
 

 
 

 

OAKLEY AND DEANE PARISH COUNCIL 
 

 
Committee:   Staffing Committee 
Date:    28th January 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 Tuesday 28th January 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 Wednesday 22nd January ‘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. Rowley (Chair of the Council), Cllr. Hayman, Cllr. Condliffe, Cllr. McAllister and Mrs. Beere 
(Clerk)  
  
Public Session 7:00 PM   
  
No members of the public attended.   
  
Council Meeting 7:10 PM 
 
Election of Pro tempore Chair:  
 
Cllr. McAllister was voted in as Staffing Committee Chair by all present.  
 
1/SC/24 Apologies for Absence 

 
All members of the Committee were present.   
Apologies for absence were received and accepted from the Deputy Clerk and RFO.  

 
2/SC/24 Disclosure of Interests 
 

Cllr. Condliffe declared an interest in that Mrs. Condliffe was interested in applying for the 
role of Deputy Clerk. 

 
3/SC/24 To receive reports from Staffing Working Group  
 

Referring to the minutes of the December ‘24 meeting, agenda point 139/24; Noted. 
 
NOTE: Agenda point 8/24 was brought forward in the meeting, see agenda item for the minutes.  
 
MEETING PAUSED: Clerk departed the room.  
 
4/SC/24 To receive the Workload Management report from Cllr. Rowley  
 

The Clerk was asked to leave the room for the start of this agenda item while the Committee 
reviewed a written report submitted by Cllr. Rowley in his absence at the December ‘24 
meeting, for consideration. Deferred from the December ‘24 and January ‘25 meeting. Any 
minutes noting a decision were taken by the Committee Chair during the time. 

 
MEETING PAUSED: Clerk returned to the room.  



 
  
5/SC/24 Council vacancies 2025, job descriptions for review. 
 

A copy of the current job descriptions for both the RFO and DC vacancies has been 
supplied, as advertised in early 2024.  Feedback on the job descriptions following Mr. 
Woodley (DC) and Mrs. Hamer (RFO) resignations in November ‘24, to be considered. 

 
Following review of the report submitted by Cllr. Rowley (agenda point 4/24) and the job descriptions 
for the RFO and Deputy Clerk vacancies (agenda point 5/24), the following decisions were agreed by 
all present: 
 

i. The job title of Deputy Clerk (DC) will be amended to Assistant Clerk; Reducing the 
scope of the role, the job description will be altered accordingly based on 
recommendations by the current departing Deputy Clerk. 
 

ii. The Assistant Clerk will be assigned to cover pre-agreed areas of Council work, 
anything additional will be delegated by the Clerk within the contracted working 
hours for the role.  Overtime must be agreed an advance by Council. A locum Clerk 
will be sourced to cover the Clerks holiday and sick leave. 
 
Points i.-ii. Above; Approved by all members present, see attachment A: ODPC 
Assistant Clerk job description. Based on the approved (December ’24) 20 hours 
per week, NJC PayScale 26. 
 

iii. The job title of RFO will be amended to show the job functions for the RFO and the 
FA, based on recommendations made to support the Committee’s review of the 
report submitted by Cllr. Rowley, by the current departing RFO.  
 
Approved by all members present, see attachment B: ODPC Finance Assistant job 
description. Based on 20 hours per month, NJC PayScale 24. Note: Reduced from 
the current RFO’s working hours of 25 per month (approved December ’24). 
 
Approved by all members present, see attachment C: ODPC RFO updated job 
description. 
 

iv. The Clerk was invited to consider taking on the role of Responsible Finance Officer 
(RFO) as per the new job description (see attachment C).  It was noted that this will 
increase workload, however Members are hopeful that this will fit within the Clerks 
current working hours approved (December ’24) of 30 per week, NJC PayScale 27. 
 

v. It was noted that the Clerk is attending a HALC Finance Officers training course this 
Thursday 30th January ’25.  The Clerk is under no obligation to accept the position, 
the additional workload was flagged as a concern by the Clerk who currently 
already works unpaid overtime.  The Clerk will take the rest of the week to consider 
the Councils offer.  
 

vi. Scenario 1 –  
 
a. Should the Clerk accept the offer (point iv. above), the role of Finance 

Assistant (FA) will be recruited to support the Clerk/RFO on Finance Officer 
related duties. 

b. Delegated to the Clerk to offer the role of FA (point iii. c. above) to the 
departing RFO Mrs. Hamer.  Based on 20 hours per month, NJC PayScale 24. 

c. Should Mrs. Hamer not accept the offer to remain with the Council, the 
vacancy of FA will be advertised as soon as possible. 

