
Council Offices, Britwell Road
Didcot OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk

E-mail: council@didcot.gov.uk
Fax: 01235 512837

Notice of a meeting of the 

Personnel and Administration Committee
4th December 2023 at 7.30pm
Park Room, Didcot Civic Hall

All members of the Personnel and Administration Committee are summoned to 
attend this meeting for the transaction of the business on the agenda.

Admission of the public and media
The Council welcomes members of the public to its meetings in accordance with the 
Public Bodies (Admission to Meeting) Act 1960.

Reports and minutes
We add reports and minutes to our website.

Recording, photographs and filming
The press or public may audio-record, photograph or film meetings, or report from 
the meeting using social media.  As such members of the public may be recorded or 
photographed during the meeting. 

We ask that anyone wishing to record or photograph the meeting notifies the Town 
Clerk before the start of the meeting. 

Public participation
The Council welcomes the public’s involvement in meetings, which must be 
accordance with our rules (Standing Orders 30-32 on a matter before the 
Committee). 

At the relevant time during the meeting, the Chair will invite members of the public to 
present their questions and statements. To contact the Town Clerk, please email –
jwheeler@didcot.gov.uk

Didcot Town Council
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Agenda
1. To receive apologies
2. To receive declarations of interest

Members should declare any interests they may have on any item on this agenda 
in accordance with Didcot Town Council’s code of conduct.

3. To agree the minutes of the meeting held on 9th October 2023 as a true record –
see minutes attached

4. Questions on the minutes as to the progress of any items.
5. To consider the up-dates on the Annual Leave and TOIL Policy – deferred from 

the last meeting to confirm member comments. 
6. To discuss a policy for paying the National Living Wage item for staff and 

suppliers – see attached draft policy. 
7. To review some of the initial information on Youth Councils and to agree the next 

steps – see attached documents. 
8. To approve the close down dates for the Christmas and New year holiday – see 

attached report.
9. To review the potential for Didcot Town Council to set up self-guided trail apps –

possibly working with the Didcot Garden Town – to help promote local facilities –
see the website – www.at-creative.co.uk

10.Progress Report – see attached

EXCLUSION OF THE PRESS AND PUBLIC

Pursuant to Section 1 of the Public Bodies [Admission to Meetings] Act 1960 the 
committee will be asked to exclude the press and public from the meeting on the 
grounds that publicity would be prejudicial to the public interest by reason of the 
confidential nature of the business to be transacted

11.To approve the salaries budget for the next financial year 2024-2025 and 
proposed staff increments – see attached confidential papers.

12.To receive a staffing report including an up-date on the recruitment of the Estate 
Officer – see attached confidential papers

Janet Wheeler
Town Clerk
28th November 2023

http://www.at-creative.co.uk/
mailto:council@didcot.gov.uk


Council Offices, Britwell Road
Didcot OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk

E-mail: council@didcot.gov.uk
Fax: 01235 512837

Voting Committee members:
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Personnel and Administration Committee
Monday 9th October 2023 at 7.30pm
All Saints Room, Didcot Civic Hall

Minutes
Note: These minutes are subject to approval as a true and correct record 
by the next meeting of this committee.

Councillors
C Jennings (Chair)
J Loder (Deputy Chair)
D Macdonald
G Ryall 

Officers:
Mrs J Wheeler (Town Clerk)

28. Apologies
Apologies were received from Cllr D Macdonald. 

29. Declarations of interest
None declared. 

30. To approve the minutes of the meeting held on 31st July 2023
It was proposed by Cllr C Jennings and seconded by Cllr J Loder and RESOLVED to 
approve the minutes as a true record. The vote was unanimous. There were no 
amendments. 

31. Questions on the Minutes
There were no questions.

32. To consider the up-dates on the Annual Leave and TOIL Policy
The Committee discussed the detail of the up-dates and made some minor 
amendments. It was noted that staff on maternity leave are able to carry over their 
full entitlement to the following financial year. The total amount of TOIL that can be 
accumulated in any six month period is 21 hours (3 days). TOIL may not be carried 
over from one six month period to another without authorisation from the Line 
Manager. This will be referred back to the next meeting to ensure accuracy of all 
member comments on this policy. 

Didcot Town Council
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33. To consider the budget setting process and any large (macro) projects 
from this Committee
The Committee discussed a idea of employing a youth-focussed individual – who 
may or may not be young themselves - who could help with Town Council work and 
retain links to the community. This position could have a link with formal education. 
The Town Clerk would speak to a few key stakeholders in the Didcot area to see 
how this position could work. There were no other requests although a youth council 
was a potential new cost centre. 

34. Progress report
The data protection training will be rolled out to the Deputy Town Clerk and Senior 
Managers and then to all office staff. Stuart Mundy has now attained his NEBOSH 
qualification and is continuing to work with indoor and outdoor staff. It was agreed 
that the item on H&S with the outdoor team will now be removed. Work was ongoing 
on the long service awards and a badge being designed. The Town Clerk also up-
dated the Committee on the progress of hiring an Horticultural apprentice for the 
Outdoor Services team. 

