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1.0 Background 
 
1.1 We were appointed to undertake a comprehensive service review encapsulating 

all aspects of Bodmin Town Council’s business structure and service delivery, 
this review to encapsulate the following aspects: 
 
• Job evaluations of all posts and review of job descriptions; 
  
• A review of the Council’s democratic structures, including committee structures 

and frequency of meetings; 
  
• A review of the Council’s staffing and executive organisational structure 

including an assessment of capacity, and 
  
• Issues of business continuity and out of hours activities. 
 

1.2 The key objective of the review, as established by the Town Council, being to 
enhance operational efficiency and effectiveness and make cost-efficient 
evidence-based recommendations that will enhance organisational stability; 
moving work streams forward enabling effective efficient delivery of council aims 
and objectives on time.  
 

1.3 Authorisation for the work was resolved at the full Council meeting on 19 
September 2019. 

 
1.4 In order to be properly briefed to conduct the review there was an introductory 

tour of the Town and the Council’s key sites which was conducted by the Town 
Clerk, an initial meeting with the Mayor, and Chairman and Vice-Chairman of 
the Finance, General Purposes and Staffing Committee, and individual one-to-
one meetings with all bar two members of staff, both of whom were absent from 
work sick. To assist in those meetings each member of staff was requested to 
complete a questionnaire, the content of which was assured as being 
confidential. This is attached as Appendix A. 

 

1.5 All councillors were invited to actively participate in the review and a single 
evening meeting was convened on 28 October 2019, attended by nine 
councillors. Five councillors subsequently accepted an offer for telephonic 
conversations focussed on the review. There has been regular updating of the 
Town Mayor, and Chairman of Finance, General Purposes and Staffing 
Committee throughout the review process. 

 

1.6 Furthermore, and in order to obtain informed external input to the review 
telephonic review conversations were held with Sarah Mason, Chief Executive 
of Cornwall Association of Local Councils, and Sarah Sims, Community Link 
Officer with Cornwall County Council. A telephonic interview was also 
conducted with Phil Gale, Chairman of Bodmin Museum. 

 

1.7 The review also included significant background reading of Council 
documentation, including in relation to staffing, finance and governance issues.  
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1.8 Grateful thanks are expressed to everybody who has assisted with, and fully co-
operated in the review. Recommendations are clearly shown emboldened 
within the report and they are all repeated in the summary section 8. This section 
includes a detailed financial assessment of the proposals.  
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2.0 A Brief Contextual Introduction to the Report  
 
2.1 Bodmin Town Council is located within the former North Cornwall District, of 

what is now the unitary Cornwall Council. The unitary authority was established 
in 2009. The Town’s population at the time of the last census in 2011 was 
14,736. Subsequently there has been an increase in this with more development 
planned for the Town over the next decade.  

 
2.2 The Town Council comprises 16 councillors; the next elections will take place in 

May 2021. 
. 
2.3 Bodmin Town Council’s precept in 2019/2020 financial year is £1,433,125. This 

equates to an annual sum of £325.29 for a Band D council taxpayer. In noting 
this figure, it needs to be recorded that the tax base of the Council is low with a 
significant number of Band A, B and C properties. This impacts negatively on 
the Council’s finances, certainly compared with more affluent parts of the 
country. The Town Council’s net revenue budget in 2019/2020 is £1,422,100 
with gross expenditure of £1,580,239 and income of £158,079. The Council has 
budgeted to receive £73,386 from Cornwall Council in the current financial year 
in council tax support grant funding. At 31 March 2019 the Council had 
£3,065,819 in cash and short-term investments and £3,253,658 in total fixed 
assets and long-term investments. There was outstanding borrowing at that 
date of £400,000. At the commencement of this financial year the Council had 
£1,478,271 in earmarked reserves. 

 
2.4 The Council provides a wide range of services and is, in terms of activity levels 

and budgets, well within the top 0.5% of local councils nationally. These services 
include parks, recreation grounds, public open spaces, children’s play areas, 
floral planting, public toilets, a car park, cemeteries/burial grounds, public 
buildings for hire, maintenance of historic structures, civic and community 
events, planning and other third-party representations, reception and visitor 
information services, and community engagement. The Council also owns the 
permanent (non-loaned) exhibits in the Museum, which is run by volunteers. 
  

2.5 The Council currently budgets for a staff team of 34 personnel, 20 of which are 
part-time. Total budgeted weekly hours equate to 917.The equivalent full-time 
staffing is 24.79 posts at full capacity. At the time of the review seven posts were 
vacant, resulting in an adverse impact of minus 5.27 posts and 195 weekly 
hours. 

 
2.6 The executive team is led by the Town Clerk. Many of the employees have 

valuable experience with the Council and, mostly living locally, are 
knowledgeable about the Town and its surrounds. The staff team are younger 
than the norm for the sector, with high qualification levels, certainly for office-
based staff. There was clear evidence that all members of staff are committed 
to the Council and their work and wish to be part of a successful staff team. 

 
2.7 The councillors are all committed to the Town and provide a good mix of age, 

gender and experiences. There was a significant turn-round in the Council’s 
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composition at the 2017 elections and the new Council has an energetic and 
comprehensive forward programme, aims and objectives. 

 
2.8 Relationships between officers and elected members are generally professional 

though multiple observations have been recorded focussing on a lack of respect 
shown to some senior officers by some councillors at meetings. Concerns were 
expressed that some councillors are swift to criticise and slow to praise, and that 
on occasions some councillors overly micro-manage in terms of detailed 
implementation of policy. From the perspective of some councillors there are 
concerns that information and support has not always been manifest in the ways 
they would like. It is not the job of this review to comment on whether there is 
legitimacy in any of these observations, but it is right to record that such 
observations have been made, and as a consequence there is an adverse 
impact on morale and a diminution of trust.  

 
2.9 Notwithstanding the above, and from discussions with councillors, it was clear 

that there are concerns to ensure that the Council’s structures, both staffing and 
governance, work well and that issues of capacity deficit, if identified in this 
review, are addressed. The very commissioning of this review confirms a 
Council concerned for the wellbeing of its labour force and prepared to institute 
change where evidence-based analysis shows that this can help to improve 
performance.  

 
2.10 Overall this review considers that the Town Council is performing well and has 

potential to do better if staff and members working together in positive 
partnership can put past differences and/or misunderstandings to one side as 
all parties clearly share in the same core objectives of selfless service to Bodmin 
and the people who live in the Town. Such issues as have been identified that 
impact upon performance delivery, and which are addressed in this report, are 
not insurmountable and are capable of being addressed. The solutions 
proposed within this report for clearer demarcation of roles and accountability, 
for modest changes to the Council’s governance structure, for some new posts 
focussing on areas of identified need (mostly funded from the existing budget) 
and for a greater focus on performance management, training and development 
are all fully evidenced within the report and subject to formal recommendations. 
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3.0 Job Evaluation 
 
3.0 The Job Evaluation Process,  
 
3.1 Job Evaluation:  
 
3.1.1 This section deals with the detailed evaluations of each role. Job evaluation has 

been undertaken in accordance with the NALC/SLCC criteria for the Town Clerk, 
and Green Book approved criteria for all other staff. This has been reinforced 
and tested by limited benchmarking within the sector. 

 
3.1.2 Throughout the process job evaluation is designed to reward employees for 

what they are employed to do not necessarily what they would like to do 
or could do given their experience or expertise.  All evaluations reflect the 
job requirements and not the abilities of the job holder. Performance or 
capability issues are not taken into account during an evaluation exercise but 
may influence the salary setting process for individual job-holders in that a 
number of factors will determine the spinal column point on which the employee 
commences, within the scale, following evaluation, including qualifications, 
expertise and experience. Equally where an employee’s performance is 
exceptional the Council can always fast-track progress up the incremental scale 
to the maximum of, but not above, the post holder’s salary range. This can only 
apply where the individual is not already on the scale maximum or is on a spot 
salary.  

 
3.1.3 In evaluating the various roles at Bodmin Town Council the assessment has had 

regard to the different ways of structuring pay grades nationally, which includes: 
 

• Short grades - this is the traditional method with a short number of points; 
 

• Longer grades or linked grades – linking grades or having longer grades 
means that there are more points within a grade so may give more 
flexibility to the employer when placing an employee on a grade. 
However, the authority may be committing itself to higher pay grades in 
the future if an employee rises up the entire scale; 

 

• A spot salary – this method allows costs to be controlled and can be 
paired with other supplemental bonus structures if desired, however, 
good practice in relation to job evaluation and reviews always needs to 
be taken into account. 

 
3.1.4 At Bodmin the current arrangement is, in common with the vast majority of local 

councils, based on short scales. The NALC/SLCC scales comprise a small 
number of spinal points and the Green Book also identifies small scales within 
its assessment procedure.  

 
3.1.5 Best practice states that where an employee is on an incremental scale 

progression upwards should in all cases be subject to annual appraisal and 
continuing achievement in post. It is important to note that increments are not a 
right but a response to effective performance. It is always easy to progress staff 



 

8 
 

up a scale because that is the expectation but if performance does not justify it 
and this relates to poor performance only which can be soundly evidence-based, 
then no progression should be agreed. This is in the interests of fairness; 
including being fair to those staff who do perform well but is also proper given 
the accountability the Council has for stewardship of public money. 
Recommendations on incremental progression should, where an incremental 
scale is in place, be made by the Town Clerk for members of staff, and by the 
appropriate Chairman of Committee for the Town Clerk. All recommendations 
should then be formally signed off by Council in order to ensure comprehensive 
Member engagement with, and ownership of, the process. 

 
3.1.6 Every serving employee of the Town Council has been assessed. The 

paragraphs that follow in this section deal with each of the currently established 
posts on a case-by-case basis with evidenced justifications for 
recommendations. The salary scales referred to can all be referenced in 
Appendix B.  

 
3.2 Town Clerk (full-time)  
 
3.2.1 The post holder is currently engaged on spinal point 49, which is the top of scale 

LC4 below substantive (Note: The full scale runs from spinal points 46-49).  
 
3.2.2 The Town Clerk is Head of paid service and the Council’s Proper Officer. There 

is a responsibility on the Town Clerk to manage all aspects of the Council’s 
executive services, its corporate governance, functions, staffing and other 
resources efficiently and effectively, and to ensure that all statutory functions 
are carried out lawfully and in accordance with the instructions of the Council. 
The Town Clerk does not serve as the Responsible Finance Officer, 
accountable for the Council’s financial management controls and ensuring that 
the council operates lawfully at all times, and that effective systems of internal 
control are in place to provide such public assurance; those duties are 
undertaken by another post holder. The Town Clerk’s duties are acknowledged 
in legislation; primarily section 101 of the Local Government Act 1972.  

 
3.2.3 For Local Council Clerks the job evaluation process has been agreed by the 

National Association of Local Councils (NALC) and the Society of Local Council 
Clerks (SLCC) and is the subject of a formal agreement initially dated 2009. The 
approved process looks at eight aspects of the job and the skills and knowledge 
required – these relate to Knowledge, Mental Skills, Interpersonal and 
Communication Skills, Initiative and Independence, Responsibility for People, 
Responsibility for Supervision and Direction of Employees, Responsibility for 
Financial Resources, and Responsibility for Physical Resources.  

 
3.2.4 The eight elements of the evaluation process for the post of Town Clerk are 

detailed below, with the evaluative assessment, based upon the current role, 
shown in brackets: 
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Knowledge 
 
Consider the type of knowledge, what that knowledge is needed for and for what 
purpose and how that knowledge may be acquired. Knowledge will probably 
include literacy and numeracy, procedures, equipment, administrative systems, 
organisational, specialist/technical, and languages/cultures.  
 
(The job requires advanced theoretical, practical and procedural knowledge 
across a number of specialist areas appropriate for the work of an active town 
council.  Evaluation: LC4 substantive). 
 
Mental skills 
These include fact-finding, analytical, problem solving and judgemental skills 
plus creative and developmental skills, planning and strategic skills. 
 
The job requires analytical and judgmental or creative and developmental skills 
to analyse and interpret complex information or situations and to solve difficult 
problems or develop solutions or plans over the short to medium term. 
Evaluation LC4 below substantive). 
 
Interpersonal and Communication Skills 
All the skills related to developing working relationships with others such as staff, 
Members, the public, contractors and other partners in the community.  They 
include advocacy, training, team-working, motivation, advising/guiding, 
persuading and influencing, counselling, negotiating, oral and written 
communication, presentation skills. 
 
(The job involves exercising highly developed advisory, counselling, negotiating 
or persuasive skills in order to encourage/convince others to adopt courses of 
action they might not otherwise wish to take, or exchanging orally and in writing 
complicated or sensitive information with a range of audiences. Evaluation LC4 
substantive) 
. 
Initiative and independence 
This element considers how much the jobholder is free to exercise initiative and 
take independent action and plan his own work.  The nature and level of 
guidance and direction available the existence of policies, procedures and 
precedents and whether the Clerk works alone or with others are all relevant in 
assessing this aspect of job size. 
 
(The job involves progressing a series of activities within recognized guidelines. 
The work involves making frequent decisions and exercising initiative without 
ready access guidance. The jobholder works collaboratively with Members on 
policy and substantive resource issues. Evaluation LC4 below substantive). 
 
Responsibility for People 
This involves the responsibility the jobholder has for the physical, mental, social, 
economic and environmental well-being of any people, other than employees.  
Health and safety responsibilities will feature in this element. 
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(The job involves a direct impact on the well-being of individual, or groups of 
people. It is appreciated this aspect may gain increasing importance over time 
but currently: Evaluation LC3 above substantive). 
. 
Responsibility for Supervision/direction of Employees 
What challenges does the job-holder face when managing, supervising, training, 
co-coordinating or developing others?  How many employees are there? What 
sort of work are they engaged in? What kind of management is required? What 
are the challenges faced by people working in different locations? 
 
(The job involves a major direct responsibility for the management, direction, 
coordination and development of significant numbers of other employees, 
covering several different areas of activity. The work involves the allocation, and 
reallocation, as appropriate, of areas of work and the evaluation of activities and 
working methods. This covers a staff team of currently 34 employees (some 
24.79 e.f.t.) for whom the post holder has overall accountability. The 
SLCC/NALC criteria indicate that grade LC4 applies for over 20 staff. 
Evaluation: LC4 substantive).  
 
Responsibility for Financial Resources 
This element includes cash, cheques, debits and credits, invoices, budgets and 
income including precept, business planning and long-term development of 
financial resources. 
 
(The Town Clerk is not the Responsible Finance Officer; another member of 
staff fulfils the day-to-day Finance Officer role and deals with day-to-day 
matters. The Town Clerk’s responsibility includes contributing to the setting and 
monitoring of the relevant budget(s) and ensuring overview of budgeted sums. 
The assessment for LC4 is a minimum budget of £750,000 which the Council 
significantly exceeds. However, the evaluation for this element is LC3 above 
substantive due to the lesser role).  
 
Responsibility for Physical Resources 
These resources can cover premises, systems, tools, equipment, vehicles, plant 
and machinery, covering upkeep, repair, security, significant assets, planning 
relating to these resources. 
 
(The job involves responsibility for physical resources, including equipment, 
land, buildings, other construction works or equivalent and security of a range 
of high value physical resources and ordering of a range of equipment and 
supplies. The Council owns a large number of buildings and landholdings. 
Evaluation: This is assessed as LC4 substantive). 

 
3.2.5 The above evaluations show three assessments of LC4 substantive, three of 

LC4 below substantive and two of LC3 above substantive. The mean, and the 
median, is therefore LC4 below substantive as currently graded. However, it is 
pertinent to advise Council that the post holder’s grade is paid in accordance 
with the salary scheme as recommended by the National Association of Local 
Councils and the Society of Local Council Clerks. This does provide for 
qualification increments for possession of approved qualifications. In this regard 
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the possession of the Certificate in Local Council Administration (CiLCA) which 
is a pre-requisite for the Council’s eligibility for Gold Standard (formerly Quality 
Council status) is one additional increment. (Hence a grade of LC4 below 
substantive is confirmed, spinal points 46-49 plus the additional increment for 
CiLCA raising the top of the scale to spinal point 50. 

 
3.2.6 Some benchmarking with other broadly similar councils has been undertaken. 

Salaries for Town Clerk posts in Councils providing broadly similar services 
(nearly 40 on the database) tend, with two notable exceptions, to fall within a 
scale of LC3 above substantive to LC4 substantive, with the majority falling in 
the mid-scale range (not all follow the NALC/SLCC grades), though there are 
inevitably essential differences in complexity of duties and budgets. This is also 
reflected in geography where councils in the Home Counties and the South-East 
region appear to pay their clerks at a small premium compared with other areas, 
though again this is not universal. 

 
3.2.7 Recommendation 1: That the Town Clerk’s salary grade on assessment is 

LC4 below substantive (spinal column points 46 – 49) plus one additional 
qualification increment entitlement per the NALC/SLCC approved scheme. 

 
3.3 Job Evaluations for other Staff 
 
3.3.1 The Green Book single status job evaluation scheme against which all other 

members of staff have been job evaluated, requires assessment against thirteen 
categories detailed below. Of these Knowledge scores highest (16.3%) followed 
by Initiative and Independence (10.4%).  

 

• Knowledge and Skills (4 categories comprising 38.4% in total) – 
Knowledge covers all technical, specialist, procedural and organisational 
knowledge required for the job, including numeracy and literacy; 
knowledge of equipment and machinery; and knowledge of concepts, 
ideas, other cultures or languages, theories, techniques, policies, 
procedures and practices. It takes into account the breadth, diversity and 
range of knowledge and the depth and complexity of the understanding 
required. 

 

• Effort Demands (4 categories comprising 25.4% in total) – Initiative and 
Independence, Physical Demands, Mental Demands, and Emotional 
Demands. 

 

• Responsibilities (4 categories comprising 31.2% in total) – Responsibility 
for People, Responsibility for Supervision/Direction/Coordination of 
Employees, Responsibility for Financial Resources, and Responsibility for 
Physical Resources. 

 

• Environmental Demands (1 category comprising 5% in total) – Working 
Conditions. 
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3.3.2 The table below lists all current established posts, showing their current grades 
and recommended grades following Green Book appraisal. The scale showing 
the spinal points range for each grade is attached as Appendix C.  

 
 

Post Current 
Grade 

Evaluation 
Grade 
 

Comments 

RFO  
 

10 10 P/t 22 hrs 

Accounts Technicians  
 

3 3 3 p/t @ 22.5, 16 and 21 
hrs. 

Executive Assistant 6 6 P/t @ 22 hrs 

Senior Admin Assistant  3 3 2 p/t @22.5 hrs 

Executive Support 
Officer (f/t) 

7 7 F/t 

Caretakers 2 2 1 f/t. 1 p/t vacant 

Facilities Administrator  3 3 P/t @ 24 hrs 

Information Officer  6 N/A P/t @20 hrs. Vacant 

Cleaner 1 1 P/t @ 11.33 hrs 

Information Assistants 2 2 3 p/t @13.83, 20.75, and 
34.58 hrs 

Information Assistants 
(Seasonal) 

2 2 2 p/t @15.5 and 20.67 
hrs. Both vacant. 

Court Usher (seasonal) 2 N/A P/t @ 10.42 hrs 

Parks and Open Spaces 
Manager 

6 7 F/t 

Parks and Open Spaces 
Supervisor 

4 5 F/t 

Property Maintenance 
Operative 

3 3 F/t. Evaluation by desk 
study only as employee 
absent sick and no 
questionnaire was 
completed/returned. 

Gardener 3 3 F/t 

Horticulturist 2 2 F/t 

Parks and Open Spaces 
Operative  

2 2 F/t Previously referred to 
as Tractor Driver 

General Labourer 2 2 3 F/t  

Parks Apprentice 1 N/A F/t Vacant 

Projects Assistant 
(Parks) 

2 2 P/t @ 20 hrs 

Admin Assistant 
Apprentice (Parks) 

1 N/A F/t 

Car Parks Inspector 1 1 P/t @ 16 hrs 

 
3.3.3 From the above it is confirmed that nearly all posts are correctly graded at 

present. This is also borne out by benchmarking with other 40 similar councils 
on the data base. Posts such as caretakers, cleaners, parks operatives, 
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information assistants, accounts technicians and general administrative 
personnel are routinely to be found in medium and large councils up and down 
the country. Obviously, job titles will vary in each council for which data is held 
but it is job content that is the key factor in the benchmarking exercise. In all 
cases the grades identified through job evaluation are confirmed as being within 
second or third quartiles, in a majority of the council’s surveyed.  