 
Scenario 2 –  
 
d. Should the Clerk not accept the offer (point iv. above), the vacancy of RFO will 

be advertised as soon as possible. Working hours per month and NJC PayScale 
to be SLCC evaluated based on the new RFO job description (point iii. above). 



 
e. Should Mrs. Hamer also not accept the offer (point iii. above), the vacancy of 

RFO in its entirety as the original job description (see attachment D) will be 
advertised as soon as possible. Based on the approved (December ’24) 25 
hours per month, NJC PayScale 24. 
 

Approved by all members present. 
 

vii. Committee members would like to formally apologize to the departing Deputy 
Clerk and RFO, that this meeting has taken so long to organize since resignations 
were accepted November ’24. 

 
The Clerk is to update the Committee on all matters mentioned above as part of agenda point 4/24 as 
soon as possible, week commencing 3rd February ’25. 
 
6/SC/24 Verbal update concerning applications receive to date for both vacancies. 

 
Noted; Two enquiries have been received to date regarding the currently advertised 
Deputy Clerk vacancy. Both will be updated in due course on the current status of the 
vacancy available.  No enquiries have been received in relation to the currently advertised 
RFO vacancy. 

 
7/SC/24 Request approval for the Clerk to explore Locum options. 
 

Approved. 
 
NOTE: Agenda point 8/24 was brought forward in the meeting, see agenda item for the minutes.  
 
8/SC/24 Verbal update from the Clerk. 
 

The Current Deputy Clerk and RFO are due to depart week commencing 11th February ’25. 
Following delays due to the Christmas season, there is a growing urgency to recruit for the 
vacancies within the next month.  The Council cannot function without an RFO, this is a 
legal requirement in accordance with Local Government Act 1972 section 151. 

 
As such, the Clerk has made enquiries with the previously contracted Finance Assistant 
and former Deputy Clerk to determine if they would be willing to return on a temporary 
basis, part time hours and rate to be agreed, to support the Council on necessary actions 
only while recruitment takes place. 

 
Furthermore, the current RFO has indicated that depending on the outcome of the review 
of Cllr. Rowley’s report (agenda point 4/24), should the Council create a permanent 
Finance Assistant role Mrs. Hamer may be open to considering this as the working hours 
will likely be more convenient. 

 
 
Date of next Staffing Committee agreed as 20th February ’25 at 7pm. 
 
Meeting Closed 09:40 PM     
 
An Extraordinary Council meeting is scheduled for 23rd January at the Newfound Pavilion. 
The next Ordinary Council meeting is scheduled for 13th February 2025 at the Newfound Pavilion. 
 
 
 
 
 
Attachment A:  
ODPC Assistant Clerk job description. Based on the approved (December ’24) 20 hours per week, NJC 
PayScale 26. 
 

JOB DESCRIPTION FOR ASSISTANT PARISH CLERK   



The Parish Clerk is employed by the Council (under section 112 (1) of the Local Government Act 1972) to 

provide administrative support for the Council's activities. All other staff, including the Assistant Clerk, 

although employed by the Council, answer to the Clerk who is their manager and is responsible for their 

performance. The Assistant Clerk will take instructions from the Clerk, or from the Council as a whole, but 

not from individual councillors – not even the Chair. 

The Assistant Clerk primary responsibility is to support the Planning Committee and the Clerk in their day-

to-day activities.  This will involve agreed aspects of the Clerk’s role, including but not limited to, banking, 

reporting, attending meetings and taking and publishing minutes, operating the tender process for certain 

contracts, working with outside contractors on projects, events such as Carols at the Pond, obtaining 

quotes for works to be done on Parish property/assets, and other regular duties to be agreed.  

The Assistant Clerk will become the primary contact for Planning matters in the Parish.  

Specific Responsibilities: 

1. To support the clerk in their day-to-day activities:  
a. This support to include but not be limited to the following items when the clerk is 

available: - 
i. Weekly checks on the pavilions at Newfound and Peter Houseman and to 

prepare a report on any defects found. This may include contacting the local 
sporting clubs who have used these facilities to provide feedback when 
required. 

ii. Assist the Sports & Play and Highways functions in obtaining quotations, 
monitoring work to be carried out and presenting proposals to council where 
required. 

