
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
5th February 2024 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
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Council Offices, Britwell Road
Didcot OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk

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

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 4th December 2023 as a true record 
– see minutes attached

4. Questions on the minutes as to the progress of any items.
5. To review the up-dated Didcot Volunteer Policy – see attached papers.
6. To discuss the enforced change of website provider – see attached papers.
7. To review the draft new website for the Civic Hall – link sent in separate email.
8. To approve membership renewal of the Society of Local Council Clerks for the 

Town Clerk and the Deputy Town Clerk – see attached report.
9. Progress Report – see attached

10. 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 receive a staffing report– verbal up-date at meeting

Janet Wheeler
Town Clerk
30th January 2024

Voting Committee members:

Cllr C Jennings (Chair) Cllr J Loder (Deputy Chair) 

Cllr H Macdonald Cllr D Macdonald Cllr G Ryall

Nominated substitute Committee members:

Cllr T Worgan Cllr O Glover Cllr L Hislop

Cllr D Guerra Aragao Cllr M Khan
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Personnel and Administration Committee
Monday 4th December 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)
L Hislop (subbing for George Ryall) 

Officers:
Mrs J Wheeler (Town Clerk)

38. Apologies
Apologies were received from Cllr G Ryall. Cllr D Macdonald apologised after the 
meeting. Cllr H Macdonald was absent. 

39. Declarations of interest
None declared. 

40. To approve the minutes of the meeting held on 9th October 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. 

41. Questions on the Minutes
There were no questions.

42. To consider the up-dates on the Annual Leave and TOIL Policy
The Committee discussed the detail of the up-dates and aked the Town Clerk to 
clarify the maximum number of TOIL hours allowed – twenty-one hours – and that 
these must be used in the six month period worked. So the clock re-sets at the end 
of September and at the end of the year. If a member of staff has extenuating 
circumstances they should bring it to the attention of their line manager. These 
changes would be drafted in to this policy and it was RESOLVED TO RECOMMEND 
this policy to full Council. 

Didcot Town Council
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43. To discuss a policy for paying the Real Living Wage for staff and also 
for suppliers
It was noted that all DTC staff are paid above the National Living Wage – and those 
over 18 years of age are being paid at the new Real Living Wage rate of £12 per 
hour. The Committee asked the Town Clerk to draft a policy to ensure that outside 
suppliers must pay this rate as a minimum for those doing work for DTC. The draft 
policy would come to the next P&A meeting. 

44. To review the initial information on Youth Councils and to agree the next 
steps
Several members would like to set up a Youth Council. Cllr Jennings is keen to give 
the young people a voice in Didcot. Information from NALC was attached to the 
agenda. It was AGREED to set up a steering group to progress the Youth Council. 
This will be led by Cllr Chris Jennings and Cllr Sarah Nohre. 

45. To approve the close down dates for Christmas 2023 and the new year
The following dates were confirmed: 

The Council Offices and the Civic Hall would close from midday on Friday 22ne 
December 2023 and re-open on Tuesday 2nd January 2024. 

46. To review the potential for Didcot Town Council to set up self-guided
trail apps to help promote local facilities
The Committee were keen to progress this idea and to work with the Didcot Garden 
Town. This project could be expanded to include other villages in the Didcot Garden 
Town area. The Town Clerk would work on a brief and get some costs.

47. Progress report
The Committee reviewed the progress report and agreed with the actions. The 
Committee asked if the Office team could complete the data protection training by 
the end of March 2024. 

48. 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.

49. To approve the salaries budget for 2024 -2025 and proposed staff 
increments
The salaries for the 2024 – 2025 budget and the proposed increments were 
discussed and approved for presentation to the F&GP Committee on 18th December 
2023. These would be ratified at the full Council in January 2024. 

50. To receive a Staffing Report
The Town Clerk up-dated the Committee on staff matters including recruitment for 
the Estate Officer role; staff illness and staff behaviour. It was AGREED that the 
Council would recruit two grounds operatives to join the outdoor team. The advert 
would offer both full time and part time options. 
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The Committee were pleased with the staff efforts on Remembrance Sunday – and 
asked the Town Clerk to pass on their thanks. 

The comments on overall workload for both the outdoor team and the office staff was 
noted. 

The meeting closed at approximately 9.05pm. 

Signed________________________________ Chair Date _____________
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Volunteering policy

Introduction

1. Didcot Town Council is committed to working with volunteers and welcomes voluntary 
and community involvement. This policy sets out the principles for volunteering with
Didcot Town Council and is of relevance to everyone concerned with recruiting, 
supporting, developing and managing volunteers and promoting volunteering activity.

2. Volunteering is an unpaid activity where someone freely gives their time to help an 
organisation or an individual who they are not related to. Volunteers are not paid staff 
and do not have a legally binding contractual relationship with the Council. 

