
 

 
 

 

OAKLEY AND DEANE PARISH COUNCIL 
 

 
Committee:   Staffing Committee 
Date:    20th February 2025 
Time:    07:00 PM 
Location:  Newfound Pavilion 
  
Staffing Committee members of Oakley and Deane Parish Council were summoned to attend the 
Committee Meeting at Newfound Pavilion on Thursday 20th February 2025. Members of the press and 
public were also invited to attend.  
 
The public session commenced at 7:00 PM followed by the Committee meeting at 7:40 PM. The business 
to be transacted at the meeting was set out in advance Friday 14th February ‘25. Councillors and the public 
were requested to note that this meeting was recorded by the Council and may also be subject to 
recording by members of the public.  
  
Present: Cllr. McAllister (Chairman of the Council), Cllr. Hayman, Cllr. Condliffe, Cllr. Rowley and Mrs. 
Beere (Clerk)  
  
Public Session 7:00 PM   
 
9/SC/24 Election of the Chair of the Staffing Committee 
 
No members stepped forward on this occasion; Cllr. Condliffe was named Chair pro tempore by all 

members present. 
 
10/SC/24 Election of the Vice Chair of the Staffing Committee 

 
Cllr. McAllister was elected as Vice Chairman by all members present. 

 
11/SC/24 Apologies for Absence 
 
All members of the committee were present. 
 
12/SC/24 Disclosure of Interests 
 

Cllr. Condliffe declared an interest in that Mrs. Condliffe was interested in applying for the 
newly titled role of Assistant Clerk (ref: January 28th ‘25 Staffing sub-committee agenda point 
5/24 i.), and likewise Cllr. Hayman declared an interest in that a friend may be also interested 
in applying for the same role. 
 

13/SC/24 Urgent matters 
 

No decisions to be taken on these items other than to delegate to clerk to address or defer to 
next meeting: 

i. While the Council recruit to fill the newly titled Finance Assistant vacancy (ref: 
January 28th ‘25 staffing sub-committee agenda point 5/24 iii.), a contractor has been 
hired to support the Clerk.  To ensure they have secure access to the necessary 
generic Accounts shared inbox and Council shared folders the Clerk requested to set 
up the contractor with their own council gov.uk email address via CloudyIT.  
Delegated to the Clerk to address, with an update at the next March main Council 
meeting. 



ii. The Clerk requested that the former Deputy Clerk shared inbox be updated to reflect 
the new title of Assistant Clerk, or a generic title be chosen with a matching external 
email address. Delegated to the IT Projects working group to review and report to 
the next March main Council meeting. 

14/SC/24 Request to adopt proposed Terms of Reference. 
 

An updated version of the previous Staffing Sub-Committee Terms of Reference had been 
supplied for review and further amendments.  It was agreed that the note from section 1 iii. 
be removed.  All members proposed that the agreed new Staffing Committee Terms of 
Reference be adopted, to be approved at the Ordinary Council meeting due 13th March ‘25. 
See attachment A: Staffing Committee Terms of Reference proposed for adoption. 

 
15/SC/24 Minutes of the previous meetings 
 

To be considered an accurate record subject to minor amendments proposed. No discussion 
shall take place on any item from the minutes: 

i. Minutes of the meeting held on the 20th January ‘25 as previously circulated for 
approval. Approved. 

ii. Confidential Staffing minutes (agenda point 176/24) of the Ordinary Council 
meeting held 13th February ‘25 to be noted.  Noted. 

 
16/SC/24 Council vacancies 2025 
 

A copy of the approved job descriptions for current vacancies has been supplied, along with 
SLCC Job Evaluation and Salary Calculator forms for review: 

i. Note: The Assistant Clerk position has been advertised at 20 hours per week, pay 
scale NJC26.  Closing date for applications 10th March ‘25. Noted. 

ii. The approved Finance Assistant job description only has been advertised at 20 
hours per month.  Pay scale to be agreed. Guidance was taken via the SLCC Job 
Evaluation template along with a review of the average national pay for that 
position.  All members agreed that pay scale NJC18 be awarded at £3801.60 per 
annum, based on 20 hours per month. The NJC pay scale will be reviewed 
depending on the experience and qualifications of the successful applicant.  
Delegated to the Clerk to address, with an update at the next March main Council 
meeting. 

 
17/SC/24 Verbal update concerning applications received to date for both vacancies. 

 
The Clerk has received interest in both vacancies, from five members of the public to date.  
The following verbal update was given by the Clerk, noted by all members present: 

i. Applications are currently open for the position of Assistant Clerk, deadline March 
10th ‘25.   

ii. The Finance Assistant job description has been circulated only to date as the pay 
scale review was pending. This needs to be communicated with an appropriate 
application deadline to avoid further delays.   

iii. As the next main Council meeting is not until March 13th ‘25, it is the Clerks 
intention to communicate the outcome of agenda point 16/SC/24 ii. to all members 
of Council by Friday 21st February ‘25.  It is vital that the Finance Assistant pay scale 
be advertised to potential applicants by the week commencing 24th February to 
avoid further delays with an application deadline of the 17th March ‘25 for the 
position. Retrospective approval will be sort at the March main meeting.   