 

iii. Maintenance and upkeep of the Parish Council website including posting of 
meeting minutes and agendas, news items updates from 3rd parties regarding 
contact details etc. Ensuring that the website is always up to date and relevant. 

iv. Provide updates to social media on the ODPC Facebook page of any relevant 
events such as council meetings, planning meetings, news items related to the 
Working Groups. This would also include updates to detail when planned 
roadworks or any other utility activity is likely to affect the Parish. 

v. Take on run and manage any projects allocated by the council which may 
involve the introduction of new facilities or services discussed at council 
meetings. 

2. In consultation with appropriate members, to prepare and issue notices of agendas for meetings 
of the Planning Committee. To attend all such evening meetings. To prepare agendas and 
minutes of the Planning Committee for approval, respond to applications and decisions and 
prepare a schedule of these to submit to the Link magazine, and to be published on the Parish 
Website.  

3. To receive and deal with correspondence and documents on behalf of the Council related to 
Planning.  

4. Maintain effective legal filing systems (physical and digital) to record the Planning Committee 
records of the Parish Council. 

5. To attend training courses or seminars as required by the Council. 
6. To continue to acquire the necessary professional knowledge required for the efficient 

management of the affairs of the Council; suggested is membership of the professional body The 
Society of Local Council Clerks. 

7. 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 delegated. 

8. Have a working knowledge of the Scribe accounting system so that you are aware of spends 
against budget and invoicing related to any projects you are involved in. 

9. Assist the Clerk with burial or allotment administration as delegated. 

 
 
Attachment B:  
ODPC Finance Assistant job description. Based on 20 hours per month, NJC PayScale 24. Note: 
Reduced from the current RFO’s working hours of 25 per month (approved December ’24). 



 
JOB DESCRIPTION FOR FINANCE ASSISTANT 

  

The person appointed will support the Clerk and RFO to the Council for the effective management of all 
its financial resources. The Finance Assistant reports to the Clerk and RFO of the Council and may also 
provide some administrative support if required. 
 
Overall Responsibilities 
The Finance Assistant is responsible for the administration of the financial affairs of the Council. 
 
Specific Responsibilities: 

1. To prepare regular financial reports for the Council using finance software.  
2. To bank regularly all money received by the Council. 
3. To ensure that all money due to the Council is billed and collected promptly working with 

the Clerk. 
4. To take overall responsibility for the management of the payroll, ensuring prompt and 

proper payment of any deductions for Income Tax, National Insurance and pension 
contributions.  

5. To take overall responsibility for the prompt and regular submission of VAT Returns or 
repayment claims. 

6. To ensure the appropriate treatment of VAT on all items of expenditure.  
7. To verify, analyse for accounts purposes, and to authorise suppliers invoices for 

recommendation for payment. 
8. To prepare Financial Statements for each financial year end for Councillors and the public, 

to prepare the Annual Return for the Council each year and to submit them to Council for 
approval and to the Auditor(s) when required. 

9. To arrange for appropriate Internal Audit in accordance with Financial Regulations (Joint 
Panel on Accountability and Governance Practitioners Guide). 

10. To maintain the Council’s asset register. 
11. To attend training courses or seminars on the work and role related duties and continue to 

acquire the necessary professional knowledge as required by the Council. 
12. Assist the Clerk and Assistant Clerk with the day to day administration of the Council as 

required and requested. 
 
The Parish Council may alter or vary this job description in the light of changing circumstances. 
 
 
Attachment C:  
ODPC RFO updated job description. Working hours per month to be determined and NJC PayScale to 
be SLCC evaluated. 
 

JOB DESCRIPTION FOR RESPONSIBLE FINANCE OFFICER 

 

A responsible finance officer (RFO) must be appointed by each local council in accordance with Local 
Government Act 1972 section 151. 
 
