
 

 

HARTLEBURY PARISH COUNCIL 

 
A meeting of Hartlebury Parish Council Staffing Committee was held virtually via Zoom 

on 7th May 2020 at 8pm 
 
Present: Councillors Laura Meredith, Tim Ingham, Clare Atkinson, Kay Humphreys. 
 
 
1. Appointment of Chair 

 
Laura Meredith was appointed as Chair. 

 
2. Apologies 
 

Apologies were received and accepted from Cllr Alan Buck 
 
3. Declarations of Interest 
 

None 
 
4. Dispensations 
 

None. 
 
5. Recruitment Process 
 
 It was agreed that the post of Clerk should be advertised on the CALC website, Parish notice 
boards and Parish Magazine.  Cllr Atkinson suggested that we could email the vacancy details 
to surrounding Parishes as their Clerks may be looking for additional hours.  It was agreed that 
once the advertisement was drafted we would do this.  This would go live as soon as the job 
advertisement wording was agreed. 
 
It was also agreed that the new Clerk should be CiLCA qualified as then they would be better 
able to deal with the demands of the post.  The previous Clerk worked 16hrs per week.  It was 
suggested that the hours for the new Clerk would be discussed with any applicant but would not 
exceed 16 hrs a week.  A monthly timesheet would need to be submitted for hours worked to 
judge how many hours were required.  At busy times (yearend) additional hours may be needed 
and if so these would be submitted on a timesheet for approval by the Council. 
 
Salary for the post would be dependant on qualifications and experience but in line with NALC 
payscales. 
 
The Parish Council would be responsible for ensuring the Clerk’s PAYE was being handled 
correctly. 
 
The Clerk would not be able to sign cheques or have delegated powers.  The Clerk cannot be 
allowed to have such control and power over the Parish Council as the previous Clerk.   
 
An employment handbook would be created to guide the new Clerk of what is and isn’t 
expected of him/her. 
 
6.Recruitment Documents 
 

Cllr Meredith agreed to draft and circulate: 



 

 

 
- A job advertisement 
- Job description 
- Contract of employment 
- Employment handbook. 

 
 
The meeting closed at 8.50pm. 
 
 
 
 
 
Signed ……………………………………(Chairman)        Dated …………………………… 
 

 

 

 


