12 January 2016

All Councillors
Parish Clerk — For Publication on Website

REVIEW OF PARISH COUNCIL CLERK’S WORKING HOURS
Reference:

A. Socety of Local Council Clerks Report — The Clerk’s Working Hours Survey.
( http://www.leicestershireandrutlandalc.gov.uk/uploads/reportj-theclerksworkinghourssurvey.pdf )

B. Herefordshire County Council review of Parish Clerk’s Working Hours 2013.
https://lwww.herefordshire.gov.uk/media/6551089/ParishClerksQuestionnaireSummaryAndC
ommentsApril2013.pdf

BACKGROUND

1. Over the past 3 years it is apparant to the PC that the load placed upon the Parish Clerk
has increased significantly. The SLCC Report on the subject highlights that “Local Councils are
being encouraged to take on additional services for the community, both as a result of the
devolution of services from Principal Authorities and from new powers available under the
Localism Act. In most cases these services are managed by the Clerk, which entails additional
hours of work that are not always reflected in the employment contract.” The SLCC report
provides some clear guidance on the issue of Working Hours for the Parish Clerk.

2. A 2013 report by Herefordshre County Council (Reference B) found that:

* Rural parish clerks work an average of 6.5 hours a week paid and a further 3.25 hours
unpaid. Town clerks are paid for a full working week and frequently have deputies as well.

*  79% of those who responded have experienced an increased workload in the last 18
months.

* This increase was due to a combination of the introduction of the Localism Act, PAYE, the
number of consultations and more parish councils being proactive.

* Main concerns revolve around the amount and breadth of work involved and the emerging
professional nature of the role.

3. To provide a high standard of support to the Parishioners and to the Parish Council, the
Parish Council wish to ensure that the Parish Clerk’s post is properly funded, trained and
adequately resourced. It was agreed at the PC meeting held on Mon 30" Nov 15 that an urgent
review should be conducted to establish the appropriate level of support required to meet the
commitments and aspirations of the PC.
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TERMS OF REFERENCE
REVIEW OF PARISH COUNCIL CLERK’S WORKING HOURS

1. PURPOSE

1.1. The aim of this review is to identify the appropriate number of working
hours per week necessary for the Parish Clerk to carry out his duties to the
satisfaction of the Parish Council. The review will cover the period 30"
November 2015 to 31% January 2016 inclusive and make recommendations
for any necessary changes to paid hours.

2. PROJECT OBJECTIVES

2.1. Identify the tasks undertaken by the Parish Clerk and identify the time
taken to complete the necessary tasks on a weekly basis.

2.2. Review the weekly hours worked by the Parish Clerk and identify the
time worked in support of:

a. Parish Council

b. Parish Trustee.

2.3  Ensure that the role of the Parish Clerk is accurately documented.

2.4. Make recommendations relating to the funded hours needed to
complete the tasks undertaken in support of the Parish Council. The review
will benchmark the hours worked against those of individuals in similar
appointments in similar sized parishes.

2.5. Identify a methodology for approving and funding exceptional

‘additional hours’ worked. The review should liaise with LRALC to try to
establish ‘best practice’.

3. MEMBERSHIP

The review will be conducted by the Finance Committee:
Cllr Cummings (Chair)

Clir Cade

Clir Riordan

Clir Sewell

The Group will seek input from other PC members in particular Chairs of
Committees and Working Groups.

4. METHODOLOGY

"It is recommended that this period be extended to 28™ February 2016 to ensure that
the period under review is as representative as possible.

Page 1 of 2



4.1 The Working Group will broadly follow the process outlined below:

« Initial meeting to review methodology 14™ Dec 15. (tbc)

*  From 30™ Nov 15 to 31st Jan 16 Parish Clerk to complete a daily time
sheet.

* Interim Review of progress by 5 Jan 16

* Consolidation of Time Sheets to be completed by Chair.

* Draft Report circulated for comment by 2nd Mar 16

* Final Report to be considered by PC on: 14th Mar 16
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