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BIDEFORD TOWN COUNCIL 

 
 

 Town Hall 

Bideford 

Devon 

EX39 2HS 

 
            Telephone: 

          Bideford (01237) 428938 

 

Mr Paul Swan 

Town Clerk and Responsible Financial Officer 

 

 

Thursday 4 September 2025 

 

To:  Members of the Staffing, Finance & General Purposes Committee 

 

You are hereby summoned to attend a meeting of the Staffing, Finance & General Purposes 

Committee of the above-named Council to be held in the Council Chamber, Bideford, on Thursday 11 

September 2025 at 6.30 pm for the purpose of transacting the following business. 

 

In accordance with The Public Bodies (Admissions to Meetings) Act 1960 members of the public are 

welcome to attend. There is a legal right to film/record/photograph/report public meetings. 

 
 

R Coombes 

for Clerk to the Council 

 

AGENDA 

 

1.  To receive apologies and reasons for absence   

2.  To receive declarations of interest on items on the agenda and note any requests 

for dispensation received by the Clerk prior to the meeting. 

Encl.  

3.  Public participation session of 15 minutes duration on items on the agenda.   

4.  To approve the minutes of the meeting held on Thursday 31 July 2025 as a correct 

record. 

Encl.  

5.  Items brought forward by the Chairman.   

6.  Finance - To approve the payments listed. Encl.  

7.  To consider and resolve upon Ford Woods works. To follow.  

8.  Town Clerk replacement: 

a. To review the Job Description, Person Specification and advertising of 

the post. 

 

Encl. 

 

 

 



b. To consider the format of the interview, constitution of the Panel and 

arrangement of running psychometric, verbal and numerical reasoning 

tests. 

9.  To consider and review the South West Council’s Grievance Policy and make 

recommendation accordingly. 

Encl.  

10.  To receive an update on the Manor Court presentments. .  

11.  To consider and resolve the provision of a buffet following the Remembrance  

Sunday Parade and Church Service. 

 

  

12.  Town Rangers – To receive an update on the tasks undertaken by the Town Rangers. 

 

Encl.  

13.  PART II (Closed Session)   

14.  To resolve to exclude members of the public and the press to progress a matter of a 

confidential nature under the Public Bodies (Admissions to Meetings Act) 1960 and 

Local Government Act 1972, ss 100 and 102. 

  

15.  To consider the Market Project Management and resolve accordingly.    

16.  Staffing Matters.   

 

MEMBERS OF THE STAFFING, FINANCE & GENERAL PURPOSES COMMITTEE 

 

Councillors D Bushby, P Lawrence (Town Mayor), K Hind, D McGeough, S Inch, Mrs J Gubb, Mrs L 

Hellyer (Deputy Mayor), J Hellyer, J McKenzie. 

 

Date of Next Meeting: 23 October 2025 

 



 
 

 

 

 

 

 

 

 

 

 

 

 

DECLARATIONS OF INTEREST 
 

PLEASE READ THE ADVICE OVERLEAF, THEN COMPLETE IN BLOCK CAPITALS 

AND HAND TO THE CLERK AT THE COMMENCEMENT OF THE MEETING 
 

FULL NAME:  ……………………………………………………………………………… 

 

 

AGENDA.or 

MINUTE NO. 

PECUNIARY 

(please tick) 

NON-PECUNIARY 

(please tick) 

REASON FOR RECORDING INTERESTS 
(If sensitive - please note as such) 
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Declaration of Interests at meetings 

 

• Where a matter relates to an interest in list A, the member shall not participate in a 

discussion or vote on the matter. He /she only need declare it if it is not already noted on 

the register of interests. 

• Where the matter is in list A, but is a sensitive interest, the member shall not participate in a 

discussion or vote; the member shall disclose that there is an interest but not the nature of 

it. 

• Where a matter relates to an interest on list B the member shall not vote and may only 

speak as a member of the public. 

• A member only has to declare an interest in list B if it is not already on the register of 

interests. 

• If the interest is in list B and is sensitive in nature and not already registered then the 

member shall disclose the interest but not the nature of it. 