 
3.3.4 Notwithstanding the above, two posts are assessed as under-graded at present 

and each by one grade. These are the Parks and Open Spaces Manager and 
the Parks and Open Spaces Supervisor. It is doubtful that any previous 
assessment for the Manager post gave sufficient allowance for the staffing and 
asset responsibilities the post holder has responsibility for; nor the size of the 
budget he manages. The current salary grade does not reflect that. The same 
applies for the Supervisor’s current scale. This is more reflective of, and accords 
with, someone who has supervisory responsibilities only. Yet it is apparent that 
the post holder is increasingly assisting in broader managerial accountabilities; 
inevitable given the size of the team’s portfolio and numbers of projects on the 
go at any time. This assessment is similarly borne out by benchmarking; no 
similar posts on the data base for the Manager are assessed at such a low level, 
and only two have been identified at the Supervisor’s current level. Hence 
benchmarking confirms the Green Book assessments. 

 
3.3.5 It was not possible to evaluate the Information Officer post. This post is currently 

vacant, and the exercise could not be undertaken with confidence. The Court 
Room Usher is a seasonal post but based upon recommendations within the 
Skylite report, and from conversations with councillors, it is not envisaged this 
position will be required in the future; accordingly, this too has not been 
evaluated. Finally, the two vacant apprentice posts were also not evaluated. 
However, this would be unnecessary in any event as there are national salary 
scales for apprentices, so Grade 1 is not appropriate. Because of 
recommendations in section 6 none of this is a problem in the context of this 
review.  

 
3.3.6 None of the posts are assessed as being overpaid.  
 

Recommendation 2: The appropriate evaluated grade for the post of Parks 
and Open Spaces Manager is Scale 7 (spinal points 24-27).  
 
Recommendation 3: The appropriate evaluated grade for the post of Parks 
and Open Spaces Supervisor is Scale 5 (spinal points 16-19). 
 
Recommendation 4: To confirm that all other post grades as currently 
constituted are correctly graded as shown in paragraph 3.3.2 and 
confirmed by job evaluation and benchmarking. 
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4.0 The Council’s Strategic Direction and Services 
 
4.1 Before addressing the core issues relating to the Council’s governance 

structures and staffing, including capacity, it is necessary to be clear on what 
sort of Council Bodmin is and wishes to be. This section of the report embraces 
not only the Council’s service provision but also its aims and objectives. It is 
best to start with the latter. 

 
4.2 The Council has agreed aims and objectives for the period 2017-2020 under the 

strap line ‘Investing in Our Community to Improve Bodmin’ and these fall under 
four main categories and are as follows: 
 

• Resources: To sustain a financially viable Town Council which is 
considered an employer of choice within the town. 
  

• Community Involvement: To effectively communicate and work with the 
community to support the development of the town as a place to visit, live 
and work. 

 

• Economy: To support the development of the local economy, and 
 

• Land, Properties, Parks and Open Spaces: To secure and develop access 
to parks, open spaces and cemeteries for use by residents of, and visitors 
to, Bodmin and to reduce losses associated with BTC land and buildings 
whilst increasing community usage. 

.  
4.3 More specifically the Town Council has identified numbers of key goals that they 

aim to deliver during their current term, and these are as follows: 
 

• To scope, develop and deliver a new Skate Park; 
 

• To scope, develop and deliver a new Cemetery; 
 

• To scope, develop and deliver a new Parks Department Building and 
Compound; 
 

• To locate all Office based staff within Shire Hall if feasible and cost-
effective; 

 

• To refurbish or rebuild Fair Park and Priory Park toilets; 
 

• To complete the registry of land owned by Bodmin Town Council; 
 

• To complete existing contract negotiations for land and buildings, including 
Hillside Park, and enter into new where Council agrees; 

 

• Neighbourhood Plan, community consultation, Consideration of 
appropriateness, cost-benefit analysis, and 
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• To undertake a staffing review to ensure sufficient capacity and capability 
to deliver agreed objectives. 

 
4.3.1 The goals have not been formally prioritised in any way and deadline dates have 

not been ascribed. In any future programme this would be recommended in 
order to give clarity to the intentions behind the policy determination. 

 
4.3.2 Although some of these goals listed above have been progressed, the Office 

relocation for example has been accomplished, and the Skate Park works are 
shortly to commence, movement on many of them has been slower than initially 
anticipated, partly because of workload pressures elsewhere but also because 
of delays in clarifying policy. It is in part of course to speed up future action 
delivery in these areas that this review, the final one of the goals listed above, 
has been commissioned. 

 
Recommendation 5: In any future strategic forward planning Council 
should ensure that all identified projects/service goals are prioritised with 
clear deadline dates and ascribed budgets.  

 
4.4 In addition to the above the Council has, with other strategic partners from local 

government, business and community, sought to set out a clear forward Vision 
for Bodmin during the next ten to 20 years – Bodmin 2030 and beyond - and 
with this in place the Council’s own future investment decisions will be focussed. 
Clearly not all the areas listed for action in this document can be delivered by 
the Town Council, other partners will be lead bodies for those issues falling 
within their service ambits; in transport, health, strategic planning and 
employment for example though in all of these the Council’s facilitative and 
representational role, properly exercised, will be key. 

 
4.5 This Vision contains many references to the word community; community 

ownership in decision-making, to community sustainability, community 
engagement and community action, and these are areas where the Town 
Council can indeed exercise leadership in facilitating real progress. At the 
meeting with councillors on 28 October they commented on enhanced 
transparency in the Council’s business workings, of better public relations, and 
a more productive facilitative role, with quoted examples of the Blue Tits, and 
the Chamber of Commerce.  These areas fall within the general scope of 
Community Services. However, notwithstanding this, the Council’s current 
structures, in terms of its democratic governance and terms of reference, and 
the staff structure, do not as currently constituted have the appropriate resource 
and/or focus to give confidence that aspirations expressed and words on the 
page, all related to this area of work, can be effectively delivered on the ground. 
The proposals in this report do so recognise and hopefully address that 
challenge.  

 
4.6 As indicated previously the Council does deliver a wide range of services. Unlike 

large swathes of Cornwall much of this pre-dates back to the 1972 Local 
Government Act and the 1974 re-organisation of local government that 
emanated therefrom, and arose also from wise decisions made locally at that 
time not to pass ownership of the physical assets of the former Borough Council 
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to North Cornwall District Council. As a result, the extensive transfer of services 
agenda currently being progressed elsewhere in Cornwall is not impacting on 
Bodmin Town Council to anything like the same degree.   

 
4.7 But if the Council is not affected by the current devolution agenda it still has its 

own issues to contend with, and these arise from aged buildings and estates 
which have not had the requisite investment over the years, from a lack of 
income-generating services which places greater pressure on council tax, from 
an unwieldy governance structure that does not align with service priorities, and 
where there is little synergy between the councillor and staff teams and hence 
no real ‘Team Bodmin’, and from tensions previously highlighted in paragraph 
3.7, which currently impact adversely on an ability to move the Council forward 
in a way that all clearly wish to do. Those are the main areas, and these and 
other lesser matters are addressed in detail later in this review. 

 
4.8 As already remarked the Council has a wide range of services and 

responsibilities and these are listed below. This list whilst not necessarily fully 
comprehensive does outline just how extensive those service obligations are. 
They have been assigned across four main themes to align with the key service 
areas (note: these are not strictly in line with existing committee structures - as 
the review notes in section 5 they are not necessarily appropriate and do not 
reflect the Council’s priorities as currently established). These four areas are 
identified as Corporate Governance, Parks and Buildings (generically referred 
to later as Estates), Community Services, and Representational Services (of 
which Planning is the most significant element). These services are each 
addressed in the following four paragraphs, paragraphs 4.9, 4.10, 4.11 and 
4.12. 

 
4.9 Corporate Governance 

 

• All Finance administration, accounts and accounting records in 
accordance with regulatory requirements, accountancy guidance and 
proper practice (supported by Internal Auditor, Specialist Contractor 
support (if required) 

• Provision of SMART financial administration to elected members and 
service heads to inform effective decision making 

• VAT 

• Payroll and Superannuation (supported by external payroll company) 

• Human Resources (currently supported by South West Employers). 

• Corporate Management and Governance. 

• Council Strategic Direction. 

• Democratic Services including preparation of agendas and reports, 
attendance at meetings and writing of minutes, and monitoring action 
progress. 

• Information Technology (supported by external contractors as necessary). 

• Data Protection (GDPR) 

• Freedom of Information 

• Business Continuity 

• Insurances 
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• Legal Services (supported by external Solicitors or Cornwall Council as 
appropriate) 

• Management of Leases and Licences 

• Maintenance of Asset Register 

• Policies and Procedures co-ordination 

• Council Annual Report 

• PA support to the Town Clerk. 
 

4.9.1 The biggest risk facing any council is one of governance failure. A council’s 
corporate management is the foundation stone on which all other elements of a 
council, including its sharp end service delivery is built.  

 
4.9.2 This review concludes that these services are sound and are delivered to a high 

construct. The Council’s accounts are consistently approved unqualified, the 
financial information prepared is extensive and ensures a sound basis for 
effective policy-making, the quality of report writing and minute-taking is of a 
good standard, and the policies are numerous and clear and reflect well on 
councillors as well as staff as these recognise the priority given to this work. 

 
4.9.3 All staff employed are qualified in their disciplines, have considerable 

experience and keep abreast of legislative and regulatory changes that impact 
on their work. 

 
4.9.3 Observations have been made that there are some capacity issues arising 

primarily from the number of meetings being called, and from the number of 
projects being progressed. This is acknowledged but proposals contained in 
section 5 for streamlining the committee arrangements at the margins, and for 
enhanced delegations should ease matters here.  

 
4.9.4 Although this review concludes that no additional staff are identified as 

necessary for this work at the current time some enhanced staffing elsewhere 
in Estates and Community Services, all evidence-based in section 6, along with 
some realignment of service responsibilities between teams (web site 
maintenance, social media and Town Museum liaison for example are 
recommended for transfer to the proposed Community Services team, and 
Cemeteries administration to the Estates team), should ease pressures, 
particularly on the Town Clerk giving him more time to concentrate on 
managerial oversight of the Council’s strategic direction and overall 
implementation of the Council’s aims, objectives and goals in accordance with 
the policy direction set by Council.   

 
4.10 Estates 
 

• Priory Park.  

• Beacon Local Nature Reserve 

• Berrycombe Vale 

• Berryfields 

• Coldharbour 

• Fair Park 
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• Kay Crescent 

• Midway Road 

• Moor View 

• Northey Road 

• Priory Meadow 

• Victoria Square 

• Any other public gardens/recreation grounds/public open spaces/amenity 
areas/children’s play facilities. 

• Council Depot. 

• Management and maintenance of Old and New Cemeteries and 
administration thereof. 

• Burial Services and all aspects relating thereto, in accordance with IBCM 
standards 

• Shire Hall and Shire House (buildings maintenance only) 

• All other Council buildings, structures and monuments 

• Street Furniture. 

• Civic Pride. 

• Flowers and Town Centre Planting 

• Christmas Lights. 

• Public Toilets (currently on four sites) 

• Other future devolved estates services from Cornwall Council.  

• Community/Environmental Enforcement. 

• HASAW and Risk Management relating to the team’s services 

• Play Area Safety Inspections  
 
4.10.1 The Parks and Open Spaces Manager and his Supervisor are both well qualified 

and experienced and share the Council’s ambitions for this service.  
 
4.10.2 The workload in this service area is extensive and the current team is struggling 

to keep up with the expectations of councillors and public alike. It needs noting 
particularly that over half of the core goals identified in paragraph 4.3 fall under 
the purview of this team.  

 
4.10.3 The pressures identified exist at managerial level, where the Manager and 

Supervisor, experience ever on-going conflicts between the major projects 
development and resolving on-the-ground issues relating to basic staff 
supervision. They also exist at operative level where there are clear and long-
standing issues of some staff inflexibility and reluctance to accept  instruction 
and undertaken training, all of which is disruptive and harmful to morale of those 
other staff who do believe in the project and who wish to work in the interests of 
the Town and community. In this regard it was noted that recent appointments, 
carefully recruited by Management, are exempt from criticism.  

 
4.11 The staffing proposals contained within paragraph 6.6 will help to address some 

of those concerns.  
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4.12 Community Services 
 

• Community liaison with businesses, retailers and service providers, public 
and private, to develop Town-wide economic initiatives 

• Liaison with other public bodies including Cornwall Council, health 
authorities, housing associations, police and fire services on issues that 
impact of the economic and community wellbeing of Bodmin. 

• To co-ordinate any Council communication consultations and strategies 

• Day-to-day management of all external representation matters (see 
paragraph 4.8.4). 

• Bodmin Museum and all liaisons with the Museum Committee, which is 
independent of the Council though with councillor representation.  

• Tourism and visitor information services. 

• Council Reception 

• Day to day management and operation of the Information office, including 
shop. 

• The council’s web site and social media. 

• The council’s communications strategy. 

• Council publications, including newsletters and information sheets. 

• Lettings for Shire House and other Council premises, generation of 
invoices and liaison with caretakers 

• Setting up of rooms, cleaning and caretaking generally. 

• CCTV 

• Management, co-ordination and promotion of the council’s community 
events programmes 

• Management, co-ordination and promotion of the council’s civic events 
programmes in liaison with the Town Clerk who remains ultimately 
accountable for these.  

• Management and oversight of the Car Parks inspection service and 
income generation related thereto. 
 

4.12.1 All of the above areas of work are currently carried out within the Council but 
not within a cohesive form, or in a way that properly aligned would allow them 
to be managed holistically. Apart from the Information team, currently reduced 
from what applied previously, there are no other dedicated members of staff 
responsible for this portfolio though individual officers cover elements of 
workload, the  Executive Support Officer (temporarily in the role of Deputy Chief 
Executive) the Facilities Administrator, the Car Park Inspector, the Caretaker(s) 
and Cleaner for example. All those staff have wide experience in their fields. 

 
4.12.2 In conducting this review it was helpful to read the Skylite report on Information 

services and to understand the issues currently needing to be addressed in 
respect of that service. These cannot be seen in isolation from other elements 
contained within this definition of Community Services. Indeed, it would be 
undesirable to do so. If a sustainable long-term solution to these services is to 
be achieved there can be no benefit in looking at each separate area of work 
within a silo mentality. Silo working is often prevalent in organisations where the 
structural arrangements and culture fails to recognise and identify situations 
where the power of team working leads to a much better outcome. 
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Communication difficulties and no effective processes for effective sharing of 
information are often central to this. It is not being suggested that this applies 
presently, but the current structure does not assist. What is proposed later in 
section 6 should certainly better meet Council’s stated objectives. 

 
4.13 Representational Services 
 
4.13.1 In the course of the review at no juncture were concerns raised about the 

Council’s representational role. Presently the work is largely fulfilled by the 
Town Clerk, the RFO, the Executive Assistant and the Executive Support 
Officer/Deputy Town Clerk supported by the Senior Administrative Assistants.  

 
4.13.2 Unlike other services the Council’s representational role is more fluid and 

workloads are, by definition, more difficult to ascertain. Planning representation 
is at the heart of this area of work; responding to planning applications within 
the civil parish and related work also. But then there are the other third party 
and principal authority consultations which cover the full gamut of public 
services.  
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5.0 The Council’s Democratic Governance Structure,  
 
5.1 This section reviews the current Standing Committees, their frequency and 

membership and how they meet the needs of the Council.  
 
5.2 The Town Council comprises 16 councillors who are elected every four years. The 

next elections will take place in May 2021. 
. 
5.3 Reference to council and committee minutes shows attendances are generally 

good though workloads are varied, which means some members face a greater 
burden than others.  

 
5.4 Current Structure 
 
5.4.1 The Town Council has an established Council and Committee system. Besides 

Council, which meets every two months plus other Special Council meetings, 
Annual Meeting and meetings to approve the budget and accounts, there are five 
standing committees as follows:  

 

• Finance, Staffing and Performance Management (meets every two months plus 
a special budget meeting). This comprises nine members including the 
Chairmen of Standing Committees, the Mayor as ex-officio and three other 
members.  
 

• Planning (meets every two weeks). This comprises eight members plus the 
Mayor as ex-officio.  

 

• Policy (meets every three months). This comprises eight members plus the 
Mayor as ex-officio. 

 

• Promotions (programmed for five meetings in 2019). This comprises eight 
members plus the Mayor as ex-officio. 

 

• Property (programmed for five meetings in 2019). This comprises eight 
members plus the Mayor as ex-officio 

  
5.4.2  Given the size of the Council and the range of services provided the number of 

standing committees is felt to be one too many; this adds adversely to councillor 
and staff workloads. This was a concern aired by individuals from both elements 
during the review consultation.  

 
5.4.3 The detailed terms of reference for each committee can be viewed on the 

appropriate committee section of the council’s website. These are extensive but 
the area lacking is delegated authority to resolve matters clearly falling within the 
various Committee’s portfolios where budget provision exists. If this is addressed 
there would be speedier resolution of matters, less toing and froing between the 
agendas of various committees and a more streamlined governance structure. 
There would also be an enhanced accountability to the committees, their Chairmen 
and Vice-Chairmen. 
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5.4.4 The quality of report-writing and minute-taking is, from reading of papers on-line 

and in the office, of a good standard. The reports are thorough and ensure 
councillors are fully informed of issues prior to discussions in order to ensure they 
can make fully informed and evidence-based decisions. This gives confidence in 
the democratic process. 

  
5.5 The Legal Position 
 
5.5.1 Before addressing the detailed recommendations for a future committee structure 

and terms of reference it may be helpful to lay out the legal position. Section 101 
of the Local Government Act 1972 allows local Councils to appoint one or more 
Committees or Sub-Committees to discharge any of its functions. It is not 
necessary for the Council to ratify Committee decisions where delegation applies.  
The membership and terms of office of Committees is fixed by the Council, and of 
Sub-Committees and of Working Parties by the appointing Committee. In 
constituting Sub-Committees and Working Parties the appropriate Committee 
should have full regard to the implications on the Officer and Member workload of 
such creation, and such shall only be established following consideration of a 
written report outlining the purposes of such body, why the matters in question 
cannot be dealt with direct by the main committee, and proposed terms of 
reference.  

 
5.6 Sub-Committees and Working Parties 
 
5.6.1 Generally there can be real benefit from establishing Sub-Committees or Working 

Parties to focus on specific areas of work, which require in-depth analysis; usually 
for task and finish projects. Such a body exists at Bodmin Town Council in the form 
of the Shire House Complex Advisory Committee. Such matters are addressed in 
the Council’s Standing Order 40. 

 
5.7 This review concludes that some minor adjustments to the Council’s democratic 

services are required in the following areas; they are then individually addressed 
in paragraphs 5.8, 5.9, 5.10, 5.11 and 5.12 respectively. 
 

• Committee Structure and Scope, including Terms of Reference, 
 

• Committee Memberships, 
 

• Frequency of Meetings cycle,  
 

• A Proposed Chairman’s Group, and 
 

• Scheme of Delegation. 
 
5.8 Committee Structure and Scope, including Terms of Reference. 
 
5.8.1 For large and active Councils like Bodmin it is patently unrealistic to operate without 

Committees. Although many smaller and medium-sized local councils can operate 
satisfactorily with a single monthly or bi-monthly Council meeting alone, that is not 
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possible for Bodmin Town Council or for other councils with a significant workload 
and responsibility for a wide range of public services.  

 
5.8.2 There are three types of services for which the Town Council has responsibility and 

in simplistic terms they can be defined as: 
 

(i) Corporate. Usually this will include finance, audit, administration, corporate 
services, governance, staffing, civic services/events, policy review, 
performance management etc. This committee is a council’s lead committee. 
At Bodmin this committee is designated as Finance, Staffing and 
Performance Management though some elements are addressed by Policy 
Committee. 