35. Exclusion of the press and public
It was RESOLVED to exclude the press and public from the meeting pursuant to 
Section 1 of the Public Bodies [Admission to Meetings] Act 1960 on the grounds that 
publicity would be prejudicial to the public interest by reason of the confidential 
nature of the business to be transacted.

36. To note the final conclusion of an insurance claim
The Committee were appraised of the conclusion of a long-running claim which was 
resolved in favour of the Town Council. The solicitors fees of £5,314 were noted 
along with the time of the Town Clerk in fighting this claim. The importance of 
keeping HR records was noted. The Committee recorded their thanks to the Town 
Clerk and the staff who helped on this case. 

37. To receive a Staffing Report
The Town Clerk up-dated the Committee on the recruitment for various positions. 
The two Estate Officer positions were now filled – one with an internal promotion and 
one person new to DTC. Interviews for the Horticultural Apprentice were ongoing. 

It was RESOLVED TO RECOMMEND that the role of one of the gardeners should 
be changed to a Community Officer to help involve the community in projects 
throughout the town. This position would see this Officer lead on the allotment liaison 
along with the more specialist gardening and planting. The Officer would also be a 
mentor to the new Horticultural Apprentice. The amended job description was 
circulated to the Committee. 

The impact of the internal changes and promotions meant changes for other staff to 
pick up work where appropriate.

Recruitment at Willowbrook Leisure Centre was also discussed and positions are 
being filled. 
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It was AGREED to extend the probation period for one member of staff. The Town 
Clerk discussed the reasons for doing this and may need to refer back to the P&A 
Committee in the next three months. 

There was still no news of the national pay award but it was hoped for news by the 
end of October. 

There was an up-date on the early progress of the Deputy Town Clerk and the 
Estate Manager. A training report was also received where the outdoor team were 
booked to do a welding course; repair of small tools course and attended a trade 
show. 

One of the next projects was to up-date our Employee Handbook to dovetail in with 
our HR policies and employment contracts. 

The meeting closed at approximately 8.45pm. 

Signed________________________________ Chair Date _____________
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DIDCOT TOWN 
COUNCIL

Annual Leave 
and TOIL Policy

Reviewed by Personnel and Administration Committee 4th December 2023
To be Ratified by Full Council on 8th January 2024
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Annual Leave Entitlement and Bank Holidays

1. The annual leave year runs from 1st April of one year to 31st March of 
the following year.

2. Full time staff, working 37 hours per week are entitled to 23 days plus 4 
statutory days (to be taken at any time but to cover the period between 
Christmas and New Year). Staff with 5 years’ service or more receive
26 days plus 4 statutory days (to be taken at any time but to cover 
Christmas and New Year). Staff are also entitled to the following bank 
holidays each year:

• New Year’s Day
• Good Friday
• Easter Monday
• Early May Day
• Spring (normally late May)
• Summer (normally late August)
• Christmas Day
• Boxing Day
• NB: new staff who have joined from a previous Council will carry 

over their entitlement. This is named as “continuous service” on 
your employment contract. 

3. Staff working less than 37 hours per week are entitled to an appropriate 
proportion of the above entitlement based on number of hours worked 
and days worked.

The pro-rata entitlement is based on a Full Time Equivalent of 35 days
per annum (7 weeks), or 38 days per annum (7.6 weeks). 

Part time leave is calculated by multiplying the Employee’s average 
weekly days or hours over 52 weeks by either 7.0 or 7.6 depending on 
length of service.

Requests for Leave

4. All requests for leave should be submitted in writing (normally giving as 
much notice as possible) on the absence request form. This should be 
sent to the appropriate Line Manager.  

5. The minimum amount of annual leave that may be taken at any one 
time is a half day or hourly equivalent.

6. Any requests for leave that are refused by the Line Manager are to be 
reported to the Town Clerk, with reasons, as soon as possible.

Leave for New and Departing Employees
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7. Both new and departing employees are entitled to annual leave 
proportionate to the completed months of service during the leave year 
of starting/leaving, which is 1/12th of full entitlement for each completed 
month of service.  Fractions of a day are to be rounded up to the next 
half day.

Carry Forward of Leave

8. The Council is committed to providing a work-life balance for staff.  All 
staff are strongly encouraged to use their full leave entitlement for the 
year it was granted.  Only in the most exceptional of circumstances, 
detailed in a report to Personnel and Administration Committee, will 
consideration be given to the carry forward of more than five days of 
annual leave. Every employee is allowed to carry five days over but 
efforts must be made to take the five days by the end of April. 

Staff who have been unable to use their full annual entitlement due to 
long term health issues, or having been on Maternity Leave, are able to 
carry the whole of their unused entitlement into the following year.

9. The only circumstance where payment will be given in lieu for any 
leave not used in a particular leave year is where employment is 
terminated and sufficient time did not exist for the full leave entitlement 
to be taken.

10. It is the responsibility of Line Managers to monitor staff entitlement 
throughout the year and encourage the taking of their full leave 
entitlement.

Christmas and New Year

11. The Council Offices normally close for the Christmas/New Year period, 
during dates agreed at an appropriate Personnel and Administration 
meeting.