The person appointed will be accountable to the Council for the effective management of all its financial 
resources and will report to them as and when required. The RFO reports to the Clerk of the Council. The 
role will also provide some administrative support to the Clerk if required. (Still to be discussed and agreed) 
 
Overall Responsibilities 
The Responsible Financial Officer is responsible for: 

• the administration of the financial affairs of the Council  

• advising the Council on financial matters   

• ensuring that Oakley and Deane’s Parish Council’s financial decisions, after due deliberation, are 

conducted in accordance with proper practices as set out in Governance & Accountability (Joint 

Panel on Accountability and Governance Practitioners Guide) for Smaller Authorities in England 

and the relevant financial guidance and legislation.  



Specific Responsibilities: 

1. To submit the Precept request to the Borough Council by the correct date and to provide 
any figures required for inclusion in the Council Tax Bill information as required by statute. 

2. To recommend to Council and regularly review with the Clerk (at least annually) internal 
controls to determine who has responsibility for what and ensure robust and appropriate 
internal controls are in place to protect officers and the Council.  

3. To manage the cash flow recommending investment opportunities and oversee all bank 
transfers. 

4. To monitor compliance with the Council’s Financial Regulations. 
5. To manage the Risks faced by the Council. 
6. To recommend such insurance as is required or is mandatory for the Council. 
7. To attend training courses or seminars on the work and role related duties and continue to 

acquire the necessary professional knowledge as required by the Council. 
8. To attend Council meetings as required, specifically for the presentation of quarterly reports, 

budget and end of year accounts.  
 
The Parish Council may alter or vary this job description in the light of changing circumstances. 
 
 
Attachment D:  
ODPC RFO original job description. Based on the approved (December ’24) 25 hours per month, NJC 
PayScale 24. 
 

JOB DESCRIPTION FOR RESPONSIBLE FINANCE OFFICER 

 

A responsible finance officer (RFO) must be appointed by each local council in accordance with Local 
Government Act 1972 section 151. 
 
The person appointed will be accountable to the Council for the effective management of all its financial 
resources and will report to them as and when required. The RFO reports to the Clerk of the Council. The 
role will also provide some administrative support to the Clerk if required 
 
Overall Responsibilities 
The Responsible Financial Officer is responsible for: 

• the administration of the financial affairs of the Council  

• advising the Council on financial matters   

• ensuring that Oakley and Deane’s Parish Council’s financial decisions, after due deliberation, are 

conducted in accordance with proper practices as set out in Governance & Accountability (Joint 

Panel on Accountability and Governance Practitioners Guide) for Smaller Authorities in England 

and the relevant financial guidance and legislation.  

Specific Responsibilities: 

1. To prepare regular financial reports for the Council using finance software.  
2. To submit the Precept request to the Borough Council by the correct date and to provide 

any figures required for inclusion in the Council Tax Bill information as required by statute. 
3. To bank regularly all money received by the Council. 
4. To ensure that all money due to the Council is billed and collected promptly working with 

the Clerk. 
5. To recommend to Council and regularly review with the Clerk (at least annually) internal 

controls to determine who has responsibility for what and ensure robust and appropriate 
internal controls are in place to protect officers and the Council.  

6. To manage the cash flow recommending investment opportunities and oversee all bank 
transfers. 

7. To take overall responsibility for the management of the payroll, ensuring prompt and 
proper payment of any deductions for Income Tax, National Insurance and pension 
contributions.  

8. To take overall responsibility for the prompt and regular submission of VAT Returns or 
repayment claims. 

9. To ensure the appropriate treatment of VAT on all items of expenditure.  



10. To verify, analyse for accounts purposes, and to authorise suppliers invoices for 
recommendation for payment. 

11. To prepare Financial Statements for each financial year end for Councillors and the public, 
to prepare the Annual Return for the Council each year and to submit them to Council for 
approval and to the Auditor(s) when required. 

12. To arrange for appropriate Internal Audit in accordance with Financial Regulations (Joint 
Panel on Accountability and Governance Practitioners Guide). 

13. To monitor compliance with the Council’s Financial Regulations. 
14. To manage the Risks faced by the Council. 
15. To recommend such insurance as is required or is mandatory for the Council. 
16. To maintain the Council’s asset register. 
17. To attend training courses or seminars on the work and role related duties and continue to 

acquire the necessary professional knowledge as required by the Council. 
18. To attend Council meetings as required, specifically for the presentation of quarterly reports, 

budget and end of year accounts.  
19. Assist the Clerk and Deputy Clerk with the day to day administration of the Council as 

required and requested. 
 
The Parish Council may alter or vary this job description in the light of changing circumstances.  

 
 