 
(ii) Doing. This includes responsibility for a council’s sharp end and visible public 

services. At Bodmin these services are numerous and so rather than 
embracing them all within one committee the services are allocated across 
two. One, Property, focuses on aspects affecting the Town's extensive open 
spaces and buildings. The other Promotions - deals with aspects affecting the 
various information services, civic and community events and engagement.  

 
(iii) Representing. This mainly focusses on planning applications within the town 

boundary. In many local councils this remit is also successfully extended to 
other third-party body’s consultations such as highways, police, fire, social 
services, healthcare, libraries etc.; on issues which impact upon a Town’s 
economy. The main advantage of diversifying the remit of a Planning 
Committee to embrace other public service representations is the frequency 
that this committee meets and the often, limited time that public service bodies 
provide to local councils to get their comments in by. 

 
5.8.3 Whilst ordinarily a structure based on three main standing committees would be 

both logical and realistic to synergise with the above definitions it is not being 
recommended here as the council’s current arrangements work well with 
separation of the ‘doing’ services into those which are based on knowledge and 
communication such as Information Services (Tourism/Visitor and Council), Events 
and external community engagement for example and those that are strictly 
technical in nature and which focus on the council’s physical assets, such as its 
parks and recreation grounds, open spaces, cemetery, car park, buildings and 
related maintenance. The review concludes that this differentiation is logical though 
some tweaking of terms of reference would be advisable and better link with the 
executive staffing structural arrangements, later proposed in section 6. 

 
5.8.4 The benefit of a four committee approach, besides producing greater clarity to the 

council’s democratic processes is that such newly proposed structure would clearly 
accord with the proposed staffing structure, recommended in the following section 
6, so that dedicated teams have direct accountability for specified services and with 
nominated lead officer(s) who will be able to establish positive and constructive 
working relationships with their appropriate chairperson. These are as set out 
below.  
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 Council:  
 Lead Member: Town Mayor 
 Lead officer: Town Clerk 
 
 Policy and Resources: 
 Lead Member: Chairman of Policy and Resources Committee (previously Finance, 

Staffing and Performance Committee and Policy Committee) 
 Responsible Team: Support Services 
 Lead Officers: RFO and Town Clerk 
  
 Estates: 
 Lead Member: Chairman of Estates Committee (previously Property Committee) 
 Responsible Team: Estates Services  
 Lead Officer: Estates Manager (previously titled Parks and Open Spaces Manager) 
  
 Planning: 
 Lead Member: Chairman of Planning Committee 
 Responsible Team: Community Services  
 Lead Officer: Community Services Manager 
  
 Community Services (previously Promotions Committee): 
 Lead Member: Chairman of Community Services Committee 
 Responsible Team: Community Services 
 Lead Officer: Community Services Manager  
  
5.8.5 For transparency and public awareness reasons it is crucial that the terms of 

reference each Committee has accountability for are clearly understood in their 
titles. At the current time that is not totally apparent. Policy and Resources is self-
explanatory. It makes clear that the Committee is overall accountable for policy 
direction (subject in specific areas to Council ratification) and for the Council’s key 
resources of staff and finance. Estates Committee is a better description than 
Property as the Committee’s portfolio incorporates physical buildings and all green 
spaces. Promotions is very limited by definition, whilst Community Services is not, 
and furthermore the preferred title ensures clarity in addressing issues of 
community engagement, which feature strongly in the Council’s aims and 
objectives. The Planning Committee title is felt to be appropriate even recognising 
its wider remit. 

 
5.8.6 Having regard to the above, new Terms of Reference have been produced for 

Council and the four proposed standing committees. These are included in a 
proposed new scheme of delegation, see Appendix C. They have not been 
produced for the sake of change but rather to ensure greater logic in groupings of 
like services. Crucially it will be noted that these terms of reference for the 
Committees all include the phrase “The Committee will be able to spend up to its 
approved Budget, other requests will be forwarded to Policy and Resources 
Committee for resolution” would, at a stroke, resolve the concerns regarding 
slowness of the decision-making process that were previously highlighted in 
paragraph 5.4.3. To aid Committees in managing their budgets it may be desirable 
for the current budget frameworks to be reviewed by the RFO at an early date to 
ensure that cost centres are appropriate and do align with each Committee’s 
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accountabilities in the post-review period. Recommendations would then need to 
be formally reported to the proposed new Policy and Resources Committee for 
policy consideration.  

 
5.8.7 Terms of reference have also been produced for Council. It would appear there are 

no existing terms of reference for Council and yet this is essential to make clear 
where specific policy decisions cannot be delegated to committees. 

 
5.9 Committee Memberships 
 
5.9.1 Both above and in the terms of reference mention is made of the Town Mayor being 

ex-officio on committees. It may be helpful here to explain the meaning of the term 
ex-officio. An ex-officio member of a committee is a member who is part of it by 
virtue of holding another office. The term is Latin, meaning literally "from the office", 
and the sense intended is "by right of office". There is often a misconception that 
the participatory rights of ex-officio members are limited by their status; this is 
incorrect. The term denotes only how one becomes a member of the committee, 
not what one's rights are. It is a method of sitting on a committee, not a class of 
membership. Ex-officio members are afforded the same rights as other members, 
including debating, making formal motions and voting.  

 
5.9.2 It is recommended that each of the four programme committees have nine 

members plus the Town Mayor as ex-officio. This should ensure enough members 
on each committee to ensure workloads are not unduly arduous, but equally not 
too many members to make workings unwieldy. As general good practice 
councillors should be assigned to committees according to skill sets, training and 
knowledge. The result of this would be the opportunity for, other than the Town 
Mayor, six councillors to serve on three committees and nine to serve on two.   

 
5.9.3 For Planning Committee it would be suggested that as best practice the 

Committee’s composition should, if possible, include a minimum of two members 
from each Ward to ensure that the views of those specific localities are best 
represented. This is not a formal recommendation, however. 

 
5.9.4 For Policy and Resources Committee, composition should, within the nine 

members,  include the Chairmen of the other three Standing Committees, to ensure 
that there is full understanding of such Committee’s needs in relation to any policy, 
staffing or financial resource issues being determined by that Committee. This 
would need to be recorded in Standing Orders. 

 
Recommendation 6: That Council should introduce a new Committee 
structure to take effect from 2020/2021 civic year in accordance with terms of 
reference proposals contained in paragraph 5.8 and Appendix C, and with 
memberships as outlined in paragraph 5.9, comprising four main standing 
committees each with nine councillors and the Mayor as ex-officio with a 
quorum of four (one-third) and that in the case of the newly proposed Policy 
and Resources Committee three of the placements should be allocated to the 
chairmen of the other three standing committees. 

 
 

https://en.wikipedia.org/wiki/Latin
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5.10 Frequency of Meetings Cycle 
 
5.10.1 The existing meetings schedule was briefly recorded in paragraph 5.4.1. Some 

representations have been received that there are too many meetings. Whilst 
Planning Committee meets more frequently than most similar committees 
elsewhere, and numbers of Special Council meetings have been added to the 
agenda at short notice, this review does not conclude that the number of meetings 
is otherwise unduly onerous.  

 
5.10.2 Notwithstanding this, a new four-Committee arrangement based on a two-monthly 

cycle should make things somewhat clearer, and if meetings are programmed at 
consistent dates (i.e. Council on the third Thursday of each odd month for example) 
then that makes timetabling easier and assists councillors and staff in managing 
their personal diaries, holidays etc. Likewise, it can assist the public. 

 
5.10.3 Too many meetings can be a deterrent to working people from standing for office, 

it can impact on time available for undertaking constituency work, and it can result 
in decision deferrals and multiple discussions of items due to knowledge that there 
is another meeting on the early horizon. Less frequent meetings can provide focus 
to officers in ensuring all the requisite information, properly explained and 
displayed, is made available, and to members in ensuring they ae properly briefed 
and informed. To have meetings at the same time in each meeting cycle, and 
wherever possible consistently on the same night of each week can undoubtedly 
bring benefit to members, staff and public attendees. A two-monthly cycle would 
appear to meet such objectives. 

 
5.10.4 The only Committee exempt from the two-month cycle would be Planning, in order 

to meet Cornwall Council’s deadline dates for receipt of 
comments/recommendations as consultee on planning applications. However here 
it is not considered necessary to have two-weekly meetings as at present. Most 
councils in Cornwall meet monthly for this purpose and seek approval for later 
submission where deadline dates cannot be met. This is an inevitable requirement 
given that a large majority of councils in the unitary authority area meet monthly 
with no committees, and hence can only determine the planning responses at their 
monthly Council meeting. Accordingly, a four-weekly Planning Committee meeting 
is considered appropriate for Bodmin Town Council, but if this is felt to be too 
radical a step then the meetings could still be held three-weekly with resultant 
administrative time savings and benefits.  

 
Recommendation 7: That with effect from 2020/2021 civic year the Council 
should introduce a two-monthly cycle with all Committees meeting at that 
frequency other than Planning Committee where meetings should be held 
four-weekly or three-weekly according to the Council’s policy preference.  

 
5.11  A Proposed Chairman’s Group 
 
5.11.1 There is one other matter requiring consideration if any review of the council’s 

governance structure is to be complete. That focusses upon the possible 
creation of a Chairman’s Group to drive forward the council’s agenda.  
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5.11.2 Many larger town and parish councils, have created a Chairman’s Group, 
meeting at the commencement of each cycle of meetings to drive forward 
business planning policy. Such Groups traditionally comprise the Chairman 
/Mayor of the Council (as Chairman), the Chairmen of the main committees (but 
not sub-committees or working parties) and the Town Clerk. Hence for Bodmin 
this would be a group of six, which is manageable and would provide a focus 
for reviewing business undertaken in the previous cycle, progress against policy 
decisions generally, including delivering major projects, and agreeing priority 
areas for action in the forward cycle. It is considered such an arrangement would 
significantly enhance the Council’s governance. It is stressed this Group has no 
decision-making powers but serves as an informal monitoring and overview 
body.  
 
Recommendation 8: That from a date to be agreed Bodmin Town Council 
should create an informal Chairman’s group to meet at the beginning of 
each committee cycle to monitor and overview the council’s business 
progress. 

 
5.12 Scheme of Delegation 
 
5.12.1 The Town Council does not currently have an approved scheme of delegation, 

although some delegations are incorporated in standing orders and by specific 
policy resolution. It is good practice to have an approved scheme as it does ensure 
that decision-making is policy regulated. It also helps to avoid dispute and 
misunderstanding. It is then important to keep the scheme up to date with reviews 
every two years or so. This scheme of course incorporates the dedicated terms of 
reference for Council and the various Committees. Hence a document has been 
produced based on good practice, existing delegations (where known) and 
standing orders - see Appendix C. 

 
Recommendation 9: That Council should approve a Scheme of Delegation 
embodying revised terms of reference, and use the draft model attached to 
this report as Appendix C as a basis for this. 
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6.0 Staff Structure and Capacity 

6.1 As indicated in paragraph 1.3 above we were asked to review a new staffing 
structure, and as part of this to look at issues of capacity. 

 
6.2 Overall this review concludes that the current structure of the Council’s staffing 

establishment is unconvincing. Lines of reporting do not always accord with the 
establishment tree, too much accountability rests with the Town Clerk, including 
for supervision of some junior staff, and there could be improved synergy 
between the staff teams and the committees.  

 
6.3 The review concurs with the views of many of the consultees, including some 

councillors, that the staffing structure is too flat, that accountability for service 
responsibilities and performance outputs are not delegated as effectively as 
they might be, and that too much passes upwards for action rather than being 
dealt with at the appropriate level, namely by middle managers or staff on the 
ground. There was some evidence of silo-working.  

 
6.4 Essentially the Town Clerk is accountable to Council for the council’s corporate 

governance and serves as Proper Officer. The Responsible Finance Officer is 
accountable for the Council’s financial management controls and for ensuring 
that effective systems of internal control are in place to provide such public 
assurance. She operates within the meaning of the Accounts and Audit 
Regulations 1996 and subsequent legislation, is overall accountable for all the 
financial records of the Council and the careful administrations of its finances. 
For both officers these are duties acknowledged in legislation; respectively 
section 101 of the Local Government Act 1972 in respect of the role of Proper 
Officer and section 151 of the same Act regarding a Responsible Finance 
Officer (RFO). Whilst the Proper Officer role cannot be delegated to someone 
other than the Clerk, it is possible to appoint some other officer as RFO and 
indeed for larger local councils NALC has previously recommended this as a 
desirable course. Hence the arrangements in place at Bodmin do represent 
good practice and can be commended.  

 
6.5 Whilst it is the responsibility of the Town Clerk to ensure all council 

policies/decisions are implemented and all necessary related tasks are 
undertaken and how that is done (in conjunction with Heads of Service as 
appropriate) it is for councillors to determine the services to be delivered and 
the priorities to be applied, taking into account professional advice provided by 
the paid staff. As confirmed by Richard Walden, Editor of the Clerk, the official 
journal of the SLCC in the November 2017 edition, “Relations remain steady 
where councillor and officer fully understand and act within their very different 
functions. Councillors determine policy, make decisions – officers provide all 
necessary advice and information including recommendations and then 
implement the council’s decisions,” 

 
6.6 In looking at the council’s staffing in a holistic way it is imperative to ensure that 

duties within the office are undertaken at the most appropriate level and by the 
right people. This requires a structure in place that aligns with the Council’s 
democratic services and that has clear accountability including for executive 
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decision-making within approved policy. The objective of this is to give 
empowerment not only to the Town Clerk but to second-tier officers also who 
are the team leaders and to ensure work flows down to the appropriate level 
rather than upwards where there may be logjams due to work pressures. The 
Town Clerk should not be dealing with service level issues relative to the routine 
work of committees; that is for the appropriate lead officers, thereby ensuring 
that the Town Clerk can deliver at the more strategic level and focus on major 
projects, corporate governance and performance overall.  

 
6.7 This review proposes a new structure which more clearly aligns the work of the 

Council’s staff teams with that of the new committee structure. Teams will be 
created, each to be headed up by a Head of Service, who will be accountable 
to the Town Clerk and ultimately to their individual committees for successful 
delivery of all services falling within their remit. Their primary purpose will be for 
effective service delivery in accordance with the policy instructions and 
approved work programmes as laid down by their relevant committee. Each 
team will have administrative support and adequate capacity. Furthermore, the 
structure will be sustainable into the medium and longer term, even should there 
be significant service growth in the future. The new arrangements will empower. 
The structure does not provide for a formal Deputy position as one is not 
required. In the absence of the Town Clerk each head of service will deputise 
across the gamut of their accountabilities with the RFO undertaking Proper 
Officer responsibilities. This latter is appropriate given her governance 
responsibilities and due to the grading of her post, which acknowledges she is 
‘primus inter pares’. Should the Town Clerk for any reason be away from work 
for a prolonged period it will be for full Council to determine whether formalised 
interim arrangements are required in line with the proposed new terms of 
reference. 

 
6.8 So this review recommends a future structure with three clear and distinctive 

service teams working to the Town Clerk and responsible for: 
 

(i) Corporate Governance  
 

(ii) Estates Services; 
 

(iii) Community Services, and Planning and Representational Services 
 

6.9 The team providing the Council’s corporate governance, including financial, 
HR and democratic services, all policy etc. would be headed up by the 
Responsible Finance Officer (whose role and responsibilities are much greater 
than finance), supported by the Executive Assistant, two Senior Administrative 
Assistants and three Accounts Technicians/Assistants. All are part-time posts 
though full budget provision is allocated for the part-time RFO position, 
providing the opportunity for enhanced hours working at pressure periods. No 
changes are proposed there. (Note: The Town Clerk also has input across this 
sphere of work, including in relation to HR issues). The office posts are all part-
time, and no changes are proposed at this time. It should be noted that 
transference of communications functions, including some website 
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maintenance and social media updating will create added administrative 
capacity in this team (the functions are currently assigned to a Senior 
Administrative Assistant) and, effectively managed, will help ease some of the 
currently reported TOIL issues surrounding evening meetings. Also, at the 
current time the RFO and Town Clerk are the office leads for liaison with Bodmin 
Town Museum, but this is more appropriate to be incorporated within the 
Community Services portfolio of services. 

 
6.10 The job title Executive Assistant does not properly reflect the duties of the post. 

This post is a relatively senior one and has been job assessed at only just below 
that of two of the Service Heads, primarily because of the HR and policy 
accountabilities. Because there is a wide portfolio of functional responsibilities 
the title Office Manager may be more appropriate. This post holder would be 
responsible for the team in the absence of the RFO. No other changes are 
proposed to other job titles.  

 
6.11 The Estates team would be headed up by the Estates Manager, a new job title 

recognising the broader portfolio responsibilities for the post.  Previously as 
Parks and Open Spaces Manager he has had no Service Head accountabilities; 
currently he reports to the Town Clerk through the Executive Support Officer 
post (temporary Deputy Chief Executive) but that is considered no longer 
necessary under the proposed new staffing arrangements. The new higher 
salary scale for this position, coupled with the post holder’s skill sets and 
knowledge gives confidence he can step up and take effective overall day to 
day accountability for the portfolio of services under the aegis of the (proposed) 
Estates Committee. This needs to be recognised by modest changes to the 
approved job description for the post This also recognises that a strengthened 
team is put in place to help the Head of Service deliver the ambitious programme 
of work as laid out in Council policy. The post holder will be lead officer for the 
Estates Committee. The current job description for the post is robust and 
extensive. It has been tweaked slightly to recognise the enhanced management 
accountability and to incorporate the essential special conditions, that are 
required for all posts. This is attached as Appendix D. (Note: All existing job 
descriptions are available to view in the Council’s Dropbox. Councillors may 
wish to refer to these where appropriate to fully understand the changes being 
proposed). 

 
Recommendation 10: That a new job description for the post of Estates 
Manager, previously Parks and Open Spaces Manager, be agreed which 
reflects the increased job grading following the job evaluation exercise 
and that this be in broad accord with the draft document attached as 
Appendix D. 

 
6.12 Other proposals for the Estates team are as follows: 

 
6.12.1 The Parks and Open Spaces Supervisor post should be retitled Deputy Estates 

Manager As Deputy the postholder would support the Estates Manager across 
the full spectrum of his responsibilities, including in relation to the Estates 
Committee/Council as appropriate, and. for the line management of all 
personnel engaged in the Estates team.  When resources demand there would 
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be a requirement to be a working member of the Team and to lead by example, 
taking a pride in place and coordinating staff to achieve a high standard of 
grounds maintenance work across the Council's Parks, Open Spaces, 
Cemeteries and Buildings. This title more accurately reflects the revised salary 
scale for the post as well as recognition of the need for his job to give high-level 
managerial support to the Manager, including assisting with 
contracts/agreements, planning, budgeting and implementation strategies, 
planned and reactive maintenance, lifecycle modelling and expenditure 
analysis, health and safety requirements, COSHH regulations and other related 
legislation, development of robust operational policies and procedures, and 
staff management. The postholder would continue to have significant 
responsibility for maintenance standards, setting of work etc. but supervisory 
support would be enhanced by the creation of Chargehand operatives on the 
ground. The current job description for the Supervisor is thorough and recent. 
Again, it has only required modest enhancements to reflect the new enhanced 
responsibilities.  
 
Recommendation 11: That a new job description for the newly designated 
post of Deputy Estates Manager be agreed which reflects the increased 
job grading following the job evaluation exercise and that this be in broad 
accordance with the draft document attached as Appendix E. 

 
6.12.2 Two of the five full-time currently established Outdoor 

Operatives/Labourers/Horticulturalist posts (job titles are currently a jumble 
though job content should be identical for all posts) would be designated as 
Chargehands undertaking the same roles as presently but with specific 
responsibility for the management of discipline and work standards and outputs 
of the small teams of operatives working under them, and for completion of 
documentation required in respect of risk assessments, HASAW, issues 
reporting etc. These two posts job assess as one scale higher than the 
Operatives under their supervision, namely Scale 3. Whilst the actual tasks to 
be undertaken will not vary from current arrangements there will be an 
enhanced job focus. The chargehands will be the eyes and ears of management 
on the ground, will be the senior on the ground operatives within each of the 
working teams and will have an enhanced job responsibility chargehand focus.  

