WEST HORSLEY PARISH COUNCIL

BUSINESS CASE FOR THE CREATION OF THE POST OF DEPUTY CLERK

Introduction 

This paper sets out the rationale for the creation of an additional staff post, Deputy Clerk, and recommends to full Council that the post be funded with effect from 1st June, 2021 on an on-going basis. Although only a partial cost will be incurred in 2021/22, the full year cost including all employers’ on costs and pension contribution is in the order of £9,286.

Background 

Some 12+ months ago the Parish Council (PC) set out its strategic direction which included its intent to work towards becoming a “Council of General Competence” as this status would open up additional avenues for the Council to help improve the Village for the benefit of residents. It did, however, raise questions whether the Council had sufficient staff resources to be able to achieve its objectives in an efficient and timely manner. At that point, the advice to Council was that the existing staffing was sufficient albeit that certain qualifications would need to be attained. In October 2020, the Council approved an updated strategy and new business plan for the next three years. In doing so, it re-affirmed its intent to achieve the “general competence” status in May / June 2023. The question of adequate resources remained.

In January 2021, the opportunity arose for the Council to re-consider its staffing complement and to assess the workload for the Clerk & Responsible Finance Officer in line with the strategic intentions and 3-year business plan. In essence, it recognised the benefits of creating an additional post, namely that of a Deputy Clerk, with specific responsibilities and with the facility to cover for the Clerk when that person was on holiday or off-sick. It also opened up the opportunity to hold meetings in otherwise more difficult times such as school holidays so the business of the Council was not interrupted or delayed. In addition, a proactive daily management of the website and social media platforms was considered necessary to keep pace with modern day expectations for good communication with residents.

Existing Arrangement

For many years, the PC has employed a single Clerk & RFO. The last incumbent was employed on a contract for 28 hours per week. Including all employers’ on-costs and pension contributions, this presented an annual budgeted cost to the Council of £30,500. In addition, the training budget included provision for the on-going professional development of the Clerk; the 2021/22 budget includes a specific sum for this purpose.

Proposal   

The Council’s previous Clerk/RFO was a single employee which meant no cover was available during periods of holiday & sickness. It also limited the scope of the work to the job description that formed part of the employment contract. There is now a vacancy for this position. The opportunity exists for the Council to re-appraise its needs and determine a new staffing complement designed to address the strategic intentions and business requirements of the Council for the immediate future years. As the Council wishes to move to “general competence” and, in the meantime, establish 3 formal Committees (Planning, Finance & Staff) it is very likely that more evening meetings will be required, the workload will take on a different pattern and the need for adequate cover, increase. 
The Council is required by statute to have a “Proper Officer” along with that of a Responsible Finance Officer. A recent evaluation undertaken by a highly experienced locum Clerk & RFO has assessed that 22 hours per week of a Clerk/RFO with 12 hours per week of a Deputy Clerk would enable the programme of work to be covered adequately. This would mean that the Clerk & RFO duties, in addition to being the Council’s “Proper Officer”, would service the Council and the Committees of Finance & Staff whilst the Deputy would service the Planning Committee, provide cover to the Clerk when absent and have the responsibility for the daily update of the website and social media platforms. Detailed respective job descriptions have been prepared to these ends and circulated to Members.

The proposal is therefore that: 

1. the Clerk & RFO be employed for 22 hours as against 28 previously and;
2. a new post of Deputy Clerk employed for 12 hours per week be created.

This should ensure that, for the foreseeable future, the needs of the Council are adequately met.

Costings 

The previous annual cost of employing a Clerk & RFO (this was at a higher point of the Local Government Scale because of the length of service of the previous incumbent) including all on-costs (employers’ National Insurance & Pension contribution) was £30,679.

The cost of a new Clerk & RFO at 22 hours per week using the scale in line with other Parish Councils whose electorate and precept are comparable to West Horsley, including on costs at 16% of salary and pension contribution at 8%, amounts to £22,698. The cost of creating the post of a Deputy Clerk using the scale at 75% of the Clerk’s hourly rate and the same methodology with on costs at 16% of salary and pension at 8%, amounts to £9,286.

The 2021/22 staffing budget is set at £32,700 (salary including on-costs & pension contribution).  The cost of the two posts equals £31,984. This means that both posts are affordable and provide a saving of £716. These figures represent full year effect so not all the budget will be consumed if the Deputy post does not become operational until later in the financial year.

Summary & Recommendation

It is considered that the needs of the Council going forward into a busy and demanding phase as indicated in its approved strategy and forward business plan justifies not only a change to the staffing complement in terms of hours but would increase the number of employees with the creation of a new Deputy position. In consequence, the number of employee hours would increase from 28 to 34 albeit the Deputy position would not be responsible for financial matters. The Clerk/RFO would become the line manager of the Deputy. It is affordable in both the immediate and longer term.

The Council is recommended to approve the creation of the post of Deputy Clerk contracted for 12 hours per week noting that the contracted hours for the Clerk & RFO will be 22 per week. The impact for the 2021/22 budget is £31,984 (FYE) representing a saving of £716. It is recommended that this small sum is transferred to the training budget to help accommodate the professional development of the Deputy.
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