• Where a matter relates to the financial interest of a friend, relative or close associate (other 

than in list A) the member shall disclose the interest and not vote. He or she may speak but 

only as a member of the public. 

 

List A: 

 

1 Employment, office, trade or vocation – carried on for profit by member or spouse or civil 

partner. 

2 Sponsorship – any payments for the previous12 months, other than by the Council, to assist 

in Council duties 

3 Contracts – any current contracts between the Council and the member or his/ her spouse or 

civil partner or a company the member is a director or partner of. 

4. Land – any beneficial interest in land within the area of the Council by member, spouse or 

civil partner. 

5 Licenses - any license, alone or with others, by spouse, civil partner or member to occupy 

land in area of Council. 

6 Corporate Tenancies - any tenancy where the Council is the landlord and the member, 

spouse or civil partner has a beneficial interest in the tenant. 

7. Securities – a beneficial interest is held in a body that has land or business in the area of the 

Council by the member, spouse or civil partner that either exceeds £25,000 or the total share 

capital is in excess of one hundredth of the of the total shares issued. 

 

List B: 

 

Any interests which relate to or is likely to affect: 

1. Any body where the member has general control or management and was appointed by the 

Council. 

 

2. Any body that the member is in a position of control or management and either: 

(a) exercises functions of a public nature; 

(b) is for charitable purposes; or 

(c) has the purpose of influencing public opinion or policy (including political parties and 

trade unions) 

 

3. Any gifts or hospitality that the member has received by virtue of his or her office in excess 

of £50. 

 

 

 

Further details can be found in the Bideford Town Council Code of Conduct 

 adopted 21.06.2012 
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BIDEFORD TOWN COUNCIL 

 

Minutes of the Staffing, Finance & General Purposes Committee 

 

held in the Town Hall on 

 

Thursday 31 July 2025 at 6.30 pm 

 

 

 

PRESENT: North Ward: Councillor D McGeough 

Councillor D Bushby (Chairman) 

 

 South Ward Councillor P J Lawrence 

 

 East Ward: Councillor Mr J Hellyer 

Councillor Mrs L Hellyer 

Councillor J McKenzie 

Councillor J Gubb (Deputy Chairman) 

 

 

 

West Ward Councillor T Inch (Substitute) 

Councillor C Hawkins (Substitute) 

 

 

IN ATTENDANCE: Mr P Swan (Town Clerk) 

 

16 DEFERRAL OF ITEM 10 TO PART II 

 

Councillor Lawrence requested the deferral of Item 10 to Part II which was accepted by the 

chair. 

 

17 APOLOGIES FOR ABSENCE 

 

Members noted the apologies received and reasons for absence from: 

 

Councillor K Hind 

Councillor S Inch 

   

No apologies and reasons for absence were received from: 
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18 DECLARATIONS OF INTEREST AND ANY REQUESTS FOR DISPENSATION 

ON ITEMS ON THE AGENDA 

 

None. 

 

19.  PUBLIC PARTICIPATION SESSION OF 15 MINUTES DURATION 

 

There were no public participation. 
 

20.  MINUTES 

 

Proposed by Councillor J Hellyer and seconded by Councillor Mrs L Hellyer                              

, the Minutes of the  Meeting held on 19th June 2025 were approved and signed as a correct 

record. 

 

(Vote – For: 7, Against: 0, Abstention: 2)  

 

21.  CHAIRMAN’S ITEMS 

 

None. 

 
 

22.  ACCOUNTS 

 

Councillor Mrs J Gubb announced her omission to declare a pecuniary interest in item 6a. 

(related to “Seasonal Worker”). 

 

Councillor T Inch challenged to payment to Acorn recruitment which the Clerk explained 

was for the seasonal worker. He also enquired about item 15 to officer Coombes for which 

the Clerk explained this was a reimbursement for the catering at the Regatta which would 

be finally paid for from the Mayor’s allowance. 

 

Councillor T Inch then reiterated as to why we still paid TDC for items 26 & 27 for the 

office space, the former Town Clerk hand moved the office upstairs at a cost of over £7k 

per annum and they had far too much space for the size of the team when they could occupy 

the smaller offices below for free. 