 
Recommendation 12: That two of the existing Outdoor 
Operatives/Labourer/ Horticulturalist posts be re-designated as Senior 
Outdoor Service operatives on scale 3 (spinal points 7-11) and that the 
duties and person specification for these posts will be broadly as 
currently set out in the job description for Operatives but with a 
strengthened job purpose of ‘To fulfil working Chargehand duties 
supervising a small multi-skilled operation and ensuring high standards 
and levels of productivity, undertaking all operational aspects in relation 
to the day to day running of parks, open spaces, cemeteries and estates 
generally’. 
 

6.12.3 The current posts of Gardener, Litter Picker (p/t) and Property Maintenance 
Officer (f/t) would continue as present. Some representations have been made 
as to the necessity for an additional maintenance worker as some jobs are felt 
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to be unsuitable for lone working and/or require a second person due to HASAW 
considerations. Nothing evidenced during the review would justify this at the 
present time. Whilst a second person is required then an Operative can be 
requisitioned to assist or, where appropriate, the work can be outsourced. 
Unfortunately, it was not possible to discuss this with the existing post holder 
who was absent sick through the review period. It would be appropriate to keep 
this under on-going review.  
 

6.12.4 It is clear the team needs a greater level of administrative support than can be 
currently provided by the part-time Projects Assistant alone. There is a capacity 
issue here that will only be exacerbated when the cemetery administration 
responsibilities, including addressing issues of backlog, are transferred across. 
It is also clear that the level of work needing to be undertaken is not suitable for 
an Administrative Apprentice. Accordingly, that post (Scale 1) needs to be 
disestablished. At the present time there are significant backlogs of work 
associated with the Cemeteries and related burial service. Much work needs to 
be undertaken in relation to historic deeds of grant, burial records and mapping 
generally. At present the Town Clerk has responsibility for the service but this is 
not sustainable nor a proper use of resources. The administration needs to go 
with the team managing the service. Such administration also includes all 
administration relating to dealings with funeral directors, stone masons and, on 
occasions, the bereaved. There are many other aspects relating to 
administration of the parks and open spaces service more generally that are not 
currently with confidence being addressed because of capacity issues. As a 
sharp-end, highly visible service, this more than any other can impact on the 
Council’s reputation and for that reason effective resources must be allocated. 
A full-time post, assessed as scale 3 is required and a job description and 
person specification have been prepared for this new position, attached as 
Appendix F. 
 

Recommendation 13: That the post of Administrative Apprentice be 
disestablished, and a new post of Administration Officer (Estates) be 
created on salary scale 3 (spinal points 7-11), and that the duties and 
person specification for this new post are broadly in accordance with the 
draft proposals contained in Appendix F. 
 

6.12.5 The current establishment currently includes one vacant post for an Apprentice 
Operative. Until the new team arrangements are all in place and working 
effectively it would not be sensible to recruit. Accordingly, it is recommended 
this be put on hold until September 2020; the start of the new academic year. 
Suitable courses on countryside management and horticulture are delivered at 
various locations in the south-west and the focus of most of these courses now 
is on work-placed learning. Previously the Apprentice was paid on Scale 1 but 
it would be recommended that pay should be in accordance with National 
apprentice rates, see this link https://www.gov.uk/apprenticeships-guide/pay-
and-conditions  Delay in recruiting this post until September 2020 would result 
in a one-off saving in 2020/2021 financial year of some £7,000 plus employer’s 
on-costs. 

 

https://www.gov.uk/apprenticeships-guide/pay-and-conditions
https://www.gov.uk/apprenticeships-guide/pay-and-conditions
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6.13 The Community Services team would be headed up by a completely new post 
but not by an additional member of staff. The Executive Support Officer is 
currently performing in the role of Deputy Chief Executive, a temporary post 
agreed by Council pending the outcome of this review. The post holder is vastly 
experienced with sector-specific qualifications and experience that mean he 
could do justice to any senior management role relevant to such background. 
The Community Services team will require such expertise and vision to pull 
together within one team numbers of previously disparate services, that will 
need to bed together to create one new and homogenous team. Included in this 
is liaison and engagement with Bodmin Museum where there are outstanding 
issues for resolution, including in relation to formalisation of responsibilities for 
a range of operational policies and finances; uniform business rates for 
example.  

 
6.14 The portfolio of services within the executive purview of the team would 

comprise as set out in the Committee’s terms of reference and the Community 
Services Manager would be lead officer for that Committee. A job description 
has been prepared for the post, attached as Appendix G. The post has been job 
assessed at scale 7, which is identical to the current assessment for Executive 
Support Officer/Deputy Chief Executive. 

 
Recommendation 14: That the post of Executive Support Officer/Deputy 
Chief Executive be disestablished and that the current post holder be 
appointed to a new post of Community Services Manager  on salary scale 
7 (spinal points 24-27) and that the duties and person specification for this 
post are broadly in accordance with the draft proposals contained in 
Appendices G1 and G2 attached. 
 

6.15 The core Reception desk/Information service team would comprise three part-
time posts as present; it needs noting that one of these is substantive at 34.5 
hours per week. This aligns with recommendations contained within the Skylite 
report (their option 3). The previous post of Information Service Manager and 
one of the other two part-time posts of seasonal Information Assistant, currently 
vacant should be disestablished. The other seasonal post should be retained to 
cover for staff shortages, staff leave and sickness, and for working on each of 
the open Saturdays to thereby ensure that other staff need each only cover eight 
or nine of those days during the season from their hours allocations. Once the 
team has moved to the front of Shire Hall there will be a lesser area for display 
of merchandise and a far smaller stock range of not more than about ten items 
are likely to be offered. This coupled with closure of the Court Room Experience, 
enabling the disestablishment of the Usher position, will produce some capacity 
benefit. The opening hours too should be reviewed with six hours a day Monday 
to Friday being considered most appropriate (again in line with Skylite); the 
number of visitors to reception and the VIC drops off considerably from the mid-
afternoons. Hours should be consistent each day of the week for the most 
effective, and understandable public benefit. In undertaking the review, it was 
noted that the Visitor Information Centre was only open for six Saturdays during 
the Summer 2019.  
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6.16 Representations have been made for more extensive Saturday opening, 
including for all-year opening, but this would have cost implications and whether 
this is a priority for Council in the current economic climate must be for 
Committee to determine. However, it would be possible to man the Centre for 
the main season from Easter to the end of August without adverse budget 
impact, anything longer may be more problematic. Other than on Saturdays, 
there is no reason why the desk should require two persons for staffing at all 
time. Back up support from elsewhere in the team could be called upon in 
emergency situations.  

 
6.17 Given the recommendation to discontinue with an Information Centre Manager 

it would be sensible to designate one of the three Assistant posts as Information 
Centre Officer. Job evaluation awards this one additional scale, to Scale 3 
primarily due to the Staffing supervisory responsibilities that would emanate. 

 
Recommendation 15: That the substantive part-time post of Information 
Centre Manager, the three day a week seasonal part-time Information 
Assistant and the part-time Court Room Usher posts be disestablished. 
That one of the current part-time Information Assistants be re-designated 
as Senior Information Assistant on salary scale 3 (spinal points 7-11) and 
that the duties and person specification for this post are broadly in 
accordance with the draft proposals contained in Appendix H attached. 

 
6.18 Other than the above the team would comprise the Facilities Administrator as 

existing and a new post of Community Services Officer to give administrative 
support to the Community Services Manager, to lead on all communications 
aspects including the website and social media, to promote the Council and its 
activities and to provide support across the whole range of the team’s services. 
This would be a full-time post job evaluated at Scale 5. This grade reflects that 
the post holder would be responsible for the day to day management and 
operation of the team in the absence of the Community Services Manager. 

 
Recommendation 16: That a new full-time post of Community Services 
Officer is created on salary scale 5 (spinal points 16-19) and that the duties 
and person specification for this post are broadly in accordance with the 
draft proposals contained in Appendix I attached. 

 
6.19 The team would also comprise the caretaking staff (one full-time and one part-

time post) and the part-time Cleaner, plus the part-time Car Park Inspector. No 
changes are proposed there. The Part-time Caretaker post is currently vacant. 
If the Council’s aspirations for increased use of Shire House are to come to 
fruition then this post will need to be filled, providing cover at weekends and 
evenings, including on-site security. 

 
6.20 Proposed establishment trees for the Council’s Corporate Governance, Estates 

team and Community Services team are attached as Appendices J1, J2 and J3. 
Each of the three service heads will line-report to the Town Clerk. Each Service 
Head will build strong links with their Committee Chairman. The same 
relationship will apply for Council with the Town Clerk and Town Mayor. 
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6.21 A table showing proposed staffing post-review subject to Council policy 
endorsement is attached as Appendix K. This also shows disestablished posts. 

 
6.22 Ultimately the new staff structure, aligned with the new Committee structure will 

be productive and successful if there is complete buy-in from councillors and 
staff alike. For staff there will be a need to address the concerns expressed by 
some councillors that there is an economy in information dissemination to the 
respective Chairs of Council and committees. Equally there will be an obligation 
on councillors to work in partnership with staff, particularly important at senior 
levels – Mayor/Committee Chairs with Town Clerk/Heads of Service, and for 
decisions to be made through the proper channels as set out in Financial 
Regulations/Standing Orders/Terms of Reference. If this can be achieved and 
a greater culture of all working together for the common good then this will 
undoubtedly cement the team ethos, which is so clearly the aspiration of all 
parties spoken to in the review.  

 
6.23 Building the Staff Team 
 
6.23.1 This report has identified the need for a corporate governance structure 

designed to create clearer accountabilities. Allied with this there is a need to 
ensure there is a process in place to enable enhanced working together and in 
partnership. It is appreciated there are currently occasional staff meetings but 
what is proposed here formalises such arrangement to organisational benefit. 

 
6.23.2 In respect of the Management Team, this should comprise the Town Clerk who 

is overall accountable for all aspects of the Council’s corporate management 
and good governance, and the three Heads of Service. 

 
6.23.3 Management team meetings should have clear agendas and agreed action 

responsibilities and a time for so achieving. The meetings should be held at 
least bi-monthly, i.e. once in each meetings cycle. Their core purpose should 
be to address corporate and strategic issues and not become involved in 
minutiae. Monitoring of budgets (on an exception basis), major projects 
progress, key staffing issues, a sharing of key performance data, and brief 
service reports (five minutes each maximum) should ensure meetings take less 
than one hour and do not impinge on other workloads. There will be an 
obligation on those attending to share agreed core messages with their own 
team members to enhance communication and to ensure a wider sense of 
belonging.  

 
Recommendation 17: That an Officer’s Management Team is constituted 
in accordance with proposals set out in paragraph 6.21.   
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7.0 Other Matters. 

7.1 A number of issues were identified during the review, which it may be helpful to 
briefly focus on in more detail. These matters respectively focus on Job 
descriptions, Person Specifications, Staff and Training and Development, Time-
Off-In -Lieu (TOIL), Performance Management and Business Continuity. Each 
warrants an individual mention in the succeeding paragraphs, 7.2 to 7.7 
inclusive.  

 
7.2 Job Descriptions 

 
7.2.1 All employees have a job description and generally these are comprehensive 

and well written. Job descriptions do not need to enumerate each task to be 
undertaken but they need to make clear the key objectives and focus of the work 
and ensure there can be no dispute as to what is required of the employee. 

 
7.2.2 The phrase as applied in the most recently written job descriptions, and which 

can be found in similar form with older ones, namely ‘To carry out such other 
duties and responsibilities as may be required corresponding with the duties and 
responsibilities of the post’ is an essential requirement for all job descriptions. 
Similarly, a requirement that the post holder ‘Be willing to learn and develop new 
skills to be used for the benefit of the people of Bodmin and the Town Council’ 
should be a requirement for all future job descriptions. This aligns with a need 
to encourage continuing professional development for the benefit of all 
employees and the Council. More is written on this in paragraph 8.4. 

 
7.2.3 A small number of job descriptions include item that are dated. It would be 

sensible for job descriptions to be reviewed at the annual appraisal meeting and 
agreed between the appraiser and the employee appraised to ensure they are 
up to date. In this regard the following advice regarding making changes to job 
descriptions and employment contracts, based on a document produced by the 
SLCC/NALC may be helpful: 

 
 One commonly asked question is “can my council change my terms and 

conditions?” or “can I change a staff member’s contract?” As with so many 
personnel questions the answer is “it depends”. There follows a guide as 
to how to keep variations in contracts lawful and maintain the trust in the 
employment relationship.  

 
 (1). Variation should be with agreement of both parties. This can be 

decided on an individual basis or can be as a result of a collective 
bargaining agreement e.g. where NALC: SLCC agree to change pay-
scales annually, for instance.  

 
(2). Variations must be reasonable, fair and related to business need. 
Councils need to demonstrate this with an objective and independent 
report or feasibility study.  
 
(3). Consultation is key. Without meaningful consultation about proposed 
changes an employer’s action can be seen as unreasonable and unfair. 
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By asking employees what they think a number of alternative solutions can 
often be found which are mutually agreeable.  
 
(4). Changes can be agreed verbally or in writing but the written 
amendment to a contract of employment is most preferable in view of 
possible future disputes.  
 
(5). Notice must be given of any planned changes and this must be 
appropriate to the contract of employment or statutory minimum (based on 
a week per completed years’ service to a maximum of 12 weeks)  
 
(6). Unilateral imposition of a fundamental change should be avoided. A 
fundamental change is one which “goes to the heart of the relationship” 
i.e. materially affects the employment such as hours, location, duties, pay.  
 
(7). If unilateral variation is the only option available to an employer there 
must be demonstration of negotiation, putting the proposal in writing, 
holding a meeting, offering a right of appeal then terminating the original 
contract with appropriate notice and offering a new contract which includes 
the revised terms. If this new contract is accepted the continuity of service 
will be preserved.  
 
(8). An employee is entitled to reject any fundamental change, refuse the 
new terms and conditions and either claim breach of contract through the 
civil courts or resign and claim unfair (constructive) dismissal at 
employment tribunal. The maximum award for compensation for breach of 
contract is £25,000. Claims will be successful if the employer has failed to 
consult, give notice or if there is no objective driver for change. An 
employee could continue to “work under protest” pending a court case. 
 
(9). In all such instances the Council should seek advice from their HR 
provider; in the case of Bodmin Town Council this is South West 
Employers. 

 
7.2.4 Some job descriptions contain the phrases ‘To attend civic events as required 

(1 or 2)’ while others have the same phrase but with the number recorded 
showing (3 or 4). It is not wise to record a number as it can give rise to dispute. 
It is important the Council does not tie its hands unnecessarily. 

 
7.2.5 To clarify some of the values and expectations the Council has of its employees, 

and which it expects employees to adhere to, and avoid any misunderstandings 
that could cause later conflict, there are up to six special conditions that should 
be added to future job descriptions – items 1) and 2) may not be appropriate in 
all cases. They are as follows: 
  
(1) The post holder will be required to travel independently over the Bodmin 

and neighbouring area, for which mileage is payable. 
 
(2) The post holder will be required to attend evening meetings of the x 

Committee and work some evenings and weekends supporting meetings 
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and events in order to fulfil the duties of the post, for which time off in lieu 
will be awarded. 

 
(3) The post holder will be expected to comply, observe and promote the 

values and behaviours of the Council in a professional and responsible 
manner. 

 
(4) The job description is a representative document.  Other reasonably 

similar duties may be allocated from time to time commensurate with the 
general character of the post and its grading. 

 
(5) All Council employees are responsible for the implementation of the Health 

and Safety Policy so far as it affects them, their colleagues and others who 
may be affected by their work.  The post holder is also expected to monitor 
the effectiveness of the health and safety arrangements and systems to 
promote appropriate improvements where necessary. 

 

(6) There is an expectation that all employees will be committed to a 
programme of continuing professional development and be willing to learn 
new skills and keep abreast of new and improved methods of working, for 
the benefit of the people of Bodmin and the Town Council. 
 

Recommendation 18: That the Council should regularly review all job 
descriptions to ensure they are fully up to date and reflective of the jobs 
being performed. Where such changes may impact on the post grade this 
should be subject to full report to Committee.  
 
Recommendation 19: That the Council must ensure that any changes to 
staff job descriptions are fully discussed with affected staff prior to 
implementation, having regard to advice/guidance from the Council’s 
external HR advisers. 
 
Recommendation 20: That all future job descriptions should include some 
or all of the special conditions as set out in paragraph 7.2.5 of this report; 
items 1) and 2) not being appropriate for all positions. 

 
7.3 Person Specifications 
 
7.3.1 The recently filled job for the Parks and Open Spaces Operative included at the 

bottom of the job description a Person Specification setting out the essential and 
desirable objectives that candidates should meet. That represents best practice. 
Not all historic documents provide for a person specification though it is 
understood that those undertaking the recruitment are clear in their minds as to 
what they are looking for in applicants. 

 
7.3.2 The standard to be sought for in such documents can be found in the draft for 

the Community Services Officer, attached as Appendix G2. This has been 
included as a guide to the rigorous standards that should be expected. The 
Council should be realistic as to the quality of personnel they may be able to 
attract having regard to salary, conditions of service and employer reputation. 
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Most certainly Council should not set the bar too low regarding essential and 
desirable characteristics.  

 
7.3.3 In drawing such document up the Head of Service for the appropriate posts 

should always be mindful of the importance of looking beyond qualifications and 
work background and incorporating in such assessment the issue of values. 
Whilst some of this may not be appropriate for the person specification it is 
certainly an area for forensic exploration at interview? Does the candidate have 
a work ethic? Is the candidate committed to public service and high standards 
of customer service? Is the candidate honesty and trustworthy? Is the candidate 
a team player? Those are examples. 

 
7.3.4 In future it is considered that any candidate information pack should include as 

an essential element along with the job description, application form and 
background information, a dedicated person specification. This review cannot 
write such documents as it will be the Head of Service who will in all cases know 
what they are looking for in a future employee. But the draft attached with this 
review does make plain the importance of producing as comprehensive a 
document as possible in order to stand the best possible chance of recruiting 
well. 

 
Recommendation 21: That prior to any future post being advertised the 
Officers must prepare a detailed Person Specification against which 
candidate’s suitability can be assessed, and such documentation must set 
out the essential and desirable pre-requisites and form part of the official 
recruitment pack. 

 
7.4 Staff Training and Development 
 
7.4.1 It is apparent from discussions with staff and reference to the appropriate budget 

and Council records that staff training has been given a high focus over a long 
period of time and there is real evidence from the Council’s training records, 
which have been read as part of this review, that staff are generally well trained 
and committed to their continuing professional development. There are some 
exceptions to this rule, and they will need to be robustly managed. However, it 
needs observing that academic and vocational qualifications possessed by 
council employees are amongst the most extensive and impressive observed 
by the reviewer in over fifty similar reviews. Council is to be commended on this 
by making the appropriate budget provision to so facilitate. As will be 
appreciated this is essential in ensuring that skills are kept up to date. The 
Council does have a Training policy, and this will need to be kept under ongoing 
review. 

 
7.4.2 Training and development usually forms part of the overall performance 

management of an organisation. In accordance with good practice 
recommended by the National Association of Local Councils and Society of 
Local Council Clerks, Councils are advised to: 
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• Review their organisational plan regularly to ensure that training and 
development needs are assessed, and sufficient resources are provided 
to meet these needs; 

 

• Provide information about training courses, induction programmes and    
development opportunities to all staff; 

 

• Comply with Equal Opportunities and other council policies when 
assessing training and development needs; 

 

• Ensure each employee receives annual appraisals, feedback and 
assessment of personal development needs from their manager; and 

 

• Evaluate all training activities to ensure that delivery is relevant to needs, 
cost effective and that the quality of training is consistent. 

 
7.4.3 It is a good idea for all employees to have a personal development plan as part 

of the appraisal or performance review system, which will identify skills and 
knowledge development needs for each individual.  This plan should be 
reviewed at appropriate intervals, at least every year. There is no evidence that 
this is happening in a formal process at present though awareness of the need 
for this exists in the organisation and merely needs formalising. Employees 
should also be encouraged to take responsibility for their personal development 
in terms of identifying appropriate external courses and training. It is understood 
from the Town Clerk that work in this area has begun to take shape.  

