11. To study reports and other data on activities of the Council and on matters bearing on 

those activities and where appropriate, to discuss such matters with consultants and 
specialists in particular fields and to produce reports for circulation and discussion by the 
Council. 

 
12. To head the Council’s paid service and manage all other members of staff in keeping with 

the policies of the Council and employment law and to ensure they perform to expected 
standards. 

 
13. To arrange and/or undertake staff annual performance appraisals or reviews and deal with 

any redundancy, disciplinary, capability or grievance issues in accordance with the 
Council’s policies and procedures. 

 
14. To undertake all necessary activities in connection with the management of salaries, 

conditions of employment and work of other staff. 
 
15. To apply the principles of equality and equal opportunities as embodied in the Council’s 

policies and practices in order to promote equality of opportunity and treatment and the 
appropriate attitude and behaviour for all employees.  

 
16. To monitor the implemented policies of the Council to ensure they are achieving the 

desired result and where appropriate suggest modifications. 
 
17. To oversee  the management, maintenance and use of all the Council’s properties and 

facilities, which is the responsibility of the Grounds and Facilities Officer (GFO)  
 
18. To act as the official representative of the Council at meetings of other relevant 

organisations as required. 



 
19. To maintain effective and positive press and public relations and prepare, in consultation 

with key Councillors, press releases about the activities of, or decisions of, the Council.   
This duty has been taken on by the Senior Admin Officer (SAO)To develop effective liaison 
and an effective working partnership with other relevant District and County Councils, other 
public authorities, statutory and voluntary bodies and other agencies as the Council’s 
representative, to ensure that the Council plays a full and effective role in issues affecting 
the area. 

 
20. To manage deliver of the Council’s strategic plan. 
 
21. To have an understanding of planning and development issues as they affect the Council 

area, in particular the Local Development Plan, the Local Strategic Partnership and the 
Emergency Plan and advise Councillors accordingly. 

 
22. To take appropriate action to ensure that all Council elections are arranged and held 

successfully. 
 

23. To ensure that the Council's obligations for financial risk assessment and insurance are 
properly met. 

 
24. To be the principal adviser to the Council on matters of ceremony, civic protocol, and 

develop relevant cultural, community and commercial links.  Task now largely falling to the 
SAO. 

 
25. To make appropriate arrangements for civic functions and occasions and attend the 

Council on any ceremonial occasions. 
 
26. To attend training courses or seminars on the work and role of the Clerk and the Council’s 

activities as required by the Council. 
 
27. To obtain the Certificate in Local Council Administration (if not already gained) as a 

minimum requirement for effectiveness in the role. 
 

28. To manage the arrangements to comply with the Data Protection Act 2018 and the General 
data Protection Regulations 2018. 

  



Key Duties and Responsibilities: Responsible Financial Officer 
 
1. As the Council’s Responsible Financial Officer to be responsible for all financial 

procedures and records, and the careful administration of its finances, in compliance with 
all statutory obligations or other laws, provisions and notices governing or affecting the 
running of the Council including: 
(a) being responsible as and carry out all the functions required by law of the Council’s 

Responsible Financial Officer under S151 of the Local Government Act 1972 for all 
financial matters and records of the Council; 

(b) acting as the Council’s principal adviser on financial matters, and to be responsible for 
the careful administration of the Council’s finances, and the proper application and 
maintenance of the Council’s Standing Orders and Financial Regulations; 

(c) ensuring that the Council’s finances are effectively managed and monitored, and to 
advise the Council on its financial forward plan, strategy and policies; 

(d) advising the Council and its Committees on and prepare the annual budget estimates 
of income and expenditure for revenue services, the capital budget programme and 
annual Precept requirements; 

(e) monitoring and managing the Council’s budget expenditure and income, and to provide 
the Council and Committees with a regular statement of income and expenditure under 
each heading in the approved annual revenue and capital budgets;  

(f) ensuring that all Management Reports are reported to the Council, and the statutory 
internal and external audit requirements are undertaken and completed each year, and 
any consequential action taken; 

(g) issuing and reporting on invoices for goods and services to be paid for by the Council, 
and to ensure such accounts are met and that: - 

 all necessary activities in connection with the management and payment of salaries 
and expenses are administered accurately and legally 

 all payments made to the Council are recorded, any necessary receipts issued, all 
cash and cheques received banked, all associated records kept and any queries 
are investigated 

 invoices are prepared and issued on behalf of the Council for goods and services 
to ensure payment is received 

 all necessary records in connection with the above are maintained 

 all necessary administration and banking procedures are arranged to ensure that 
all full- and part-time staff wages and salaries are paid 

 all relevant rents or charges are collected for relevant Council services and facilities 

 all necessary Revenue and Customs, VAT, SSP and pension financial returns 
and/or payments are completed and dispatched on time  

 records, returns and public notices for the annual audit are prepared and the 
necessary public notices displayed 

 appropriate financial IT systems are in place and operated securely; 
(h) monitoring and ensuring that the Council’s accounts are controlled, and the Council 

informed of the ongoing financial situation; 
(i) ensuring all necessary records are prepared for audit and VAT purposes; 
(j) ensuring that the Council’s obligations for financial risk management are properly met. 
(k) ensuring that adequate financial security, and internal financial and accounting 

controls, are in place and periodically reviewed, and the accounting records of the 
Council are maintained and kept up to date in accordance with proper practices; 

(l) ensuring that an annual equipment inventory and asset register are in place; as 
collated by the GFO. 

(m) advising the Council on and assist in the raising of funds by way of grants and 
sponsorship etc by following the necessary consultations and processes. 

(n) ensuring that all surplus Council funds are invested securely and income maximized; 
(o) to ensure that the Bribery Action requirements are complied with. 



General Duties 
 
1. To continue to acquire the necessary professional knowledge required for the efficient 

management of the affairs of the Council and to attend training courses or seminars on 
the work and role of the Clerk & Responsible Financial Officer and the Council’s activities 
as required by the Council.  

2. To attend the Conference of the National Association of Local Councils, Society of Local 
Council Clerks, and other relevant bodies, as a representative of the Council as required. 

3. To undertake such other duties commensurate with the level of the post and job purpose 
as required by the Council from time to time. 