 
18/SC/24 Agree Schedule of Work for the next three months 
The following was noted and agreed: 

i. Assistant Clerk application deadline was noted as 10th March ‘25 COP. 
ii. The proposed application deadline for the Finance Assistant vacancy was noted as 

17th March ‘25, based on the Clerks verbal update agenda point 17/SC/25 iii.  
iii. Should any members of Council disagree with point 17/SC/25 iii. once 

communicated, an Extraordinary General Meeting (EGM) will have to be called to 
avoid delay. 



iv. The IT Projects working group will meet to review the Assistant Clerks external 
email address and shared inbox title, before March 6th ‘25 and report back to the 
Clerk by that date. 

v. All applications are to be reviewed by the Staffing Committee members, where no 
disclosure of interest is noted, as they are submitted inline with the Clerk. 

vi. Interviews for both positions will be conducted as soon as possible.  It is the 
intention to fill both positions by no later than the end of April ‘25, with an 
immediate start date depending on the successful applicant's availability.   

 
The Council have the right: To pass a resolution in accordance with the Public Bodies (Admission to 

Meetings) Act 1960 to exclude the public and press to consider confidential contractual and staffing 

matters which meet the criteria of Schedule 12A of the Local Government Act 1972 Part 1. 

19/SC/24 Responsible Finance Officer 
 

Date of next Staffing Committee agreed as 11th March ’25 at 7pm. 
 
Meeting Closed 10:30 PM     
 
The next Ordinary Council meeting is scheduled for 13th March 2025 at the Newfound Pavilion. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Attachment A: Staffing Committee Terms of Reference proposed for adoption. 
 

 
OAKLEY AND DEANE PARISH COUNCIL 

Staffing Committee 
Terms of Reference 



 

1. The Basis of these Terms of Reference 

i. The Staffing Committee (‘the Committee’) was appointed as a committee by 
Oakley and Deane Parish Council (‘the Council’). The Council voted to change the 
working group structure to a Committee on December 12th 2025 (Minute ref. 
139/24 ii). 

ii. The Committee’s duties, as set out in these terms of reference, are defined and 
agreed by the Council, which may vote, at any time, to modify, remove or expand 
the Committee’s terms. 

iii. References to the Council’s Standing Orders mean the Standing Orders (‘SO’) 
adopted by the Council in July 2014. 
 

2. Meetings  

i. Meetings are to be held every other month, with additional meetings to be 
scheduled on an ad hoc basis when required. 

ii. The Committee may resolve to temporarily exclude the public from a meeting on 
the basis that the business to be discussed is of a special and confidential nature 
(SO 21.1). 

 

3. Membership and Chair 

i. The membership of the Committee will be no fewer than the quorum required by 
the Council’s Standing Orders (currently three Councillors) (SO 12.7).  

ii. The Committee will elect a Chair at its first meeting before proceeding to any 
other business and may also elect a Vice-Chair, in each case to hold office until 
the next Annual General Meeting of the Council (SO12.3). Any elected member 
can preside by agreement in the event of the absence of both the Chair and Vice 
Chair. 

iii. If the position falls vacant in the year, a Chair (and if applicable a Vice Chair) may 
be elected for the period until the next May, at a general or extraordinary meeting 
of the Council. 
 

3. Record of Proceedings 

i. The Committee will meet as required to fulfil the responsibilities below, including 
making decisions about relevant staffing matters, subject to budget and 
expenditure limits decided by the Council. Written minutes will be taken to record 
the Committee’s decisions and will be received at the next full Council meeting.  

ii. The Clerk will be responsible for arranging the recording and distribution of the 
minutes. If the matters of the meeting concern the position of the Clerk, or it is 
otherwise inappropriate for the Clerk to record the Committee’s decision and the 
distribution of the minutes, by agreement any other member of the Committee 
may take on these responsibilities. 
 

4. Responsibilities 

The Committee has delegated authority from the Council to fulfil the following 
responsibilities: 

i. Creating working groups as required, to undertake specific tasks on behalf of the 
Committee and assist in its work.  

ii. Reviewing the existing contracts of employment with, and the allocation of 
responsibilities between, the Clerk, the RFO, Assistant Clerk and Finance 
Assistant, including the monitoring of hours worked, and to provide 
recommendations to the Council for consideration and decision. 



iii. Having taken appropriate legal advice where necessary, and in consultation with 
the Clerk where appropriate, reviewing all existing staff employment contracts 
to ensure that they reflect the applicable job description and any responsibilities 
or tasks imposed by law, that they comply with law, and that they reflect the 
responsibilities or tasks imposed by the current or any updated Council Financial 
Regulations and other applicable regulations, and to provide recommendations 
to the Council for consideration and decision.  

iv. Making recommendations on appointment, terms, and contractual matters to 
the Council for all new employed staff and progressing the recruitment of 
approved positions.  

v. Establishing and reviewing current salary pay scales for all employees, where 
relevant, and reporting any findings or recommendations to the Council. 

vi. Recommending salary reviews to the Council prior to the annual budget setting 
taking into account any contractual entitlement to automatic salary increases 
and giving due regard to staff development and NALC guidelines.     

vii. Overseeing any process leading to dismissal of staff, including redundancy. The 
final decision regarding dismissal of a staff member, however, remains a 
responsibility of the Council. 

viii. Reviewing staffing-related expenditure, including staff expenses, and making 
recommendations to the Council. 
 

6. Climate change and Sustainability 

The Committee will ensure that so far as possible and where practical, the Council’s 
Sustainability Policy and the drive for greater sustainability in Oakley & Deane will be 
taken into account in the work it undertakes. 
  

7. Review of Terms of Reference 

These Terms of Reference will be reviewed by the Council at each Annual Meeting. 
 
 
 
Adopted by the Council on……………………………………………2025 
 
 
 
 
 
 
 
 
 
Attachment B, original staff salaries total cost to council. 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Attachment C, 
proposed staff 
salaries total cost to 
council: 
 
 
 
 
 



 