 
7.4.4 Training and Development can include: 
 

• Induction for new starters; 
 

• Mandatory training, for example, health and safety, manual handling and 
other essential training required by the nature of the role; 

 

• External Training provided by outside providers - consideration should 
always be given to travel time when attending courses away from the 
normal place of work as this will also count as working time; 

 

• Internal training (either by external or internal staff); 
 

• Online webinars or courses; 
 

• Mentoring by colleagues; or 
 

• Coaching by line manager or another colleague. 
 
7.4.5 The one exception referred to in paragraph 7.4.1 relates to a very few  older-

established staff in the Parks and Open Spaces team who have indicated they 
do not wish to attain new skills without additional financial reward and where 
lack of training prevents some of them from undertaking basic tasks normally 
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associated with their posts. Working at heights and grave digging are two areas 
specifically identified but there may be others. One result of this is that hitherto 
the Parks Manager and his Supervisor have been personally digging the graves 
in order to get the job done. This shows real work commitment on their parts but 
is not necessarily the best use of limited resource. This problem should be 
partially alleviated when the new Operative starts in November 2019, an 
individual who has the requisite skill sets (including tractor-driving), certificates 
and motivation. It should be stressed that training and development is not an 
optional extra to be pursued or not at the whim of the post-holder.  

 
7.4.6 Because this is an Organisation review, and not solely a Staffing review, the 

opportunity was also taken to review Councillor training records. This shows 
that all councillors have committed to training at some time in the past two years, 
across a range of disciplines. These areas have included GDPR, Being a Good 
Councillor, Strategic Aims and Objectives etc. it appears from the records that 
only two councillors have embarked on Planning training. This may be an area 
requiring greater focus in the future, certainly if the Council progresses with a 
Neighbourhood Plan. Equally, with the strengthened focus on the work of 
Committees with their increased delegated powers, some potential Chairmen 
may find the Chairmanship training, which can be arranged through Cornwall 
Association of Local Councils, to be of worthwhile benefit. 

 
Recommendation 22: That Bodmin Town Council should continue with its 
commitment towards focussed continuous professional development for 
all staff and councillors and ensure that all have the requisite 
competencies and skill sets to perform their official duties.  

 
7.5  Performance Management 
 
7.5.1 During the review some representations were made regarding the need for a more 

effective performance management regime than currently exists. In fact, much 
performance data is available, but it may not be in a format that Members want, 
and it may be that not everything is being reported. Certainly no one doubts the 
need for such a regime, but it must be proportionate to the needs of the council 
and must not be so unduly onerous that the obtaining and recording of data 
impinges upon the more important objective of effective service delivery. If 
Committees have specific requirements then they need to be clear as to what they 
want and instructions should come as policy from the appropriate Committee, not 
from individual members. 

 
7.5.2 Should the recommendations of this review for separate business units for 

Estates Services and Support Services be supported then this provides an 
opportunity to address this with each service unit identifying measures against 
which performance can be measured. There would be regular reporting back to 
Committees on these and the key performance measures identified, both 
qualitative and quantitative, would ensure focus.  

 
7.5.3 At a difficult time in the economic cycle, with pressure on budgets and precept, 

and pressure to do more things the creation of a more formalised performance 



 

42 
 

management system would greatly assist in a core objective of enhancing 
effective use of resources. 

 
7.5.4 Performance Management should be embraced as a fundamental part of the 

strategic planning for the council. To manage performance, one needs 
information; not for the sake of it but to drive improvement. Key performance 
indicators need to be developed and kept under continuous review. 
Benchmarking with other similar organisations can assist in this as used to be 
the case at the time of Best Value (Bodmin was one of the 41 local councils 
nationally subject to this statutory regime 2000-2010). 

 
7.5.5 Below are some illustrative examples of key performance indicators that are 

commonly found within the sector. These may be appropriate for the Council, 
or they may not be, but they do illustrate the sorts of indicators that numbers of 
active councils have been keeping for a number of years. Ultimately what is best 
is for each Committee in conjunction with senior staff to agree a small number 
of meaningful indicators, that may be helpful in managing performance in a 
positive and fulfilling way and not merely as an aid to enhanced bureaucracy. 
The illustrations given below, and they are only illustrations, relate to non-
service specific, democratic services, corporate management and sharp-end 
trading services. Some indicators will be quantitative, but more usually they will 
be qualitative. Over time information can be built up to enable year-on-year 
comparisons and trends to be established. The following indicators are 
illustrative only. 

  
Non- service specific 

• trading income (all income excluding precept and bank interest) per £ of 
salaries and wages 

• trading income (all income excluding precept and bank interest) as a % of 
gross revenue expenditure 

 
Democratic Representation 

• Number of Council, Committee and Working Party Meetings 

• % Member attendances at full Council meetings 

• % Turn round of Council minutes in line with agreed timetable 

• % Member Attendances at Committees  

• Average number of public attending Council Meetings 
 
Corporate Management 

• Average number of staff working days lost to sickness absence 

• Unqualified Financial Audit – Yes/No 

• Staff Turnover 
 
Central Administration 

• % of Invoices for commercial goods and services paid within 30 days of 
invoices being received 

• %age of Committee and Council agendas despatched to Members over 
3 days prior to meetings. 

• Value of bad debts at over two months, three months etc. 
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Promotion and Publicity 
 

• Number of Hits on Town Council Website 

• Number of news releases issued (similarly Facebook posts and other 
Social Media interaction)  

 
For each Trading Service 

• Income as a % of Operational Costs 

• Income per £ of salaries and wages 

• Net Cost of Service per head of population 
 
7.5.6 It is stressed that structured performance management is not a panacea, but it 

does give a focus on performance and ensure that this is actively managed in 
partnership with elected members and does reflect, in part, Council policy 
priorities.  

 
Recommendation 23: That Bodmin Town Council should, once resources 
permit, review its structured performance management system and 
ensure a programme of regular reporting as agreed with Council and 
Committees as appropriate. 
 

7.6 TOIL. 
 
7.6.1 The Council has established policy guidelines for TOIL. These have been 

approved by Council. The most recent version viewed is dated 8 April 2016. 
 
7.6.2 It is understood there have recently been issues relating to staff availability 

during core working hours due to staff using up their TOIL. As a result, 
councillors have been seeking more information regarding this, including direct 
engagement in the signing off process.  

 
7.6.3 Whilst it is perfectly reasonable for councillors to request regular reports on TOIL 

(say twice annually to the appropriate Committee) it cannot be in the interests 
of the Council overall for this executive function, which is the proper prerogative 
of the Town Clerk and his senior staff, to be micro-managed in the way 
suggested. This can only be damaging to officer/member relationships and staff 
morale overall. 

 
7.6.4 As part of the review the current TOIL has been looked at and outstanding 

amounts are within Council approved guidelines. Proposals elsewhere in this 
report should also help ensure that this situation remains manageable and 
indeed if future staffing proposals are implemented then future levels of TOIL 
should reduce from previous levels. 

 
Recommendation 24: That responsibility for monitoring and management 
of staff TOIL should continue to fall under the accountability of the Town 
Clerk and his senior staff in accordance with existing policy guidelines, 
and a system of periodic reporting to the appropriate Committee should 
be implemented.  
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7.7 Business Continuity 
 
7.7.1 The Council does not have a Business Continuity policy as such. Some town 

councils do. Examples of two of these documents can be located on the 
following links: 

 

• https://www.rydetowncouncil.org.uk/wp-content/uploads/2018/07/RTC-
Business-Continuity-Plan-Final.pdf 
 

• http://www.harpenden.gov.uk/useruploads/documents/Business%20Cont
inuity%20Plan%20(C 
 

7.7.2 Cardiff City Council has produced a template for use by small and medium bodies 
and the link for this is https://www.cardiff.gov.uk/ENG/Your-Council/Strategies-
plans-and-policies/Emergency-Planning-a. This isn’t totally appropriate for local 
councils but is helpful in indicating the range of issues that the term business 
continuity can cover. There are other examples to be found on the web also. 

 
7.7.3 Business continuity management is a management process for identifying 

potential threats to an organization and identifying the operational impacts those 
hazards pose should they come to pass. Whilst the most vulnerable area mostly 
relates to an organisation’s I.T. systems. I.T. is not an area that this review is 
looking at, however, when such systems are next reviewed by an outside source 
with expertise in such area this can be incorporated. Notwithstanding, it has 
been noted that all the Council’s files are routinely backed up and protected. 

 
7.7.3 But the issues identified by the Mayor and the Chairman of Finance, General 

Purposes and Staffing Committee relate more to out of hours cover, staff call-
outs, and the systems in place.  

 
7.7.4 In order to address this issue the current procedures and detailed records have 

been reviewed. The alarm company, Southern Monitoring, are called when an 
alarm sounds in the Shire Hall or Shire House. The Museum is not directly 
connected; this is an issue that the Council will need to address in the future. 
That company then calls out from the cascade list that consists of:  

 
* Kestrel Guards 
 
* Town Clerk 
 
* Responsible Finance Officer 

  
7.7.5 A call out fee of £50 is paid to any member of staff that attends a site due to a 

call out. If they are onsite for more than an hour then they would also be paid 
their flat rate of pay for any additional time (although in practice this has not 
happened). The annual charge per building is £65.00 plus VAT. The call out 
charge to the company is £27.00 plus VAT 

  
7.7.6 The last time that Kestrel Guards were called out to an alarm was September 

2018. Kestrel Guards also provide the Council with other services like locking 

https://www.rydetowncouncil.org.uk/wp-content/uploads/2018/07/RTC-Business-Continuity-Plan-Final.pdf
https://www.rydetowncouncil.org.uk/wp-content/uploads/2018/07/RTC-Business-Continuity-Plan-Final.pdf
http://www.harpenden.gov.uk/useruploads/documents/Business%20Continuity%20Plan%20(C
http://www.harpenden.gov.uk/useruploads/documents/Business%20Continuity%20Plan%20(C
https://www.cardiff.gov.uk/ENG/Your-Council/Strategies-plans-and-policies/Emergency-Planning-a
https://www.cardiff.gov.uk/ENG/Your-Council/Strategies-plans-and-policies/Emergency-Planning-a
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and alarming a property after an event. They charge between £11 and £25 per 
hour depending on the amount of time required on site. 

 
7.7.7 Records show that there has been one other time that a member of staff has 

been called out which was when the machinery shed alarm went off and a 
councillor Facebook messaged the Town Clerk, Parks and Open Spaces 
Manager and Parks Supervisor. 

 
7.7.8 It is acknowledged that on occasions a councillor will take ownership for locking 

and/or unlocking Shire House for an evening meeting when they will be present, 
in order not to incur additional staffing or company costs. The meeting with 
councillors to discuss this Review on 28 October was a case in point. But this is 
not a mandatory requirement on members. If the issue is a continuing problem, 
it can be addressed by filling the vacant part-time caretaker post.   

 
7.7.9 The two areas identified as necessary to be addressed are firstly the need to 

strengthen the call out list to ensure that should a member of staff receive a call 
then they are the most appropriate person to deal with this issue. Here the 
Officer’s Management team should agree a list with back-up names and 
numbers (as people are not always available) and this should be provided to 
the Alarm Company. Secondly the need to prepare a business continuity plan, 
including a review of the resilience of the Council’s IT. 

  
Recommendation 25: That Bodmin Town Council should review its Officer 
call-out list available to Southern Monitoring and Kestrel Security 
ensuring that all aspects of the Council’s business operations are covered 
by the most appropriate person with adequate back-up names and 
numbers provided in cases of non-availability.  

 
Recommendation 26: That the Council should, as a priority, commission 
a review of its IT systems, including a review of the system’s resilience in 
the case of external interference, outage or other interruption.  
 
Recommendation 27: Following completion of the IT review the Council 
should prepare a Business Continuity Plan.  
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8.0 Summary of Recommendations and Financial Implications 
 
8.1 This section contains a summary of all recommendations contained within the main 
body of the report. Some of these recommendations have financial implications. These 
are recorded below after each recommendation clearly shown in italics. In addition to 
the figures shown there will be some employer’s on-costs; national insurance and 
superannuation contributions. Because these vary from employer to employer this 
detailed calculation would need to be undertaken by the Council’s RFO, though as a 
guide a figure of 30% across the spectrum will not be significantly inaccurate. 
 

Recommendation 1: That the Town Clerk’s salary grade on assessment is LC4 
below substantive (spinal column points 46 – 49) plus one additional 
qualification increment entitlement per the NALC/SLCC approved scheme. (The 
financial implication of this recommendation would be £1,325 plus employer’s 
on-costs) 
 
Recommendation 2: The appropriate evaluated grade for the post of Parks and 
Open Spaces Manager is Scale 7 (spinal points 24-27). (The post holder is 
currently being paid on spinal point 20. The increased year one costs would be 
£2,610 plus employer’s on-costs). 
 
Recommendation 3: The appropriate evaluated grade for the post of Parks and 
Open Spaces Supervisor is Scale 5 (spinal points 16-19). (The post holder is 
currently being paid on spinal point 12. The increased year one costs would be 
£1,780 plus employer’s on-costs). 
 
Recommendation 4: To confirm that all other post grades as currently 
constituted are correctly graded as shown in paragraph 3.3.2 and confirmed by 
job evaluation and benchmarking. (There are no cost implications with this 
recommendation). 
 
Recommendation 5: In any future strategic forward planning Council should 
ensure that all identified projects/service goals are prioritised with clear deadline 
dates and ascribed budgets. (There are no cost implications with this 
recommendation). 
 
Recommendation 6: That Council should introduce a new Committee structure 
to take effect from 2020/2021 civic year in accordance with terms of reference 
proposals contained in paragraph 5.8 and Appendix C, and with memberships 
as outlined in paragraph 5.9, comprising four main standing committees each 
with nine councillors and the Mayor as ex-officio with a quorum of four (one-
third) and that in the case of the newly proposed Policy and Resources 
Committee three of the placements should be allocated to the chairmen of the 
other three standing committees. (There are no cost implications with this 
recommendation). 
 
Recommendation 7: That with effect from 2020/2021 civic year the Council 
should introduce a two-monthly cycle with all Committees meeting at that 
frequency other than Planning Committee where meetings should be held four-
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weekly or three-weekly according to the Council’s policy preference. (There are 
no cost implications with this recommendation). 
 
Recommendation 8: That from a date to be agreed Bodmin Town Council 
should create an informal Chairman’s group to meet at the beginning of each 
committee cycle to monitor and overview the council’s business progress. 
(There are no cost implications with this recommendation). 
 
Recommendation 9: That Council should approve a Scheme of Delegation 
embodying revised terms of reference, and use the draft model attached to this 
report as Appendix C as a basis for this. (There are no cost implications with 
this recommendation). 
 
Recommendation 10: That a new job description for the post of Estates 
Manager, previously Parks and Open Spaces Manager, be agreed which 
reflects the increased job grading following the job evaluation exercise and that 
this be in broad accord with the draft document attached as Appendix D. (There 
are no additional cost implications with this recommendation as the additional 
costs have already been addressed; see italicised comments following 
recommendation 2). 
 
Recommendation 11: That a new job description for the newly designated post 
of Deputy Estates Manager be agreed which reflects the increased job grading 
following the job evaluation exercise and that this be in broad accordance with 
the draft document attached as Appendix E. (There are no additional cost 
implications with this recommendation as the additional costs have already 
been addressed; see italicised comments following recommendation 3). 
 
Recommendation 12: That two of the existing Outdoor Operatives/Labourer/ 
Horticulturalist posts be re-designated as Senior Outdoor Service operatives on 
scale 3 (spinal points 8-11) and that the duties and person specification for these 
posts will be broadly as currently set out in the job description for Operatives 
but with a strengthened job purpose of ‘To fulfil working Chargehand duties 
supervising a small multi-skilled operation and ensuring high standards and 
levels of productivity, undertaking all operational aspects in relation to the day 
to day running of parks, open spaces, cemeteries and estates generally’. 
(Current post holders are paid on spinal point 4. The additional cost of this 
proposal in year one would be £3,038 – two posts at £1,519 - plus employer’s 
on-costs). 
 
Recommendation 13: That the post of Administrative Apprentice be 
disestablished, and a new post of Administration Officer (Estates) be created on 
salary scale 3 (spinal points 8-11), and that the duties and person specification 
for this new post are broadly in accordance with the draft proposals contained 
in Appendix F. (Assuming the new appointee was to be engaged on spinal point 
8 then the difference between that salary and one on spinal point one would be 
£1,807 in year one plus employer’s on-costs) 
 
Recommendation 14: That the post of Executive Support Officer/Deputy Chief 
Executive be disestablished and that the current post holder be appointed to a 
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new post of Community Services Manager  on salary scale 7 (spinal points 24-
27) and that the duties and person specification for this post are broadly in 
accordance with the draft proposals contained in Appendix G attached. (This 
recommendation is cost neutral) 
 
Recommendation 15: That the substantive part-time Information Centre 
Manager, the three day a week seasonal part-time Information Assistant and 
the part-time Court Room Usher posts be disestablished  That one of the current 
part-time Information Assistants be re-designated as Senior Information 
Assistant on salary scale 3 (spinal points 7-11) and that the duties and person 
specification for this post are broadly in accordance with the draft proposals 
contained in Appendix H attached. (The financial savings from disestablishment 
of these three posts would be £18,910 for the Information Centre Manager, 
£3,860 for the Seasonal Information Assistant and £5,190 for the Courtroom 
Usher. The additional costs for upgrading the Information Assistant working the 
most hours to Senior Information Assistant would be £1,415 plus employer’s on-
costs, but a lower increase would be incurred if one of the other posts was 
upgraded. The net effect of these changes is a saving of £26,535 plus 
employer’s on-costs). 
 
Recommendation 16: That a new full-time post of Community Services Officer 
is created on salary scale 5 (spinal points 16-19) and that the duties and person 
specification for this post are broadly in accordance with the draft proposals 
contained in Appendix I attached. (Assuming the new post holder commences 
on spinal point 16 then the cost of this recommendation in year one would be 
£23,369 plus employer’s on-costs). 
 
Recommendation 17: That an Officer’s Management Team is constituted in 
accordance with proposals set out in paragraph 6.21. (There are no cost 
implications with this recommendation). 
 
Recommendation 18: That the Council should regularly review all job 
descriptions to ensure they are fully up to date and reflective of the jobs being 
performed. Where such changes may impact on the post grade this should be 
subject to full report to Committee. (There are no cost implications with this 
recommendation). 
 
Recommendation 19: That the Council must ensure that any changes to staff 
job descriptions are fully discussed with affected staff prior to implementation, 
having regard to advice/guidance from the Council’s external HR advisers. 
(There are no cost implications with this recommendation). 
 
Recommendation 20: That all future job descriptions should include some or all 
of the special conditions as set out in paragraph 7.2.5 of this report; items 1) 
and 2) not being appropriate for all positions. (There are no cost implications 
with this recommendation). 
 
Recommendation 21: That prior to any future post being advertised the Officers 
must prepare a detailed Person Specification against which candidate’s 
suitability can be assessed, and such documentation must set out the essential 
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and desirable pre-requisites and form part of the official recruitment pack. 
(There are no cost implications with this recommendation). 
 
Recommendation 22: That Bodmin Town Council should continue with its 
commitment towards focussed continuous professional development for all staff 
and councillors and ensure that all have the requisite competencies and skill 
sets to perform their official duties. (There are no cost implications with this 
recommendation). 
 
Recommendation 23: That Bodmin Town Council should, once staffing 
resources permit, review its structured performance management system and 
ensure a programme of regular reporting as agreed with Council and 
Committees as appropriate. (There are no cost implications with this 
recommendation). 
 
Recommendation 24: That responsibility for monitoring and management of 
staff TOIL should continue to fall under the accountability of the Town Clerk and 
his senior staff in accordance with existing policy guidelines, and a system of 
periodic reporting to the appropriate Committee should be implemented. (There 
are no cost implications with this recommendation). 
    
Recommendation 25: That Bodmin Town Council should review its Officer call-
out list available to Southern Monitoring and Kestrel Security ensuring that all 
aspects of the Council’s business operations are covered by the most 
appropriate person with adequate back-up names and numbers provided in 
cases of non-availability. (There are no cost implications with this 
recommendation). 
 
