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Abingdon Town Council 
 

Draft Minutes of the Meeting of the Personnel Sub-Committee  
Held on Tuesday 2nd February 2021 at 2.00pm 

 
Due to the Covid-19 pandemic, this meeting was held online in accordance with The 

Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local 
Authority and Police and Crime Panel Meetings) (England and Wales) Regulations 2020 

(“the 2020 Regulations”) 
 
 
 Members Present: 
 

Cllr Andrew Skinner  (Chair) 
Cllr Andrew Coveney  (Vice Chair) 
Cllr Charlie Birks 
Cllr Samantha Bowring 
Cllr Jim Halliday 
Cllr Patrick Lonergan 

 
 Officers in Attendance: 
 
 Mr Nigel Warner   (Town Clerk) 
 Mrs Susan Whipp  (Deputy Town Clerk / RFO) 
 Mrs Nina Özdemir  (Minute Secretary for the meeting) 
 
 
 SECTION I (Open to the Public Including the Press) 
 
 
17 Apologies 
 

Apologies were received from Cllr Andrew Coveney for the start of the meeting. 
 
 
18 Declarations of interest 

 
None. 
 
 

19 Minutes 
 

Resolved: To approve as a correct record the minutes of the meeting of 27 November 
2020. 
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Matters arising 
  

 It was reported that some further difficulties had been experienced accessing the 
documents in SharePoint.  Cllr Jim Halliday requested that an archive section for previous 
Personnel Sub-Committee meetings be created, to enable easier access of current 
meeting documents.  He also requested that minutes be filed on SharePoint. 
 
It was agreed that the Deputy Town Clerk would ask the Committee Clerk to ensure 
papers were uploaded to SharePoint promptly in the relevant areas. 
ACTION:  Committee Clerk to do. 

 
 Cllr Andrew Coveney joined the meeting at this point, it being 2.12pm. 
 
20 Approval of the Staff Handbook 
 

Members considered the report of the Town Clerk and noted that a revised edition of the 
Staff Handbook had been produced and could be found on SharePoint under the February 
Personnel Sub-Committee meeting. 
 
Social Media Policy 
 
Cllr Andrew Skinner asked if the same guidelines should apply to Members.  The Town 
Clerk stated that members were bound by the Local Government Code of Conduct, which 
they signed up to when elected.   
 
Cllr Samantha Bowring suggested that this document perhaps could be circulated on an 
annual basis as a refresher for members. 
 
Cllr Charlie Birks also asked if the Town Council had considered including members in 
the social media policy.  Cllr Skinner reiterated the Town Clerk’s comment that members 
had signed up to the Code of Conduct when elected.  However, it would be considered at 
the end of April whether to have an additional policy for members. 
ACTION: Town Clerk to add to April agenda 
 
Members considered whether the handbook should be issued via email or if printed 
versions should be offered.  Points considered were: 
 

• Cannot assume all staff have access to email or printer. 

• Printed policies can be dangerous in that they out of date.  An extremely high 
volume of printing would also be needed. 

• Could the handbook be issued in printed form without all the policies attached? 

• Policies are on the website, but the handbook is not. 

• The Town Council does have personal home email address for all staff which are 
used for payroll.  For staff without a work email address, the handbook could be 
sent as a PDF with all content to their home email address and offer to print if 
needed.  Perhaps have a copy of the handbook in the office which is kept up to 
date and make staff aware. 
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Cllr Andrew Coveney stated that it had previously been agreed by this sub-committee that 
policies were to be kept in the handbook. 

 
It was agreed that the whole handbook be emailed to staff, using home email address as 
necessary, with offer to print if requested. 

 
ACTION:  Deputy Town Clerk to arrange for the distribution of handbook.  

 
The Town Clerk stated that we have section on our website with policies and it would be 
good practice to populate the web with such policies, ensuring they were put in a logical 
order and in one place.  The Town Clerk reiterated that local government transparency 
was important.  

 
ACTION - Town Clerk to identify all relevant policies for the Communications, Marketing 
& Events Officer to upload to the website. 

 
Appraisal system – policy and forms.  
 
