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Abingdon-on-Thames Town Council 

Community Services Advisory Committee Meeting 

6th July 2021 

Agenda item 15: Report of the Deputy Town Clerk / RFO 

Information Centre / Shared Reception 

 
Purpose of this report 
 

• Update the Committee on the plans for Information Centre / Reception 
 
 

Introduction 
 
At the Parish Meeting in March 2021, it was announced that the Town Council were 
in discussions with OCC to provide a shared reception facility on the ground floor. 
The Town Clerk and Deputy Town Clerk met with an OCC Officer in May 2021 who 
agreed with the proposals. Discussions have then taken place with the Registration 
Office staff based in Roysse Court, with everyone in favour of such an arrangement.  
 
The following proposals have been initially discussed at the management team 
meeting and we recognise that this is an operational, rather than a strategic matter. 
Therefore, this report is primarily for noting, and any suggestions arising from 
Members will be considered by your officers as part of the implementation. It is 
suggested that the committee may wish to request a further report on the strategic 
decisions regarding the Information Centre service be brought to a future meeting. 
 
 
Location 
 
The Information Centre service has remained manned by email / telephone during 
the past 18 months. Our plans are for the information centre / reception to re-open to 
visitors in-person from Monday 19th July 2021. This would be in line with the easing 
of covid restrictions as part the Government’s revised road map.  
 
The information centre has been relocated to the previous waiting room of the 
Registration Office and will now provide a reception area for both the Council offices 
and the Registration Office. This move has also allowed for a reading / meeting room 
to be used by the Council’s Archivist (located next to the muniment room) and 
available for ad hoc meetings. 
 
We recognise that our information assistants will be face to face with the public and 
other visitors and have discussed any concerns with them already. We have 
purchased some COVID screens (same supplier as used for the museum) and these 
are due to be delivered ahead of the opening date.   
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Opening hours 
 
Prior to COVID, the information centre was manned from 9:30 am – 3pm Monday to 
Saturday. Visitors to the Council 1st floor offices were welcomed between 9am – 
5pm. To provide an effective reception for the 1st floor offices via the information 
centre, we propose that the opening hours are amended to 10am – 4pm Monday to 
Friday. Outside of these hours the 1st floor office may still be manned by other staff, 
and pre-arranged visitors would still be welcomed. 
 
An information centre service shall be provided by the museum at the weekends, 
with leaflets and maps available. 
 
 
Staffing 
 
We have discussed the proposed changes with our information assistants. The 
current staff may be unable to cover the full hours, Monday to Friday. In the short 
term we would aim to cover any shortfall by using the admin team but will need to 
consider longer term arrangements. 
 
 
Budget implications 
 
There are no additional budget implications in the short term. 
 
 
 
Decisions 
 
Members are requested to note the report. 
 
 
Susan Whipp 
Deputy Town Clerk/ Responsible Financial Officer 
28th June 2021 