Recommendation 26: That the Council should, as a priority, commission a 
review of its IT systems, including a review of the system’s resilience in the case 
of external interference, outage or other interruption. (Such review to be 
undertaken by a specialist IT consultant would likely cost in the region of 
£2,000). 
 
Recommendation 27: Following completion of the IT review the Council should, 
as soon as staffing resources permit, prepare a Business Continuity Plan. 
(There are no cost implications with this recommendation unless outside 
assistance needs to be brought in). 
 

8.2 The total financial additional cost arising from the staffing recommendations 
above (in other words not including recommendation 26 which relates to a 
specific piece of work) is estimated at £7,394 excluding employer’s on-cost 
considerations, though this will need validation by the RFO and will also depend 
on policy decisions in respect of new employee’s starting salaries within 
approved salary scales. Conversely this calculation does not include the saving 
of some £7,000 that will be incurred in 2020/2021 if the Apprentice Operative 
post appointment is deferred for appointment until later in the financial year – 
see paragraph 6.12.4. Accordingly, the proposals are broadly cost neutral in 
year one. 
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Appendix A 

Chris Rolley Associates 
 

Bodmin Town Council  

 

Establishment Review 

 

Please complete this form without reference to your job description. 

 

 

Job Questionnaire 
 

Name……………………………………………. 

 

Job title…………………………………………………………………………… 

 

 

1. In a short simple statement describe the main purpose of your job 
 

 

 

 

2. List the main key tasks & accountabilities (keep this simple but in a way that makes it clear what you 
do & are responsible for). Against each task please estimate the percentage of your time you spend on 
it, on average.  

 

 

 

 

 

 

 

 

 

http://www.chrisrolley.co.uk/
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3. Do you directly manage other staff – please indicate who / how many? 
 

 

 

 

 

4. Who do you report to? 

 

 

5. Do you have authority to? 
 

❑ Recruit and/or dismiss staff? 
 

❑ Incur or authorise expenditure? 
 

 

6. Dimensions 
 

Please indicate here any facts & figures associated with your job.  

 

❑ Do you control a budget, if so for how much money? 
 

 

❑ Do you control /responsibility over other assets such as property, plant, machinery? Please indicate what 
value and whether you are responsible for this or are only indirectly accountable through using it.  

 

 

❑ Set out some volumes related to your key tasks e.g. how many callers, letters, events etc.? Estimates 
only are needed 
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7. Decisions 
 

Give some examples of decisions you take on your own in relation to your work. 

 

 

 

 

 

8.  People & communications 

 

List here the categories of people you come into contact with and need to communicate with as a part of 

your job. Briefly describe the nature and method of the communication.  

 

 

 

 

 

 

9. Personal Development   
 

List here any personal development and/or training you have undertaken with the Town Council since 

your employment commenced or during the last four years, whichever is the shorter period. 
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10. Knowledge /skills 
 

Briefly set out the key areas of knowledge that you require in your job. Also set out the skills and/or 

qualifications that are required to do the job. Do you consider you have had adequate training for the job 

you do and if not please advise what your needs are? 

 

 

 

 

 

 

 

 

11. Describe the main changes that have occurred to your job over the past four years (or since your 

appointment if in post for a lesser period) and also briefly describe any changes that you would like to see 

for the future. 

 

 

 

 

 

 

 

Signed…………………………………………        Date……………………… 

 

When completed please return in a sealed envelope to the Town Clerk marked “Private and Confidential – 

Bodmin Review, F.A.O. Chris Rolley”. Please also print your name on the outside of the envelope and return 

by no later than noon on Friday 18 October. Thank you for your co-operation. 

 

 

www.chrisrolley.co.uk  
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Appendix B 

Current Bodmin Salary Scales – NJC SALARY SCALES FROM 1 April 2019 

 

Grade SCP £ 

            

1 
       

1 
                  

17,364 

        

2 
                  

17,711 

        

3 
                  

18,065 

            

2 
       

4 
                  

18,426 

        

5 
                  

18,795 

        

6 
                  

19,171 

        

7 
                  

19,554 

            

3 
       

8 
                  

19,945 

        

9 
                  

20,344 

      

10 
                  

20,751 

      

11 
                  

21,166 

            

4 
     

12 
                  

21,589 

      

13 
                  

22,021 

      

14 
                  

22,462 

      

15 
                  

22,911 

            

5 
     

16 
                  

23,369 

      

17 
                  

23,836 

      

18 
                  

24,313 

      

19 
                  

24,799 

            

6 
     

20 
                  

25,295 

      

21 
                  

25,801 

      

22 
                  

26,317 

      

23 
                  

26,999 



 

55 
 

            

7 
     

24 
                  

27,905 

      

25 
                  

28,785 

      

26 
                  

29,636 

      

27 
                  

30,507 

            

8 
     

28 
                  

31,371 

      

29 
                  

32,029 

      

30 
                  

32,878 

      

31 
                  

33,799 

            

9 
     

32 
                  

34,788 

      

33 
                  

35,934 

      

34 
                  

36,876 

      

35 
                  

37,849 

          

10 
     

36 
                  

38,813 

      

37 
                  

39,782 

      

38 
                  

40,760 

      

39 
                  

41,675 
 

Salary Scales for Town Clerks - LC4 below substantive 

Spinal Point 46 - £49,101, Spinal Point 47 - £50,318, Spinal Point 48 - £51,429, Spinal Point 49 - £52,869. 

One increment above for CiLCA Point 50 - £54,194 
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Appendix C 
 

BODMIN TOWN COUNCIL 
 

(DRAFT) PROPOSED COUNCIL AND COMMITTEE  
TERMS OF REFERENCE  

(November 2019) 
 

INTRODUCTION 
 
Section 101 of the Local Government Act 1972 allows local Councils to appoint one or more 
Committees or Sub-Committees to discharge any of its functions.   It is not necessary for the 
Council to ratify Committee decisions where delegation applies.  The membership and terms 
of office of Committees is fixed by the Council, and of Sub-Committees and of Working Parties 
by the appointing Committee. In constituting such Sub-Committees and Working Parties the 
Council or Committee as appropriate shall have full regard to the implications on the Officer 
and Member workload of such creation, and such shall only be established following 
consideration of a written report outlining the purposes of such body, why the matters in 
question cannot be dealt with direct by the main committee, and proposed terms of reference. 
 
The scheme outlined below may be amended at any time by the Council with or without any 
recommendation from a Committee, Sub-Committee or other body. 
 
DEFINITIONS 
 
In this scheme, the following words and phrases shall be given the meanings outlined below: 
 
“Council” refers to Bodmin Town Council 
 
“Council matters” means those items specifically included in the approved Terms of 
Reference as falling within the specific purview of Council. 
 
“Committee” means one of the following Committees: 
 
Policy and Resources Committee 
Estates Committee 
Community Services Committee 
Planning Committee 
 
 “Corporate policy” refers to any policy matter, which may affect or relate to the work of more 
than one Committee of the Council. 
 
“Committee overlap” refers to any matter other than one of policy which is related to the work 
of more than one Committee 
  
“Service Policy” refers to any policy matter which does not affect more than one function of 
the Council and does not relate to the work of more than one Committee. 
 
GENERAL 
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Compliance with the law: The Council Committees and Sub-Committees can only act within 
the law and in accordance with the Council’s approved Standing Orders and Financial 
regulations.  
 
Budgets: The Committee will be able to spend up to its approved Budget, other requests will 
be forwarded to Policy and Resources Committee for resolution Committees can only exercise 
delegated powers if there is budgetary provision for any proposed expenditure.  They can vire 
monies within their overall budget in accordance with the provisions of the Council’s Financial 
Regulations.  If no budgetary provision is available, delegated powers may only be exercised 
subject to obtaining approval for a supplementary estimate, and this must be done through 
referring the matter to the Policy and Resources Committee, which will then make a 
recommendation to the full Council. 
 
Committee Conflict: there may be occasions, particularly when there is conflict between 
Committees regarding which one has powers to deal with a specific matter.  In such cases, 
the matter shall be referred to the Policy and Resources Committee, and that Committee shall 
in turn make a recommendation or refer the matter to the Council.  The Council shall then 
determine the matter. 
 
Council Matters: where Committees are considering Council matters, they shall not have 
delegated powers to determine such matters but shall report or make recommendations to 
Council. 
 
Concurrent powers: The Council may at any time exercise any of the duties and powers within 
the scheme which are delegated to the Council’s Committees or Sub-Committees. A 
Committee may at any time exercise any of the duties and powers of its Sub-Committees. 
 
Committee membership: The Town Mayor is ex-officio voting member of all the Council’s 
standing Committees, but not of sub-committees or working parties. The Mayor may not be 
Chair of any standing Committee. A member may not be Chair of more than one standing 
Committee.   
 
Considerations with regard to decision-making: In making any decisions or recommendations 
each Committee should consider the implications in relation to: Best practice, and any Council 
Corporate and Service objectives/policies. 
 
RESERVATIONS WITH REGARD TO TERMS OF REFERENCE  
 
1.     The terms of reference of all committees are subject to the following reservations: 
a.   That powers be exercised in accordance with any policy adopted, or directions given, by 
the Town Council. 
b.   That any proposal which involves any major changes in the existing policies approved by 
Council, shall be submitted to the Town Council for approval. 
c.   Urgent/emergency matters which would normally be referred to a committee may be dealt 
with through the convening of a special meeting although if, in the opinion of the appropriate 
Committee Chairman, this is not practical, they shall be dealt with by the Town Clerk in 
consultation with the Chairman and Vice Chairman of such Committee and be subject to 
written report to the next appropriate meeting of such Committee. 
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PROPOSED COUNCIL TERMS OF REFERENCE  
 
(a) The Power of raising loans, approving the annual budget, and setting the Precept; 

 
(b) The power of incurring capital expenditure not specifically included in the Council's 

approved estimate of expenditure for the time being; 
 

(c) The appointment to or co-option on a Committee or Sub-Committee of a person (on a 
strictly non-voting basis) who is not a Member of the Council or the Committee; 
 

(d) Standing Orders and the functions and constitution of Committees and Sub-
Committees; 
 

(e) Approval of the Annual Return and Statement of Internal Controls; 
 

(f) Appointment or nomination by the Council of persons to fill vacancies on outside 
bodies arising during the Council year; 
 

(g) Filling of vacancies occurring on any Committee or Sub-Committee of the Council 
during the Council year; 

 
(h) The appointment of the Town Clerk; 
 
(i) The creation of any new Council service, including through devolution from Cornwall 

Council; 
 

(j) Cessation of any Council service; 
 
(k) Granting of civic honours, and 
 

 (l) Any other matter required by law to be determined by the Council and which cannot 
be delegated to a Committee, sub-Committee or officer, or which the Council may itself 
determine as Council business. 

 
PROPOSED COMMITTEE TERMS OF REFERENCE  

 
Note on delegated powers – Committees can resolve all matters within their terms of 
reference except Council and Corporate matters. 
 
POWERS AND DUTIES OF STANDING COMMITTEES 
 
Subject to the foregoing, and to observance of decisions of the Council on matters of principle 
or policy, all the Council's powers and duties shall be delegated to the Standing Committees 
in accordance with the following terms of reference unless otherwise specified. 
 
The acts and proceedings of a Committee shall: 
 
 (a) Where they are delegated to the Committee, so far as is legally permissible be deemed 

the acts and proceedings of the Council; 
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 (b) As regards other matters, be subject to confirmation by the Council, and when 
confirmed shall be deemed the acts and proceedings of the Council; 

 
 (c) In all respects be subject to the provisions of the Council's Standing Orders and 

Financial Regulations except as otherwise determined by the Council. 
 
(d) The Council may at any time without prejudice to executive action already taken revoke 

any executive power delegated to a Committee. 
 
POLICY AND RESOURCES COMMITTEE 
 
(a) The making of recommendations in respect of items (a) to (g) and (i) of the matters to 

be dealt with solely by the Council; 
 

(b) Dealing with all matters relating to the day-to-day administration and good governance 
of the Council; 

 
(c) Dealing with matters specifically referred by the Council or any other Standing 

Committee and with all matters not specifically referred or delegated to any other 
Standing Committee; 

 
(d) Dealing with all matters pertaining to the Council’s staffing including recruitment, 

performance, terms and conditions of service, and superannuation of the Council's 
staff, relying on, where appropriate, the Scheme of Conditions of Service of the 
National Joint Councils, the National Association of Local Councils, and any approved 
Local Conditions of Service ; 

 
(e) Dealing with all aspects of the Council’s Corporate Governance including the 

management and control of budgets for central services, administration, the Council’s 
civic and Mayoral services and related events, corporate management, external and 
internal audit, performance management and democratic representation, the 
preparation and review of the Council’s Standing Orders and Financial Regulations.  

 
(f) To establish service policies, approve programmes of work, monitor performance and 

take decisions in respect of those matters and to provide reports on the implementation 
of service policies; 

 
(g) To recommend to Council the annual budget, variations and supplementary estimates 

relating to budgets of the standing Committees, and any Corporate plans, strategies 
and policies; 

 
(h) To act as lead Committee in respect of any partnership initiative of a corporate nature 

with Cornwall Council and any other public body; 
 

(i) To advise the Council on financial matters, particularly the financial implications and 
funding of any capital or revenue projects; 

 
(j) To advise the Council in relation to matters of legislation, policy and procedure and to 

ensure that the Council is in full compliance with statutory obligations; 
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(k) To receive Auditors’ reports and to make recommendations regarding any matters 
arising from such reports; 

 
(l) To monitor the performance management of the Council, the drafting of the Annual 

Report/Forward Plan, the operation of service reviews and any necessary 
recommendations to the Council for implementation; 

 
(m) To approve payments of accounts in accordance with the Standing Orders and 

Financial Regulations, to monitor the level of Council income/expenditure compared 
with the Council’s approved estimates and to control the management of the Council’s 
financial resources including bank accounts and investments, including undertaking an 
annual Council Investments review, and to ensure that detailed reports on such are 
considered at each meeting of the committee, or as otherwise specified. 

 
(n) To control the collection of income and the write-off of irrecoverable debts to a limit as 

agreed in the Council’s financial regulations with any sum greater than this requiring 
full Council agreement;  
 

(o) To oversee the Council’s Gifts and Hospitality policy and receive reports on gifts and 
hospitality for Elected Members and Staff; 
 

(p) To oversee the Code of Conduct issues and matters relating to Code of Conduct 
referrals via the Monitoring Officer at Cornwall Council; To oversee. 
 

(q) To be responsible for the Council’s Risk Management Strategy. 
  
(r) To ensure that the training needs of councillors and staff are met, and to ensure that 

the Council provides a safe working environment and meets health and safety and 
other statutory obligations. 

 
(s) To maintain any Council archives and civic treasures. 

 

(t) To establish service policies, approve programmes of work, monitor performance and 
take decisions in respect of those matters detailed in the approved budget schedule 
and to provide reports on the implementation of service policies. 

 
ESTATES COMMITTEE 
 
(a) Dealing with all matters relating to the Council’s parks and open spaces including 

grounds maintenance, management of risk/HASAW, and the physical maintenance of 
structures, play equipment, including maintenance inspections, and other furniture 
thereon, and the management and effective control of all budgets thereon, including 
for:  

 
(i) Priory Park.  
 
(ii) Beacon Local Nature Reserve 
 
(iii) Berrycombe Vale 
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(iv) Berryfields 
 

(v) Coldharbour 
 

(vi) Fair Park 
 

(vii) Kay Crescent 
 

(viii) Midway Road 
 

(ix) Moor View 
 

(x) Northey Road 
 

(xi) Priory Meadow 
 

(xii) Victoria Square 
 

(xiii) Any other public gardens/recreation grounds/public open spaces/amenity 
areas/children’s play facilities, and  

 
(xiv) The Council Depot. 
 

(b) Management and maintenance of Old and New Cemeteries including grounds 
maintenance, all burials and interments, management of risk/HASAW, and the 
physical maintenance of structures, and seats and other furniture thereon, and the 
management and effective control of all maintenance budgets. 
 

(c) Structural, security and safety matters relating to Shire Hall, Shire House, and any 
other Council buildings, monuments and structures (buildings maintenance only), 
including the management and maintenance of all maintenance and refurbishment 
budgets. 
 

(d) Street Furniture including litter bins, salt bins, bus shelters, notice boards and Council 
signage. 
 

(e) The Council’s Public Toilets, their maintenance, cleaning and budget control. 
 

(f) The War Memorial. 
 

(g) Dealing with all matters linked to Civic Pride, including the provision of approved 
planting schemes, and community and environmental enforcement in relation to such 
activities as fly posting, illegal tipping and litter picking. 
 

(h) To establish service policies, approve programmes of work, monitor performance and 
take decisions in respect of those matters detailed above and to provide reports on the 
implementation of service policies. 



 

62 
 

 
(i) To make recommendations to the Policy and Resources Committee regarding staffing 

requirements relating to the staff primarily engaged undertaking the Committee’s work. 
 

 
COMMUNITY SERVICES COMMITTEE 
 
(a) Dealing with all matters relating to day-to-day management and operation of the 

Council’s reception and Visitor information services, including in relation to service 
standards, operational hours, sale and stock policies, staffing management and budget 
control. 

 
(b) Overall management and administration of the council’s external communications, 

web site and social media platforms. 
 

(c) To manage and oversee the Council’s external community engagement strategies 
including with other public bodies, community groups, and representative business 
associations. 
 

(d) All Council publications, other than the Annual Report 

 

(e) The management and administration of all Community Grant aid programmes, 
including in relation to approved budgets, formation of grants criteria, promotion of 
schemes, and liaison with applicants. 
 

(f) Management and oversight of all aspects of the council’s civic and community events 
programme, in accordance with agreed programmes of work. 
 

(g) To deal with all aspects relating to the Christmas Lights programme and other similar 
initiatives. 
 

(h) To be lead Committee for all aspects relating to the Council’s working partnership with 
Bodmin Museum.  
 

(i) The promotion, management and administration of all aspects of the bookings and 
lettings of Shire House and Shire Hall, any licensing arrangements relating to these 
buildings, and day-to-day supervision of the Caretakers and Cleaner, their working 
hours and workloads. 
 

(j) The oversight of all matters relating to the operation of the Car Parks service, including 
arrangements in line with financial regulations and policies approved by Policy and 
Resources Committee for ticket issuing arrangements, for procedures to deal with 
appeals, and enforcement generally.   

 
(k) To establish service policies, approve programmes of work, monitor performance and 

take decisions in respect of those matters detailed above and to provide reports on the 
implementation of staff. 
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(l) To make recommendations to the Policy and Resources Committee regarding staffing 
requirements relating to the staff primarily engaged undertaking the Committee’s work. 

 
PLANNING COMMITTEE 
 
(a) The making of representations to the Local Planning Authority on applications for 

planning permission which have been notified in accordance with relevant legislation; 
 
(b) To be given authority to make representation where responses to planning 

consultations / applications that fall outside of the Committee meeting cycle to include 
consideration / resolution of issues within five working days under the Protocol for 
Local Councils. To comply with this requirement, power is delegated to Senior Officers 
in consultation with the Chairman and Vice Chairman of the Planning Committee. The 
response and decision will be placed on the next nearest agenda to be noted for the 
purpose of meeting the transparency code 2015; 

(c) The making of representations in respect of appeals against the refusal of planning 
permission; 

 
(d) The undertaking of street naming under powers delegated by Cornwall Council, and 

to make representations regarding house naming and street numbering having due 
regard to the policy statement on the Cornish Language where appropriate. 

 
(e) To consider and monitor strategic, Unitary and other developmental plans, proposed 

listed buildings, conservation areas, tree preservation orders and building preservation 
orders which impact upon Bodmin, and the making of all appropriate representations. 

 
(f) The facilitation of economic development initiatives for the benefit of the Town and the 

making of recommendations on all related matters and liaison as appropriate with other 
agencies; 

 
(g) To co-ordinate the Council’s work in respect of Neighbourhood Planning 
 
(h) The making of representations to the appropriate Planning Authority in respect of other 

planning matters not otherwise referred to in Terms of Reference (a) - (f) above. 
 
(i) To consider all matters relating to highways, footpaths and bridleways, and street 

lighting and to make representations to other authorities regarding these matters. 
 