 

Councillor Bushby agreed it was an issue that needed to be addressed but the better time 

would be to place it on the agenda prior to reoccupation of the building once roofing project 

had been completed. 

 

Councillor J Hellyer questioned why offices were needed as the Town Clerk and the 

Deputy Town Clerk take it in turns to work from home. The Town Clerk refuted this claim 

as a lie and not based on fact, the actual working form is recorded as factual data and few 

and far between. 

 

Payment List - It was proposed by Councillor Bushby and seconded by Councillor Mc 

Kenzie, and 

 

 

RESOLVED:  That the lists of payments for 31 July 2025 be approved. 
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(Vote – For: 8, Against: 0, Abstention: 1) 

 

 

 

23.  LONG BRIDGE INSPECTION CAGE 

 

Members reviewed to information and update from the Town Clerk. 

 

- It was proposed by Councillor Bushby and seconded by Councillor J Hellyer, and 

 

RESOLVED:  That the revised quotation for the inspection cage be approved for 

£11,850. 

 

(Vote – For: 8, Against: 0, Abstention: 1) 

 

24.  RISK REGISTER 

 

Councillors reviewed the current risk register and policy. 

 

Councillor J Mc Kenzie commented on the good job done and professional view of the 

revised policy. 

 

- It was proposed by Councillor Mc Kenzie and seconded by Councillor J Hellyer, and 

 

RESOLVED:  To adopt the risk register and policy. 

 

(Vote – For: 9, Against: 0, Abstention: 0)  

 

 

25.  FORD WOODS 

 

Members received an update on the trees adjacent to properties in Ford Woods from the 

Mayor. 

 

The Town Clerk advised he was trying to develop a new Ford Wood group with one of 

many aims being the creation of a 10 year management plan for the wood. This wood 

address issues like this as it would demonstrate if we had an issue and what we are doing 

about it to avoid the potential of trees being unnecessarily cut down. 

 

Councillor Lawrence advised he still wanted to request a quote to placate a resident who 

was concerned about the oak tree adjacent to his property to get it cut back. 

 

A decision was deferred until a cost could be obtained. 

 

26.  MARKET PROJECT MANAGER 

 

Deferred to Part II 
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27.  MANOR COURT PRESENTMENTS 

 

Members received an update on the presentments. Detail all but two had been completed, of 

those one will be complete 13/9 and the re other is WIP due to the Town Hall Move. 

 

Councillor Bushby said he would enquire with TDC why the water fountain in Victoria 

Park had rejected by them. 

 

28.  TWIN AXLE TRAILER 

 

Members reviewed the three quotes presented. 

 

Councillor Bushby requested we approach the loacal supplier Winston-Pincombe in 

Chumleigh for a quote. 

 

- It was proposed by Councillor Bushby and seconded by Councillor T Inch, and 

 

RESOLVED:  Funding for the twin axle trailer be approved up to £5.5k from the 

cheaper of either the Batesman or Winston-Pincombe suppllier                                              

 

(Vote – For: 9, Against: 0, Abstention: 0) 

 

29.  TOWN RANGERS TASKS UPDATE. 

 

Members received an update on the tasks undertaken by the Town Rangers 

 

Members passed on thanks to the team for their continued hard work. 
 

30.  PART II (Closed Session) 

 

Council are excluding members of the public and the press to progress a matter of a 

confidential nature under the Public Bodies (Admissions to Meetings Act) 1960 and 

Local Government Act 1972, ss 100 and 102 

 

To consider and resolve upon for agenda items 116/117 

 

Proposed by Councillor Lawrence, seconded by Councillor Mc Kenzie and 

 

RESOLVED:  To exclude members of the public and the press to progress a matter of 

a confidential nature under the Public Bodies (Admissions to Meetings Act) 1960 and 

Local Government Act 1972, ss 100 and 102 

 

(Vote – For: 9, Against: 0)  

 

31.  MARKET PROJECT MANAGEMENT 

 

The funding for the project management of the Pannier Market was discussed. 