12. Staff are advised that they may need to use annual leave to cover the 
Christmas/New Year period and should take this into account at the 
start of each leave year.  Staff that do not have sufficient leave to cover 
the period will be required to work normal hours during the appropriate 
days.

13. Any staff not on duty or attending work on normal working days during 
the Christmas/New Year are to cover the days with leave or TOIL. 

Compassionate/Maternity/Paternity and Other Leave

14. Applications for any other type of leave are to be submitted through 
Line Managers or to the Town Clerk.  They will be granted in 
accordance with statutory regulations as appropriate.  Leave
applications not covered by regulations will be considered
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sympathetically on a case-by-case basis by the Personnel and 
Administration Committee.

Time off in Lieu (TOIL)

15. TOIL is to be specifically authorised by an employee’s Senior Manager 
in circumstances where a recognised and justifiable need exists.  No 
TOIL can be accrued without management authorisation.

The amount of TOIL that can be accrued at any time is limited to 
twenty-one hours.

TOIL will not be carried over from one six month period to another so 
employees must ensure that the TOIL is taken by the end of 
September and March in each leave year. 

Janet Wheeler
Town Clerk
November 2023
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Personnel & Administration Committee
4th December 2023

RReport author: Janet Wheeler

To consider a policy to follow the National living wage for 
staff and external contracts
Introduction

The Government has announced that the National Living Wage (and minimum wage) 
will increase from April 2024. 

The rate will go up from £10.42 per hour to £11.44 per hour. 
The rate for 18 – 20 year olds will go up by £1.11 to £8.60 per hour. 
The rate is extended to apply for the first time to those aged 21 and over. 
Employees aged 21 and 22 years will see an uplift of over 12%. 

The effect of this is compressing the NJC Green Book pay scales. The recently 
agreed pay settlement has already relinquished SCP 1 and now starts at SCP 2 
which is currently £11.62 per hour. 

The rate for some DTC staff and casuals – after 23/24 pay award

Casuals under the age of 18 will now receive £11.82 per hour (from £10.82). 
Casuals over the age of 18 will now receive £12.01 per hour (from £11.01). 

Therefore all DTC staff are paid above the National Living Wage. 

Outside contracts which require the appointment of working staff

Cllr Tony Worgan (Chair of F&GP Committee) proposes that DTC approves a policy 
where all future contracts will be required to pay their staff at least the National Living 
Wage. Typical contracts would be the cleaning contract which employs staff to work 
on our properties. 

Recommendation
The P&A Committee should discuss and decide whether they wish the Town Clerk to 
draft a contract for the next meeting of this Committee (and then for recommending 

Didcot Town Council
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to full Council). The Committee need to agree in principle that they would want DTC 
to take this stance with future contracts. 

Legal and risk Implications

Legally binding contracts will need to specify this requirement before being awarded. 
The HR consultant will be consulted for the policy wording and any contractual 
paperwork. 

Janet Wheeler
Town Clerk

mailto:council@didcot.gov.uk
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Personnel and Administration Committee
4th December 2023

Report author: Janet Wheeler

To confirm the opening hours for the DTC offices and the Civic Hall 
over Christmas and New year

The Town Council and the Civic Hall traditionally close over the festive period. 

The DTC offices are not particularly busy over the festive period so this is a good 
opportunity for the premises to close and for the staff to have a proper festive break. 
Please remember that we are not just nine to five – many of us work late nights; 
weekend and Sundays. 

The Office and Civic Hall will therefore close from midday Friday 22nd

December 2023 and re-open on Tuesday 2nd January 2024. 

There is sometimes a request for a burial whilst family members are together 
between Christmas and the new year – such requests are dealt with on an individual 
basis and dependant on staff availability. 

The Outside team will carry out essential tasks such as opening the gates at 
Edmonds Park and emptying litter bins. Emergency numbers will be taken connected 
to two staff mobile phones – probably Mike and Stuart. 

The staff will be having their Christmas Brunch on the morning of 22nd December –
which is a DTC tradition rather than a Christmas party. 

Attached the Christmas events that are being run to raise money for the Mayor’s 
charities and to entertain the Didcot residents this year. 

Janet Wheeler
Town Clerk

Didcot Town Council
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Meeting/minute Item/topic Up-date/status Review date/meeting
Data Protection 
Policy

Policy and Data Breach 
procedure to be reviewed

Town Clerk to receive some 
training in order to become the 
Data Protection Officer

Training completed. Essential to roll 
out to office staff. Review of policies 
required. No further progress due to 
work load for all office staff.

Min 20 July 2023 Long Service awards Funded proposal Quote awaited for badge – Town Clerk 
to chase. 

Min 33 – October 
2023

Speak to Didcot stakeholders re 
working with youth

To be progressed February 2023 meeting

Min 37 – October 
2023

Employee Handbook full review HR consultant to progress in 
new year

February 2024 meeting

Min 37 – October Review of all employment 
policies to ensure they 
complement the handbook

DTC to progress as the 
employee handbook review is 
completed

Feb or April 2024 meeting