Cllr Patrick Lonergan reported that he had reviewed the staff appraisal forms and changes 
would be sent to the Deputy Town Clerk.  He suggested links be added to each appendix 
for ease of reference. 

 
Cllr Halliday noted that there were some inconsistencies with wording:  

• Pg 23 “should show” 

• Pg 35 “shall be shared” 

• Pg 103 “may be shared” 
He asked that these be checked to ensure consistent wording. 
 
ACTION: Deputy Town Clerk to check / amend. 
 
Members noted that the Town Council form had been adapted from a standard ACAS 
appraisal form. 
 
Members considered when appraisal forms would be signed / completed and whether 
they would need to be finalised at the appraisal itself or whether it would be better for staff 
to sign and date at a later time, giving them time to consider what had been recorded.   

 
The Town Clerk confirmed that he and the Deputy Town Clerk would be considering the 
format and procedure of the appraisals and completion of forms.  Following a question 
from a member regarding appraisal dates, the Town Clerk also confirmed that staff would 
have an appraisal at the end of their 6-month probation period, with annual appraisals 
thereon in.  Cllr Samantha Bowring stated that this should be between staff and line 
managers, rather than a policy issue. 

 
It was proposed by Cllr Patrick Lonergan, seconded by Cllr Andrew Coveney, and 
subsequently recommended to the Finance & General Purposes Committee: 
 
That the revised Staff Handbook be approved. 
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5 Annual leave comparison with the Vale of White Horse District Council 
 

The Town Clerk briefly talked members through the annual leave comparison chart, which 
he emphasised was to be treated as a draft and would be checked by another officer for 
accuracy.  This showed that some Town Council grades were below the national 
provisions and suggested that this be discussed in further detail at the next meeting.  The 
chart also showed the comparisons with the District Council (although this is currently 
being updated so cannot be an accurate, up to date comparison).   

 
It was proposed by Cllr Patrick Lonergan, and seconded by Cllr Andrew Coveney that 
Town Council leave allocations for lower graded jobs be increased to match the District 
Council minimum, with effect from the start of the next financial year. 
 
During a discussion on this proposal, Cllr Bowring stated that the Town Council should 
have its own policies rather than compare with the District Council.  Cllr Halliday asked if 
officers had ever known there to be any recruitment issues due to the annual leave policy 
– if there was not a problem, was there any need to change the policy? 
 
For clarity, it was confirmed by the Town Clerk that Cllrs Samantha Bowring and Charlie 
Birks were full members of the Sub-Committee, rather than Ex-Officio. 
 
Following a vote of 2 members in favour of the proposal and 3 against (with one 
abstention) the proposal was not adopted. 
 

 ACTION:  Town Clerk to check annual leave document with another officer. 
 
 
6 Work Programme 
 

The Sub-Committee considered the work programme for the coming months.  Members 
noted that the Forward Plan included “Consideration of the role of Project Officer” in the 
current quarter (to 31st March 2021).   
 
Cllr Skinner stated that the Media Policy needed to be revisited.  He also asked what the 
Town Council did with regards to the monitoring of staff use on work computers. 
 
Cllr Bowring stated that there are policies for what staff are permitted to do, so should be 
a personnel issue, but it is also operational and dealt with ultimately by line managers.  
Also need to clarify what is “reasonable use”. 
 
Cllr Halliday stated he was not aware of any abuse of computer usage. 
 
The Town Clerk requested that members email him via townclerk@abingdon.gov.uk and 
cc the Chair of this Sub-Committee with any suggestions for the work programme by the 
end of the week. 
 
(Any IT issues with Microsoft Teams to be emailed to the Deputy Town Clerk). 

mailto:townclerk@abingdon.gov.uk
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7 Future meetings 
 
 Members noted the following dates: 
 Tuesday 2nd March  2.00pm  
 Friday 26th March  11.00am 
 Friday 30th April  11.00am 
 Friday 28th May  11.00am 
 
 
8 Exclusion of the public, including the press 
 
 There were no confidential documents for this meeting. 
 
 

The meeting rose at 3.24pm  