3. People volunteer for a variety of reasons, including:

• For social reasons
• To put something back into the community
• To regain or learn new employment skills
• To occupy their time

Principles

4. The Volunteering Policy in underpinned by the following principles:

• Volunteers can enhance the Council’s services and increase Council contact with 
the local community

• The Council can learn from the skills and experiences of volunteers
• Volunteers are recognised as important team members
• Volunteers should be properly integrated into the Council and fully understand their 

roles and responsibilities
• Officers work positively with volunteers and understand the Council’s position when 

engaging volunteers
• Volunteers are complementary to paid staff
• Volunteers can engage with the diverse range of Town Council activities
• The Council will value and respect the individual providing equality of opportunity for 

volunteering involvement

Scope

5. This policy applies to individuals and small numbers of volunteers that assist the 
Council over a period extending beyond one occasion rather than one off events that 
may require the assistance of large numbers of people.

Didcot Town Council
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6. It does not apply to Members of the Council who may on occasions be called on to 
volunteer to Clerk either a Full Council or Committee meeting.

Recruitment and selection of volunteers

7. The Council is committed to equal opportunities and believes that volunteering should 
be open to all.

8. Anyone offering to volunteer with the Town Council will be asked to complete and sign 
an application form indicating the volunteering areas of interest and providing details of 
two referees.  Volunteers will be required to sign a confidentiality agreement.

9. Depending on the role, applicants will meet with Town Council officers to discuss.

10.The Council may contact referees and if the role is such that it may require additional 
checks such as Disclosure and Barring Service, the Council will complete these in 
advance of acceptance as a volunteer. There will be no cost to the volunteer. 

11.Once accepted, the Council will issue written confirmation to the volunteer setting out 
the terms of reference for their volunteering activity.

12.Where known opportunities exist, volunteering vacancies will be advertised.

13.The acceptance of a volunteer for a particular role should be based on the selection 
criteria being met; this being the individual’s ability to do the specified task subject to 
the needs and restrictions of the location.

14. If the volunteer will be working alone with children or vulnerable adults, an Enhanced
Disclosure and Barring Service (DBS) check will be required.

15. If the Town Council decides that an individual is not suitable for the volunteering role, 
or if they become unsuitable for a volunteering role, they will be advised of the reason 
and of any other opportunities, as appropriate.

Induction and training

16.All volunteers will receive an induction into Didcot Town Council and the role they will 
undertake. This will include full health and safety induction training.

17.All volunteers will have a named Officer as their main contact. They will be provided 
with regular supervision and support with progress fed back to them and any further 
development and future opportunities identified to them.

Equipment

18.The Council provides adequate and appropriate facilities, equipment and resources to 
enable volunteers to fulfil their role.

Expenses

19. Individuals will receive reimbursement for permissible expenses in accordance with 
HMRC’s rules for volunteer activities.
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Insurance

20.All volunteers are covered by Didcot Town Council’s public liability insurance whilst 
they are on the premises or engaged in work with or on Didcot Town Council’s behalf.

21.Volunteers should not be expected to use their own vehicle for undertaking voluntary 
duties, such as transporting goods, unless they are appropriately insured and the 
documentation has been checked.

Equal opportunities

22.Didcot Town Council operates an equal opportunities policy in respect of both paid 
officers and volunteers. 

Confidentiality and Code of Conduct

23.Volunteers will be bound by the same requirements for confidentiality as paid Officers.

Complaints and Conduct

24.Should a volunteer have a complaint regarding how they have been treated as a 
volunteer when providing their services to the Council, they can raise the matter using 
the Council’s Employee Grievance Procedure.

25.Volunteers whose conduct is deemed to be unacceptable by the Clerk or HR 
Committee can have their services terminated with immediate effect. Appeals must be 
submitted to the Leader of the Council who will appoint an Appeals Panel to hear the 
matter. 

Policy review: February 2024 – Personnel & Administration Committee

Ratification at the full Council meeting on 4th March 2024
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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

All staff signed up and will be doing 
their training ongoing. 

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

Initial discussion with TRAIN so 
far

Have spoken to TRAIN charity but next 
steps need to be clarified

Min 37 – October 
2023

Employee Handbook full review HR consultant to progress in 
new year

With the consultant

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

DTC to progress as the 
employee handbook review is 
completed

After consultant and P&A Committee 
approve the draft. 

Min 43 - December Draft policy for paying the Real 
Living Wage to suppliers – staff 
already paid

Policy part drafted but not 
ready for this meeting

April 2024 meeting

Min 44 – December Setting up a Youth Council Steering group to be set up Cllr Jennings and Cllr Nohre to 
progress

Min 46 - December Brief and costs for a self-guided 
app to promote local facilities

Not yet progressed due to work 
load

April 2024 meeting if ready

November full 
Council 

Motion to ban prizes of live 
animals on events held on DTC 
land

Not yet progressed due to work 
load

April 2024 meeting if ready