 

Councillor Lawrence indicated he was in discussion with the architects regarding obtaining 

a quote for the work. It was proposed and seconded and passed unanimously that a decision 

on funding be delayed until this quote was obtained.  
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32.  STAFFING LEGAL ISSUES 

 

Councillor Lawrence also presented a letter received concerning a staffing issue. After 

discussion it was proposed, seconded and passed unanimously That Councillor Lawrence 

seek legal advice regarding this matter. 

 

 

The Chairman thanked the members for their attendance and the meeting concluded at 19:28. 

 

 
 

Signature of Town Mayor:  ………………………………….  Date:  ……………………........ 

 

 

Signature of Chairman:  …………………………………….  Date:  ……………………….... 
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BIDEFORD TOWN COUNCIL -  SF&GP Meeting - 11 September 2025

PV (All)

Date Invoice (All)

Row Date Entered Description Extended Description Net VAT Gross

1 1 18/08/2025 Andrew Symons Ltd Mower Repair 127.10 25.42 152.52

2 CMC Productions PA Bideford Fair 300.00 300.00

3 DVLA Tax-WJ66 YBR 347.50 347.50

4 Acorn Recruitment Ltd Temp Head 381.48 76.30 457.78

5 D S Electrical Festoon Lighting repair 1,885.90 377.18 2,263.08

6 Amazon EU S.A.R.L. UK Branch Stationery 17.31 3.46 20.77

7 Emcompass Security Solutions Limited Tricks 41.65 8.33 49.98

8 Royal British Legion Trading Ltd Wreaths 118.75 23.75 142.50

9 Peninsula Business Services Limited HR/H&S/EAP 344.97 65.15 410.12

10 EDF Energy Quay Lighting 641.57 128.05 769.62

11 Medicare Southwest Medical Team Bideford Fair 330.00 0.00 330.00

12 21/08/2025 Amazon EU S.A.R.L. UK Branch Chudleigh Fort Picnic 2.50 0.50 3.00

13 22/08/2025 EDF Bridge Lights 22.91 1.15 24.06

14 Electricity Quay Lights 23.15 1.16 24.31

15 Staff salaries inc Pension SALARY 32,244.11 0.00 32,244.11

16 Torridge District Council Town Ranger Depot Rates 1,606.00 1,606.00

17 Acorn Recruitment Ltd Temp Head 381.48 76.30 457.78

18 E-On Next Energy Limited Town Ranger Depot Elec. 48.75 2.44 51.19

19 Parish and Town Auditing Services External Audit 325.00 325.00

20 27/08/2025 Clarity Copiers Copier Charges 53.45 10.69 64.14

21 29/08/2025 Bideford Twinning Association Ferry Tickets 104.00 104.00

22 G J Heaman WJ66 YBR 237.01 47.40 284.41

23 Focus Group TR Depot / Townhall Broadband 139.01 27.80 166.81

24 Peter Lawrence Twinning Expenses 110.00 110.00

25 Richard Coombes Twinning Picture 115.00 115.00

26 South West Event Management Solutions CIC Fair 25 3,139.59 3,139.59

27 31/08/2025 RGB Maintenance Items March 55.45 11.09 66.54

28 Tamar Trading Maintenance Items March 199.15 39.82 238.97

29 Bowdens Cleaning Services Limited Cleaning March 69.33 13.87 83.20

30 Lineal Software Solutions Ltd IT Support Items March 171.06 34.21 205.27

31 Grand Total 43,583.18 974.07 44,557.25

Bank Balances at 04/09/2025   - Current Account                        7,814.30£     

Bank Balances at 04/09/2025   - Deposit Account                        70,000.00£   

Bank Balances at 04/09/2025   - 95 Day Account 333,989.03£ 
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BIDEFORD TOWN COUNCIL 

 

Job Description 

 

Designation: Town Clerk and Responsible Financial Officer 

 

Hours: 37 Hours per week 

 

Location: Bideford Town Hall 

 

Job Purpose: To ensure that the legal, statutory, financial and other 

provisions governing or affecting the operation of Bideford 

Town Council are observed and that the policies, procedures 

and services adopted/undertaken by the Council are informed 

by all relevant information/documentation, implemented in 

accordance with instructions and kept under continuous review 

in respect of their effectiveness and efficiency. 