(j) To consider all matters relating to transportation and car parking issues, including 

traffic and parking regulations orders, and to make representations to other authorities 
regarding these matters. 

 
(k) To consider and to make representations to other authorities in respect of applications 

for liquor, gaming and public entertainments licences. 
 

(m) To consider and to make representations to other authorities in respect of any other 
public service matters and consultations that may impact upon Bodmin. 
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(n) To establish service policies, approve programmes of work, monitor performance and 
take decisions in respect of those matters detailed above and to provide reports on the 
implementation of service policies. 
 

(o) Further to (a) above it is necessary to authorise arrangements for representations to 
be made lawfully where to deal with responses to planning consultations / applications 
that fall outside of the Committee meeting cycle, to include consideration / resolution 
of issues within five working days under the Protocol for Local Councils. To comply 
with this requirement, power is delegated to Senior Officers in consultation with the 
Chairman and Vice Chairman of the Planning Committee. The response and decision 
to be placed on the next nearest agenda to be noted for the purpose of meeting the 
transparency code 2015. 

 
Urgent Action 
 
The Town Clerk, or the appropriate Head of Service in the Town Clerk’s absence, in 
consultation with the Chairmen and Vice Chairmen of appropriate Committees, is authorised 
to take action deemed desirable on any matters which the Committee concerned have 
delegated powers, but which require urgent action. Such actions shall immediately be notified 
to all councillors in writing and confirmed by written report to the next meeting of council or 
the appropriate committee. 
 
Authority to Officers 
 
This Scheme of Delegation authorises the Proper Officer and Responsible Financial Officer 
(which may be one and the same person), to act with delegated authority in the specific 
circumstances detailed. 
 
Proper Officer 
 
The Town Clerk shall be the Proper Officer of the Council and as such is specifically 
authorised to: 
 

(i) Receive declarations of acceptance of office; 
(ii) Receive and record notices disclosing pecuniary interests; 
(iii) Receive and retain plans and documents; 
(iv) Sign Notices or other documents on behalf of the Council; 
(v) Receive copies of By-laws made by a Primary local authority; 
(vi) Certify copies of By-laws made by the Council; 
(vii) Sign summonses to attend meetings of the Council; 
(viii) To receive documents in relation to Complaints received under The Members’ 

Code of Conduct and report this at the next convenient meeting of the Council; 
(ix) Ensure compliance with all legal requirements impacting upon the business of 

the Council  
 

In addition, the Town Clerk has the delegated authority to undertake the following matters on 
behalf of the Council: 
 
 (i) The day to day administration of services, together with routine inspection and 

control. 
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(ii) Day to day supervision and control of any staff employed by the Council. 
 
(iii) Undertake training or attendance at Conferences as previously authorised 

within budget. 
  
Delegated actions, including spending decisions of the Town Clerk or his authorised Officers 
acting on his behalf shall be in accordance with Standing Orders, Financial Regulations, 
including the annual review of monetary values, and this Scheme of Delegation and with 
directions given by the Council from time to time. 
 
Responsible Financial Officer 
 
The Responsible Financial Officer to the Council is accountable for the Council’s accounting 
procedures, in accordance with the Accounts and Audit Regulations in force at any given 
time.  (Section 151 of the Local Government Act 1972 so confirms). 
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Appendix D 

DRAFT JOB DESCRIPTION FOR PROPOSED ESTATES MANAGER 

 

  

 BODMIN TOWN COUNCIL  

  

Title of Post:  Estates Manager  

Salary:   Grade 7, SCP 27-30  

Terms and Conditions:  NJC for Local Government Services  

Hours:  37 hours per week  

Responsible to:  The Town Clerk  

Responsible for:  

 
Management of aspects the Council's Parks & Open Spaces services and 
burial services, and for management of maintenance and security of all 
buildings under the purview of the Estates Committee. 
 

Job Purpose:  

• To act as the Estates Manager for Bodmin Town Council, formally 
reporting to Committee / Council as appropriate.  To be responsible 
for the line management of all personnel engaged in the Estates 
team.  To be lead officer for the Estates Committee, its sub-
committees and working parties.   
 

• To lead the work of the Estates team and carry out the policies and 
instructions of the Estates Committee in providing an effective and 
efficient service to the community of Bodmin. 
 

• To develop, manage and contribute to the achievement of the 
Council’s targets and objectives in conjunction with the Town Clerk 
and other service heads, and serve as a member of the Officer’s 
Management team. 

 

  
Key Responsibilities:  

To be responsible for drafting, reviewing and amending any strategy 
documents such as the Green Spaces Management Plan and 
implementing and monitoring systems and procedures to effectively and 
efficiently run the Council's Parks Department ensuring that agreed 
standards are adhered to.  

Applying strict budgetary control to all works undertaken and closely 
monitor allocated budgets, in consultation with the Council's Responsible 
Finance Officer.  

To plan and direct work programmes to ensure that grounds maintenance 
work is delivered to a high standard and can adapt to reactive challenges 
across the Council's Parks and Open Spaces.  
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To manage the Council's cemeteries to ensure that the area is well 
maintained and to ensure that interments are managed and administered 
in a timely and sympathetic manner.  

To oversee the delivery of horticultural excellence in the town's Parks and 
Open Spaces and to develop the Council's poly tunnel facility to provide 
effective and cost-efficient provision of plants, flowers and shrubs for the 
town's parks.  

To provide an efficient, effective and comprehensive customer orientated 
service, delivering the duties associated with the post in accordance with 
the Councils’ policies, Financial Regulations and other authorised 
procedures and practices.  

To support the Town Clerk with any devolution of services or assets from 
the Principal Council and to advise the Council and Members on the cost 
benefit analysis of taking on services.  

   

To explore and obtain external sources of income such as grants / Section 
106 or equivalent to enhance and improve the Council's Parks and Open 
Spaces.  This may include negotiation with developers to secure future 
parks and open spaces, with the appropriate level of funding / community 
benefit for the town.  

Develop for approval, review and update the Council's Green Spaces 
Management Plan with supporting joint strategies as required covering 
Horticulture, play (including teen provision), Sports Pitch provision, 
reviewing and updating as and when necessary.  

To implement, update and manage a maintenance, inspection and 
replacement equipment, plant, machinery and vehicles schedule.  To 
include a rolling programme of play equipment replacement across the 
Council's equipped play areas.  

To act as the Council's lead Officer on the Beacon Local Nature Reserve 
and the Beacon Management Advisory Group or successor organisation 
and to manage the site in partnership with the Principal Council and in line 
with the Natural England Higher Level Stewardship (HLS) Scheme.  

To explore, develop and strengthen community engagement with 
community / residents’ groups, charities, 'friends of' etc and to explore 
partnership opportunities – may include private sector involvement.  

To attend site meetings with other agencies and partners as appropriate 
where Bodmin Town Council's land and interests are involved.  

To manage the Council's Amenity Tree Service Level Agreement (SLA) 
ensuring that surveys are carried out, up to date and that risks are 
identified, and necessary works are scheduled.  
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To ensure that the Council's Health and Safety policy is embedded in the 
Parks Department and practised by all staff involved.  Any relevant 
operational sections of the H&S Policy, including risk assessments, 
method statements etc are updated and reviewed as necessary by the 
Parks and Open Spaces Supervisor.  

Plan, Implement and maintain robust procedures, processes and work 
programmes / schedules to ensure the efficient and effective delivery of 
work (planned and reactive) by the Council's Parks Department.  To 
include a robust risk assessment process for work activities plus a 
documented property (play areas, open spaces etc) inspection and 
maintenance system.  

Implement, review and maintain effective lone working procedures and 
practices for staff which may include the use of tracking devices for Council 
vehicles.  

To produce Committee reports and other statistical reports and to attend 
evening Committee meetings.  

Purchase, in accordance with the Council's Procurement Policy and 
Financial Regulations, necessary materials, plant, equipment and supplies 
required for the delivery of the service (within allocated budget).  

 
Assist, as may be reasonably required, in the event of any emergency 
situation that may arise within the Council's Parks and Open Spaces.  Be 
prepared to be called out in an emergency should the need arise or provide 
a telephone response should the post holder be contacted by the Council's 
out of hours service or Emergency Services.  

Ensure that all vehicles, plant and equipment are inspected on regular 
basis, that all periodic driver/user checks are carried out as stipulated; 
vehicles and plant are kept clean both inside and out where applicable and 
repaired promptly to protect the Council's ability to deliver the service – to 
include MOT, Service and Vehicle Tax.  

Line Management responsibility for any staff grievances, disputes and / or 
disciplinary matters in line with Council Policy.  

Identify, monitor and maintain training and disciplinary records of all staff 
within remit and carry out performance appraisals  To include regular team 
meetings to ensure effective and efficient delivery of service to a 
consistently high level to include management and coordination of 
resources to complete projects / key workload drivers and events etc.    

 
Responsibility for authorisation and management of staff holiday / TOIL in 
order to ensure the smooth running of the Parks department, to mitigate 
against any adverse impact on delivery of service and to ensure that 
holiday entitlement is effectively managed.  

Handle enquiries and complaints as they arise either verbally, by letter or 
e-mail always ensuring the highest level of customer care.  
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Ensure that the Parks depot (yard and storage areas) are kept in a safe, 
tidy, and well managed condition, to include the poly tunnel site.  

To assist with press releases relating to the Council's Parks and Open 
Spaces.  

Liaise with the Council's insurer and report any incident or accident 
involving the Council's staff, vehicles, equipment, machinery etc  

Promote the service and Council positively at all times.  

To attend and support community / civic events as required (on average 1 
to 4 events a year).  

The post holder will be required to undertake such other duties as may be 
required commensurate with the duties, grade and responsibilities of the 
post.  Therefore, the list of duties in this job description should not be 
regarded as exclusive or exhaustive.  

 

SPECIAL CONDITIONS 
 
(1) The post holder will be required to travel independently over the Bodmin and 

neighbouring area, for which mileage is payable. 
 
(2) The post holder will be required to attend evening meetings of the Estates Committee 

and work some evenings and weekends supporting other meetings and events in order 
to fulfil the duties of the post of Estates Manager, for which time off in lieu will be 
awarded. 

 
(3) The post holder will be expected to comply, observe and promote the values and 

behaviours of the Council in a professional and responsible manner. 
 
(4) The job description is a representative document.  Other reasonably similar duties may 

be allocated from time to time commensurate with the general character of the post 
and its grading. 

 
(5) All Council employees are responsible for the implementation of the Health and Safety 

Policy so far as it affects them, their colleagues and others who may be affected by 
their work.  The post holder is also expected to monitor the effectiveness of the health 
and safety arrangements and systems to promote appropriate improvements where 
necessary. 

  
(6) There is an expectation that all employees will be committed to a programme of 

continuing professional development and be willing to learn new skills and keep 
abreast of new and improved methods of working, for the benefit of the people of 
Bodmin and the Town Council. 
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Appendix E 

DRAFT JOB DESCRIPTION FOR PROPOSED DEPUTY ESTATES MANAGER 

 

 
BODMIN TOWN COUNCIL  

  

Title of Post:  Deputy Estates Manager  

Salary:   Grade 5, SCP 16-19  

Terms and Conditions:  NJC for Local Government Services  

Hours:  

37 hours per week – given seasonal nature of job the Council operates a 
summer and winter hour work pattern:  

  

1 Apr to 30 Sept         7.30 a.m. to 4.00 p.m. (Mon to Thur) 7.30 a.m. 
to 3.00 p.m. (Fri)  
  

1 Oct to 31 Mar          8.15 a.m. to 3.45 p.m. (Mon to Fri)  
     
  

Responsible to:  Estates Manager  

Responsible for:  
Line management and direction of Estates staff to deliver planned and 
unplanned grounds maintenance, buildings maintenance and horticultural work 
across Bodmin Town Council's estates services.  

Job Purpose:  

 
As Deputy to support the Estates Manager across the full spectrum of his 
responsibilities, including in relation to the Estates Committee/Council as 
appropriate, and. for the line management of all personnel engaged in the 

Estates team.  When resources demand to be a working member of the Team 
and to lead by example, taking a pride in place and coordinating staff to achieve 
a high standard of grounds maintenance work across the Council's Parks, Open 
Spaces, Cemeteries and Buildings.   
 

  
Key Responsibilities:  To deputise for the Estates Manager in their absence and to direct and 

coordinate staff to ensure the smooth running of the Parks Department with 
work carried out professionally and in a timely manner.  

To oversee, implement and co-ordinate tasks as set out on the routine grounds 
maintenance schedule i.e. cutting back vegetation/grass-cutting at various sites, 
clearing of gutters on Council properties and carrying out repairs to sports 
pitches - and that work is carried out within prescribed timescales.  
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Ensure that horticultural work is being carried out in line with any agreed planting 
scheme and that flowerbeds are scheduled for preparation and planting in 
readiness for the season.  

Supervise staff in the Estates team and to act as the first point of contact as 
appropriate with members of the public, dealing with any issues that might arise 
in the parks, play areas, cemeteries etc.  

To meet with any contractors on site to ensure works are carried out safely and 
in line with any agreed work plan and that reinstatement is carried out to a high 
quality.  

To assist with the development, review and implementation of relevant Health 
and Safety Risk Assessments and inspection checks of equipment, plant and 
buildings as necessary. 

To ensure that any incident involving the Estates team and/or equipment is 
reported in full as quickly as possible to the Estates Manager.  

To ensure that any instances of vandalism to Council property, vehicles etc are 
reported promptly to the Police and Estates Manager (and a crime reference/log 
number is recorded) and that any measures are implemented to secure 
sites/buildings and/or to mitigate risk to the public.  

To assist with and to organise training courses and refresher training as and when 
required for Estates staff and as directed by the Estates Manager.  

Ensure that any defects identified through inspection are recorded and that the 
appropriate remedial action is taken by staff.  This process should be 
documented by staff on the appropriate form(s) to assist with maintenance logs.  

Assist, as may be reasonably required, in the event of any emergency situation 
that may arise within the Council's Estates.  Be prepared to be called out in an 
emergency should the need arise or provide a telephone response should the 
post holder be contacted by the Councils’ out of hours service or Emergency 
Services.  

To instigate randomised toilet inspections so that effective monitoring of the 
Council’s appointed Public Toilet Cleaning Contractor can take place – it may be 
necessary to take photographic documentary evidence to support identified 
issues and any re-stocking of consumables should be carried out.  Defects should 
be identified, and appropriate action taken.  

To ensure all members of staff are wearing the appropriate Personal Protective 
Equipment (PPE) and that the equipment is in good condition, any faulty 
equipment is to be reported immediately (BTC H&S Policy – Personal Protective 
Equipment refers) and should be replaced as soon as possible.  
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To ensure that before each and every operation all machinery is checked by 
operators for damage or missing guards and that the guards are fitted in the 
correct position. Any faulty equipment should not be used and reported 
immediately to the Estates Manager (BTC H&S Policy – Operation of Grass-
Cutting/Strimming Machinery refers).  

 Ensure that the depot (yard and storage areas) are kept in a safe, tidy, and well 
managed condition, to include the poly tunnel site.  

 
To ensure that any hired equipment is used effectively and that it is taken off-hire 
as soon as work is complete.  

To attend and support civic events as required  

To carry out such other duties and responsibilities as may be required 
commensurate with the duties and responsibilities of the post.  

  
SPECIAL CONDITIONS 

 
(1) The post holder will be required to travel independently over the Bodmin and 

neighbouring area, for which mileage is payable. 
 
(2) The post holder will be required to attend evening meetings of the Estates Committee 

and work some evenings and weekends supporting other meetings and events in order 
to fulfil the duties of the post for which time off in lieu will be awarded. 

 
(3) The post holder will be expected to comply, observe and promote the values and 

behaviours of the Council in a professional and responsible manner. 
 
(4) The job description is a representative document.  Other reasonably similar duties may 

be allocated from time to time commensurate with the general character of the post 
and its grading. 

 
(5) All Council employees are responsible for the implementation of the Health and Safety 

Policy so far as it affects them, their colleagues and others who may be affected by 
their work.  The post holder is also expected to monitor the effectiveness of the health 
and safety arrangements and systems to promote appropriate improvements where 
necessary. 
 

(6) There is an expectation that all employees will be committed to a programme of 
continuing professional development and be willing to learn new skills and keep 
abreast of new and improved methods of working, for the benefit of the people of 
Bodmin and the Town Council. 
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APPENDIX F 

DRAFT JOB DESCRIPTION FOR PROPOSED ADMINISTRATION OFFICER (ESTATES) 

 
BODMIN TOWN COUNCIL  

  

Title of Post:  Administration Officer (Estates)   

Salary:   Grade 3, SCP 8-11  

Terms and Conditions:  NJC for Local Government Services  

Hours:  Full-time 37 per week  

Responsible to:  Estates Manager   

Responsible for:  N/A  

Job Purpose:  To act as Administration Officer (Estates) for Bodmin Town Council  

  

To administer all aspects relating to the Council’s cemeteries and burial service.  

To liaise with Operatives regarding burials and ensuring all arrangements are 
safely undertaken and risk assessed.  

To ensure that burial records, deeds of grant, cemetery maps and other 
documentation are up to date, and accessible.  

To prepare and update detailed procedures covering all aspects of the 
Cemeteries and burial service.  

To liaise as appropriate with undertakers/funeral directors, stone masons and 
the bereaved ensuring the highest customer care standards.    

To maintain data bases relating to the work of the Estates team and ensure 
these are up to date.  

To deal with such correspondence as requested by the Estates Manager or 
Deputy Estates Manager. 

To undertake all other aspects relating to the administration of the Estates 
service, including those aspects dealt with by the Projects Assistant when she is 
not working, including in relating to ordering of supplies, stock taking, 
inspection reports, job cards, HASAW and risk assessments.   

To attend civic and community events as required.   
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On behalf of the Estates Manager to ensure that the Estates team adheres to 
the Council’s approved policies, including in relation to administration, GDPR, 
dealing with complaints, maintaining personnel data etc. 

To attend meetings of the Estates Committee, its sub-committees and working 
parties as required.  

To carry out such other duties and responsibilities as may be required 
commensurate with the duties and responsibilities of the post. 

 

 SPECIAL CONDITIONS 

 
 
(1) The post holder may be required to attend evening meetings of the Estates Committee 

and/or other events for which time off in lieu will be awarded. 
 
(2) The post holder will be expected to comply, observe and promote the values and 

behaviours of the Council in a professional and responsible manner. 
 
(3) The job description is a representative document.  Other reasonably similar duties may 

be allocated from time to time commensurate with the general character of the post 
and its grading. 

 
(4) All Council employees are responsible for the implementation of the Health and Safety 

Policy so far as it affects them, their colleagues and others who may be affected by 
their work.  The post holder is also expected to monitor the effectiveness of the health 
and safety arrangements and systems to promote appropriate improvements where 
necessary. 
 

(5) There is an expectation that all employees will be committed to a programme of 
continuing professional development and be willing to learn new skills and keep 
abreast of new and improved methods of working, for the benefit of the people of 
Bodmin and the Town Council. 

 

 

  

 To carry out research as required by the Estates Manager and/or Deputy Estates 
Manager and write reports relating thereto.  

To provide support to the Estates Manager and Deputy Estates Manager in 
relation to financial management and control of the Estates service budgets.  
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Appendix G1 

Bodmin Town Council 
 
Draft Proposed Job Description 
 
Post:   Community Services Manager  
 
Grade:     Scale 7 (spinal points 24-27) 
---------------------------------------------------------------------------------------------------------------- 
 
Responsible to: Town Clerk     
 
Responsible for:  All staff employed in the Community Services team 
---------------------------------------------------------------------------------------------------------------- 
 
Primary Purpose of the Job 
 

• To lead the work of the Community Services team and carry out the policies and 
instructions of the Community Services Committee in providing an effective and 
efficient service to the community of Bodmin. 
 

• To develop, manage and contribute to the achievement of the Council’s targets and 
objectives in conjunction with the Town Clerk and other service heads, and serve as a 
member of the Officer’s Management team. 

 
 
Principle Duties 
 
1. To provide, develop manage and monitor a range of Community and Civic Events in 

accordance with a programme agreed by Community Services Committee and to liaise 
with the Town Clerk and other service teams regarding out-of-core hours manning 
requirements. 