 

Responsible to: The Town Council 

 

Responsible for: Deputy Town Clerk  

 Administrative Assistant 

 Town Rangers 

  

 

Key Duties: To carry out all the functions required by law of a local 

authorities Proper Officer and to issue all statutory 

notifications. 

 

 To be responsible for ensuring that the lawful instructions of 

the Council in connection with its function as a local authority 

are carried out and that all policies, procedures and decisions 

relating to service delivery are implemented constructively. 

 

 To advise the Council on, and actively assist in, the 

formulation of policies and procedures and to analyse and 

produce all the information required in respect of matters of 

interest to the Town Council and/or developments affecting the 

local community so as to enable elected members to make 

effective decisions. 

 

 To monitor the operation and impact of Council policy and 

decisions to ensure that they are achieving the desired result, 

advising the Council where appropriate of any 

recommendations for modification/further action.  

 

 To be the Council’s Responsible Financial Officer, managing 

Council finances, VAT returns, the preparation and monitoring 

of its budget and that of the Pannier Market, ensuring 

compliance with insurance requirement, audit and accounting 

regulations. 

Agenda Item 8a



 

 To act as the official representative of the Council as required, 

liaising and building effective relationships with the public, 

other organisations and the press as appropriate. 

 

 To prepare, in consultation with appropriate members, 

agendas’ for meetings of the Council, it’s committees, working 

parties or other groups, to attend such meetings and prepare 

minutes for approval. 

 

 To receive correspondence and documents on behalf of the 

Council and to prepare correspondence on the instruction, or 

known policy of, the Council. 

 

 To manage the projects undertaken by the Town Council 

whilst ensuring all aspects of legal compliancy and best value. 

 

 To supervise and monitor the work of the staff of the Town 

Council, ensuring that the Council’s responsibilities as an 

employer are met, undertaking all related personnel activities 

including those associated with appointment, induction, 

management of performance, conditions of service, training 

and health and safety. 

 

 To oversee the organisation and the conduct of civic 

ceremonies and services. 

 

Skills, Knowledge and Experience 

 

• Minimum induction on job:  3 months  

• Experience of staff supervision and personnel 

 procedures 

• A strong understanding of administrative processes and 

systems necessary to fulfil legal requirements. 

• Experience of managing budget/expenditure  and of 

accounting procedures. 

• Excellent communication skills both written  and verbal. 

• Ability to manage own time and workload. 

• Experience of working with the general public. 

Complexity and Creativity 

 

• Creativity and innovation are essential to the job and 

need to be regularly exercised within general guidelines. 

• Responsible for producing reports and 

 management information to include complex 

 financial information. 

• Responsible for monitoring and reviewing working 

practices, policies and procedures. 

• Required to build effective relationships with key 

stakeholders. 



 

Judgement and Decisions 

 

• Required to exercise discretion and judgement in a range 

of areas which lead to the setting or  working standards and/or 

decisions leading to changes in important procedures or service 

practice. 

Contacts 

 

• Members of the Town Council 

• Members and staff of other local authorities, 

 statutory and voluntary organisations 

• Suppliers and contractors 

• Chamber of Commerce 

• National Association of Local Council’s 

• Devon Association of Parish Council’s 

• Society of Local Council Clerks 

• Deputy Town Clerk 

• Administrative Assistant 

• Market Caretaker/Cleaner 

• Representatives of local Press/Media 

 organisations 

• Members of the public 

 

Contact required in respect of service delivery issues some of which are likely to be 

contentious or complex requiring support, tact, persuasion and sensitivity within the 

framework of operation guidelines. 

 

Resources 

 

• Responsible for the accurate handling of and security of large sums of cash and 

cheques or other financial resources. 

 

General 

• To work within Health and Safety guidelines in accordance with the Health and Safety 

at Work Act. 

• To work flexible hours to meet the needs of the Service undertaking work at weekends 

and outside of normal office hours as required. 

• To support the Council’s commitment to equality of opportunity/diversity at all times. 

• To undertake all training and development initiatives as required. 

 

 

This job description is a reflection of the present position and is subject to review and 

alteration in detail and emphasis in the light of future changes or developments. 