 
2. To ensure that all events are effectively risk-assessed, that there is good liaison with 

all other agencies affected by such activities, including the Estates team, and that there 
is extensive and targeted promotion and publicity. 

 
3. To manage the various Council community grants programmes and to ensure that 

criteria are regularly reviewed with related policies approved by Community Services 
Committee 

 
4. To lead on external grants funding applications towards Town Council initiatives and 

projects, ensuring effective liaison and input where appropriate from the Town Clerk 
and senior colleagues. 
 

5. To manage and co-ordinate all Town Council liaisons with Cornwall Council and other 
public bodies and agencies regarding issues relating to community services that 
impact on the quality of life and well-being of residents of Bodmin, including social 
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services, housing, low cost housing, environmental health, environmental services, 
services for the elderly and disadvantaged groups generally. 
 

6. To manage and co-ordinate all Town Council liaisons with the Police regarding policing 
related issues that impact on the quality of life and well-being of residents of Bodmin 
including in relation to CCTV, criminal damage, anti-social behaviour and crime 
prevention for example. 
 

7. To manage and co-ordinate all Town Council liaisons with the voluntary sector, health 
services and other third-party agencies on community service issues that impact on 
the quality of life and well-being of residents of Bodmin. 
 

8. To manage and co-ordinate all Council interactions with Bodmin Museum, including 
official partnership arrangements agreed as Council policy. 
 

9. To line-manage the Town Council’s reception and Visitor Information services, 
including all staff engaged in these functions, opening hours, shop stocks and policies 
related thereto. 
 

10. To ensure that Reception and Visitor Information staff maintain good relationships with 
local tourism attractions, accommodation providers and the Chamber of Commerce, 
and maintain relevant information data bases relating thereto. 
 

11. To provide and manage the Town Council’s external communications strategy, 
including the Council’s website, Facebook, Twitter and other social media and external 
liaisons with press and media. 
 

12. To line manage the Council’s caretaking and cleaning staff and ensure they are 
provided with schedules of use and customer’s requirements prior to the 
commencement of any bookings.  
 

13. To line-manage bookings of Shire House and Shire Hall and ensure charges and 
policies related to usage of these areas are reviewed annually by Community Services 
Committee.  

 
14. To undertake research analysis in respect of issues pertaining to Community Services 

Committee and to report and advise accordingly. 
 
15. Contribute proactively to new initiatives and projects, ensuring they are implemented 

as determined in accordance with Council approved policy. 
 
16. Promote customer service, public participation, quality and equality. 

 
17. To assist the Town Clerk in the senior management role in respect of the Council’s 

workforce, supervising Community Services personnel and undertaking all necessary 
activities in connection with the management thereof. 

 
18. To manage, as necessary, and develop staff performance objectives, undertake 

annual appraisals for staff engaged in Community Services, reviewing performance 
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outputs generally with periodic reporting to Community Services Committee, and 
considering training needs and managing absence. 

 
19. To identify training needs for Community Services personnel and to be responsible for 

ensuring that these needs are addressed. 
 

20. To conduct an annual training needs analysis and to produce an appropriate 
Continuous Personal Development programme for personnel engaged in Community 
Services.  

 
21. To be responsible to undertaking staff appraisals for Community Services personnel 

on an annual basis, in accordance with Council policies. 
 
22. To lead and service meetings of the Community Services Committee and any Sub-

Committees or Working Groups thereof as required. 
 

23. Carry out any other duties as may be required which are commensurate with the 
grading and nature of this post as directed by the Town Clerk.   

 
 
SPECIAL CONDITIONS 
 
(1) The post holder will be required to travel independently over the Bodmin and 

neighbouring area, for which mileage is payable. 
 
(2) The post holder will be required to attend evening meetings of the Community Services 

Committee and work some evenings and weekends supporting meetings and events 
in order to fulfil the duties of the post of Community Services Manager, for which time 
off in lieu will be awarded. 

 
(3) The post holder will be expected to comply, observe and promote the values and 

behaviours of the Council in a professional and responsible manner. 
 
(4) The job description is a representative document.  Other reasonably similar duties may 

be allocated from time to time commensurate with the general character of the post 
and its grading. 

 
(5) All Council employees are responsible for the implementation of the Health and Safety 

Policy so far as it affects them, their colleagues and others who may be affected by 
their work.  The post holder is also expected to monitor the effectiveness of the health 
and safety arrangements and systems to promote appropriate improvements where 
necessary. 
 

(6) There is an expectation that all employees will be committed to a programme of 
continuing professional development and be willing to learn new skills and keep 
abreast of new and improved methods of working, for the benefit of the people of 
Bodmin and the Town Council. 
 

  
CJR/BTC/Draft/11/19  
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Appendix G2 

 
Proposed Person Specification for Community Services Manager 

 

Qualifications and Attainments 
 
A degree or professional qualification in a relevant discipline (E) 
Corporate membership of a relevant professional body. (D) 
Evidence of continuing professional development. (E). 
 
Experience 
5 years as a manager in local government, CIC or similar (D) 
Financial preparation, management and control of budgets (E) 
Experience of managing, motivating, directing and co-ordinating a small multi skilled 
team in delivery of services to an excellent standard (E) 
Demonstrate experience of explaining, orally or in writing, complex and possibly 
contentious information to elected members and others on a variety of subjects (E) 
Experience in marketing, both public service and/or business organisations (E). 
Experience in Town Centre Management and/or in working collaboratively with the 
business community (D) 
Experience in strategic marketing (D) 
Experience in corporate image development and promotion (D)  
Experience in public and media relations (D). 
Experience in management of public buildings/facilities (D) 
Experience in working in partnership with both statutory & community organisations (E) 
Experience in running events and exhibitions (E) 
 
Knowledge 
Local government law as it applies to town and parish councils (D) 
Ability to identify funding streams both statutory and grants funding (E) 
Management of projects (E) 
Demonstration of partnership working with statutory and voluntary organisations (E) 
Knowledge of employment law and equal opportunities legislation (D) 
An understanding of what is necessary to regenerate an area and its businesses (D) 
Knowledge of how to successfully engage the media (E) 
A knowledge of how the public realm is administered (E) 
Experience of marketing services and feeding information into their development (E) 
Knowledge of consultation techniques (D) 
Knowledge of application of IT in areas of responsibility (D) 
 
Required Abilities 
Excellent standard of written work (E) 
Robust financial management skills (E) 
Experience of public speaking (D) 
Well-developed advisory, counselling, negotiating and persuasive skills (D)  
Ability to drive (E) 
 
Personal Qualities 
Strong team player (E) 
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Motivational team play and leader who can take control when necessary but let others 
lead in appropriate situations (E) 
Personality, conduct and interpersonal skills that inspire confidence (E) 
Able to act as a trouble shooter, arbitrator, problem solver and crisis handler (E) 
Committed to local democracy, social justice and accountability to the community (E) 
Commitment to customer care, equal opportunities and sustainability in service delivery 
(E) 
Self-motivated and innovative (E) 
Commitment to improving efficiency and effectiveness (E) 

Specific Job Requirements 
 
Irregular hours are required to attend events and meetings of the town council and other 
organisations 
 

Notes: E – Essential, D – Desirable 
Assessment of whether criteria are met will be from application form followed by 
interview where appropriate. 
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APPENDIX H 

DRAFT JOB DESCRIPTION FOR PROPOSED SENIOR INFORMATION ASSISTANT 

(PART-TIME) 

 

 
BODMIN TOWN COUNCIL  

  

Title of Post:  Senior Information Assistant (Part-Time)  

Salary:   Grade 3, SCP 7-10    

Terms and Conditions:  NJC for Local Government Services  

Hours:  
Monday to Friday and seasonal Saturdays in accordance with approved contract. 
(Hours to be determined)  

Responsible to:  Community Services Manager  

Responsible for:   Information Assistants (part-time and seasonal) 

Job Purpose:  To act as Senior Information Assistant for Bodmin Town Council  

  
Key Responsibilities:  

To deal with enquiries from the public which will include making and receiving 
phone calls, responding to emails and face to face contact.   

To report faults, where appropriate, on behalf of the public to various 
councils/associations.  

To promote Bodmin, North Cornwall and Cornwall as a quality holiday 
destination to support the Cornish economy, enhance the visitor holiday 
experience and engender repeat visits.  

To provide information relating to local visitor accommodation and any other 
related services approved by Council policy.    

To carry out data entry of events, local businesses and amenities etc for 
publication on the Council/Visitor website.    

To book National Express and Eden tickets through a bespoke online booking 
system.    

To make bookings for other venues where there is a policy arrangement in place   
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To carry out administrative tasks including updating visitor information hand-
outs, letter writing, responding to emails, filing, photocopying, faxes and the 
recording and sorting of postal correspondence.  

To actively manage the Council’s sales of approved items from the shop and/or 
information desk and ensure all documentation is undertaken by information 
staff in accordance with approved Council procedures and policies.   

     

To supervise the work of the part-time and seasonal Information Assistants and 
actively manage their work rotas in accordance with agreed hours of opening for 
the Reception/Information desk service.   

To produce a monthly, countywide events list, inputting local events onto the 
Bodminlive website, direct mailing the document to the accommodation 
membership and to the VIC mailing list and photocopying these documents for 
customers visiting the VIC.    

To actively promote the Council’s Information service and ensure the highest 
standards of customer service.   

To compile information for the annual Accommodation Guide & Bodmin Guide 
and other approved publications.  

To collect statistical information relating to visitor numbers and other data 
requested by the Community Services Manager/Community Services Officer.    

To reconcile daily cash takings, including the ordering and collection of change.  

To issue parking permits and cash receipts.  

To be responsible for taking cash and cheques from the public and recording 
amounts for petty cash.  

To handle all incoming and outgoing mail, to include stamping, recording, 
distribution and franking.  

To provide cover for the Facilities Administrator and take room bookings and add 
to computer programme/diary as appropriate.  

To attend civic and community events as required  

To carry out such other duties and responsibilities as may be required 
commensurate with the duties and responsibilities of the post.  

 
SPECIAL CONDITIONS 
 
(1) The post holder will be required to attend evening meetings of the Community Services 

Committee and work some evenings and weekends supporting meetings and events 
in order to fulfil the duties of the post of Community Services Manager, for which time 
off in lieu will be awarded. 
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(2) The post holder will be expected to comply, observe and promote the values and 
behaviours of the Council in a professional and responsible manner. 

 
(3) The job description is a representative document.  Other reasonably similar duties may 

be allocated from time to time commensurate with the general character of the post 
and its grading. 

 
(4) All Council employees are responsible for the implementation of the Health and Safety 

Policy so far as it affects them, their colleagues and others who may be affected by 
their work.  The post holder is also expected to monitor the effectiveness of the health 
and safety arrangements and systems to promote appropriate improvements where 
necessary. 
 

(5) There is an expectation that all employees will be committed to a programme of 
continuing professional development and be willing to learn new skills and keep 
abreast of new and improved methods of working, for the benefit of the people of 
Bodmin and the Town Council. 
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Appendix I 

Bodmin Town Council 
 
Job Description 
 
Post:   Community Services Officer  
 
Grade:     Scale 5 (spinal points 16-19) 
---------------------------------------------------------------------------------------------------------------- 
 
Responsible to: Community Services Manager     
 
Responsible for:  All staff employed in the Community Services team in the absence 

of the Community Services Manager 
---------------------------------------------------------------------------------------------------------------- 
 
Primary Purpose of the Job 
 

• To assist the Community Services Manager across the spectrum of work of the 
Community Services team with specific focus on external and internal 
communications, delivery of excellent customer services, and development of external 
relationships, all in accordance with the policies and instructions of the Community 
Services Committee. 
 

• To develop, manage and contribute to the achievement of the Council’s targets and 
objectives.  

 
Principle Duties 
 
1 To assist the Community Services Manager in the provision, development, 

management and monitoring of a range of Community and Civic Events in accordance 
with a programme agreed by Community Services Committee. 

 
2 To risk assess and appropriately document, all events and to liaise as appropriate with 

all other agencies affected by such activities, including the Estates team. 
 

3 To effectively promote and publicise all community and civic events. 
 
4 To administer the various Council community grants programmes and to ensure that 

criteria are regularly reviewed with related policies approved by Community Services 
Committee 

 
5 To assist the Community Services Manager in seeking external grants funding towards 

Town Council initiatives and projects, writing funding bids as appropriate and liaising 
directly with funding bodies. 
 

6 To assist the Community Services Manager in all liaisons with Cornwall Council and 
other public bodies and agencies regarding issues relating to community services that 
impact on the quality of life and well-being of residents of Bodmin, including social 



 

84 
 

services, housing, low cost housing, environmental health, environmental services, 
services for the elderly and disadvantaged groups generally. 
 

7 To administer all aspects related to the Council’s CCTV scheme, and assist the 
Community Services Manager as requested in all Town Council liaisons with the Police 
regarding policing related issues that impact on the quality of life and well-being of 
residents of Bodmin including in relation to criminal damage, anti-social behaviour and 
crime prevention for example. 
 

8 To support the Community Services Manager as requested in all Town Council liaisons 
with the voluntary sector, health services and other third-party agencies on community 
service issues that impact on the quality of life and well-being of residents of Bodmin. 
 

9 To liaise as instructed with the authorised representatives of Bodmin Museum in 
accordance with approved policy and as instructed by the Community Services 
Manager.  
 

10 To serve on the Town Council’s reception and Visitor Information desk, when staff 
resources so necessitate. 
 

11 To directly administer the Town Council’s external communications strategy, including 
maintaining and updating the Council’s website, Facebook and Twitter accounts, and 
other social media and external liaisons with press and media. 
 

12 To undertake research analysis in respect of issues pertaining to Community Services 
Committee and to report and advise accordingly. 

 
13 Contribute proactively to new initiatives and projects, ensuring they are implemented 

as determined in accordance with Council approved policy. 
 
14 To promote customer service, public participation, quality and equality. 

 
15 To assist the Community Services Manager, and/or Corporate Governance team as 

appropriate, in matters affecting staff employed in Community Services including in 
relation to their performance, training and development and HR matters generally. 
 

16 To deputise as necessary for the Community Services Manager during that post 
holder’s leave or other absence, including representation on the Management team 
and at meetings of Community Services Committee. 
 

17 To write reports for Community Services Committee and any Sub-Committees or 
Working Groups thereof as required, and to attend for the purposes of taking minutes 
as requested. 
 

18 Carry out any other duties as may be required which are commensurate with the 
grading and nature of this post as directed by the Town Clerk or Community Services 
Manager.   
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SPECIAL CONDITIONS 
 

(1) The post holder will be required to travel independently over the Bodmin and 
neighbouring area, for which mileage is payable. 

 
(2) The post holder will be required to attend evening meetings of the Community Services 

Committee and work some evenings and weekends supporting meetings and events 
in order to fulfil the duties of the post, for which time off in lieu will be awarded. 

 
(3) The post holder will be expected to comply, observe and promote the values and 

behaviours of the Council in a professional and responsible manner. 
 
(4) The job description is a representative document.  Other reasonably similar duties may 

be allocated from time to time commensurate with the general character of the post 
and its grading. 

 
(5) All Council employees are responsible for the implementation of the Health and Safety 

Policy so far as it affects them, their colleagues and others who may be affected by 
their work.  The post holder is also expected to monitor the effectiveness of the health 
and safety arrangements and systems to promote appropriate improvements where 
necessary. 
 

(6) There is an expectation that all employees will be committed to a programme of 
continuing professional development and be willing to learn new skills and keep 
abreast of new and improved methods of working, for the benefit of the people of 
Bodmin and the Town Council. 
 

  
 
 
 
 
CJR/BTC/Draft/11/19 
  



 

86 
 

Appendix J1 
 
 

Proposed Staff Tree – Central Governance 
 

 
 

 

  

RESPONSIBLE FINANCE 

OFFICER 

P/T – Scale 10 
 

OFFICE MANAGER  

(previously Executive 

Assistant) 

P/T - Scale 6 

ACCOUNTS 

TECHNICIANS 

(3 posts) 

P/T – Scale 3 

 

SENIOR ADMIN 

ASSISTANTS 

(2 posts) 

P/T – Scale 3 
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Appendix J2 
 
 

Proposed Staff Tree – Estates Services 
 

 

 
 
 

 

  

DEPUTY ESTATES 

MANAGER 

F/T - Scale 5 

PROJECTS 

ASSISTANT 

P/T – Scale 2 

 

SENIOR 

OPERATIVE 

F/T – Scale 3 

 

SENIOR 

OPERATIVE 

F/T – Scale 3 

 

ADMINISTRATION 

OFFICER 

(ESTATES) 

F/T – Scale 3 

 

PARKS 

OPERATIVES 

2 Posts 

F/T – Scale 2 

 

PARKS 

OPERATIVE 

F/T – Scale 2 

LITTER 

PICKER 

P/T Scale 1 

APPRENTICE 

F/T - NMW 

 

GARDENER 

F/T – Scale 3 

 

PROPERTY 

MAINTENANCE 

OPERATIVE 

F/T – Scale 3 

 

ESTATES MANAGER 

(previously Parks and Estates 

Manager) 

F/T – Scale 7 
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Appendix J3 
 
 

Proposed Staff Tree – Community Services 
 

 
 

 
 

 

  

COMMUNITY SERVICES 

MANAGER 

F/T – Scale 7 
 

CAR PARKS 

INSPECTOR 

P/T - Scale 1 

SENIOR 

INFORMATION 

OFFICER 

P/T – Scale 3 

 

COMMUNITY 

SERVICES OFFICER 

F/T – Scale 5 

 

INFORMATION 

ASSISTANTS 

2 P/T – Scale 2 

1 P/T Seasonal – Scale 2 

 

FACILITIES 

ADMINISTRATOR 

P/T – Scale 3 

 

CARETAKER 

F/T – Scale 2 

CARETAKER  

P/T – Scale 2 

CLEANER  

P/T – Scale 1 
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Appendix K 

Schedule of Proposed Staffing – Post Review (subject to Council ratification) 

No of 

Posts 

Job Title F/T 

or  

P/T 

Grade/ 

Scale 

Comments 

1 Town Clerk F/T LC4-  

 Governance    

1 RFO P/T  10 22 hrs p.w. 

1 Executive Assistant/Office 

Manager 

P/T  6 22 hrs p.w. New job 

title option. 

2 Senior Admin Assts P/T  3 2@22 hrs p.w. 

3 Accounts Technicians P/T 3 2@21 & 1@16 hrs 

p.w. 

 Estates    

1 Estates Manager F/T 7 New job title 

1 Deputy Estates Manager F/T 5 New job title 

1 Admin Officer (Estates) F/T 3 New post 

1 Projects Assistant P/T 2 20 hrs p.w. 

1 Maintenance Officer F/T 3  

2 Chargehand Operatives F/T 3 New upgraded posts 

1 Gardener F/T 3  

3 Operatives F/T 2  

1 Litter Picker P/T 1 16 hrs p.w. 

1 Apprentice Operative F/T App Year 1 – eight months 

only. 

 Community Services    

1 Community Services 

Manager 

F/T 7 New post. See note 1. 

1 Community Services 

Officer 

F/T 5 New post 

1 Facilities Administrator P/T 3 24 hrs p.w. 

1 Senior Information 

Assistant 

P/T 3 New upgraded post. 

See note 2. 

1 Information Assistants P/T 2 See note 2 for hours. 

1 Seasonal Information 

Assistant 

P/T 2 20.67 hrs p.w. 

1 Caretaker F/T 2  

1 Caretaker P/T 2 20 hrs p.w. 

1 Cleaner P/T 1 11.33 hrs p.w. 

1 Car Park Inspector P/T 1 16 hrs p.w. 

 
Notes:  
 
1 The Community Services post replaces the Deputy Chief Executive/Executive Officer post, 
which will be disestablished. 
2 The Senior Information Assistant will be appointed from one of the existing permanent posts. 
The hours worked will be as present, namely 34.58, 13.83 and 20.75 per week. 
3 Current posts to be disestablished are the Information Officer (27.67 hrs p.w) one Seasonal 
Information Assistant (15.50 hrs. p.w), the seasonal Court Usher (10.52 hrs p.w), and the f/t 
ParKs Apprentice Admin Assistant. 

 
 
CJR/11/19 

 