 

 
 

 

BIDEFORD TOWN COUNCIL 

 

PERSON SPECIFICATION 

TOWN CLERK AND RESPONSIBLE FINANCIAL OFFICER 

 

Competency  Minimum Level Required Level Desired  

 

1 Qualifications Complete the Certificate in Local 

Council Administration within 2 

years of taking up appointment 

Certificate in Local Council 

Administration 

2 Experience/knowledge 

of Local Government 

Understanding or local authority 

administration and the powers 

available to Town and Parish 

Councils 

Previous experience of advising 

local authority committee/council 

meetings and elected members. 

Preparation of agenda and 

minutes. 

3 Administration and  

Organisational Skills 

Evidence of previous experience/ 

success 

Experience of establishing/ 

managing new organisational 

structures 

4 Communications Good oral, written and reporting 

skills and inter-personal skills 

Evidence of practical application 

of these skills 

5 Organisational 

Leadership 

Experience of management with 

ability to lead, direct and advise 

Evidence of previous good 

relationships with colleagues and 

the public 

6 Sensitivity Need to relate to and gain 

confidence of elected members, 

local community representatives 

and outside organisations 

Evidence of ability to build and 

maintain effective relationships 

7 Financial 

Management 

Evidence of strong financial 

management.  Understanding of 

budget analysis and process 

Evidence of previous experience 

required 

8 Service Management Evidence of substantial 

achievement 

Evidence of innovation/service 

improvement through personal 

action/initiatives 

9 Policy and Strategic 

Management 

Ability to advise on policy issues 

and to contribute to strategic 

objectives 

Evidence of experience in policy 

and strategy advice/information 

10 Performance 

Management 

Ability to develop performance 

management and appraisal 

systems for all staff 

Evidence of successful 

application of quality and 

performance systems 

 

11. Health & Safety 

 

Ability to advise on health and 

safety issues and prepare Risk 

Assessments 

Evidence of experience 



12 Flexibility and 

Responsiveness 

Attendance at regular evening 

meetings and to be available for 

occasional weekend 

commitments 

Evidence of adaptability 

 



 

 

 

 

 

 

 

 

 

 

 

BIDEFORD TOWN COUNCIL 

 

TOWN CLERK AND RESPONSIBLE FINANCIAL OFFICER 

 

SALARY SCALE (SCP 43 – 47 £54,495 - £59,992) 

 

 

Applications are invited for the challenging full time post of Town Clerk and 

Responsible Financial Officer which will become available following the retirement 

of the current incumbent on xxxx. 

 

The Council is looking for a motivated and proactive person to take the Council 

forward to meet the challenges and opportunities that are available to the Local 

Council sector. 

 

You will need commitment and vision, together with sound administrative, financial 

and business management skills with the ability to provide objective and impartial 

advice to Members.  You will have self-motivation, be a lateral and forward looking 

thinker together with an ability to forge strong partnerships with other organisations 

and the local community. 

 

Closing date for receipt of applications:  xxxx  (Please mark your envelopes 

CONFIDENTIAL) 

 

If you have not received notification to attend for an interview by xxxx then your 

application has been unsuccessful.  

 

Interviews to be conducted:  xxxx 

 

If you have the relevant skills and experience to meet the challenges ahead, please 

apply for an application pack to the Town Clerk, Bideford Town Council, Town Hall, 

Bridge Street, Bideford EX39 2HS.  By e-mail at townclerk@bideford-tc.gov.uk or 

Telephone 01237 428938 

 

mailto:townclerk@bideford-tc.gov.uk
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[Logo] 

Grievance Policy 
 

[Authority Name] 

 

1. Policy Statement 
 
The Council recognises that individual employees or groups of employees may, from time to 
time, feel they have been treated unfairly and wish to raise a concern about an aspect of 
their employment.  The Council accepts that each employee has the right to raise a 
grievance and to expect that management will consider it and respond. 
 
The purpose of the accompanying procedure is to provide a framework for dealing promptly 
and fairly with such grievances.  The aim is to encourage communication between 
employees and managers to ensure that problems arising during the course of employment 
can be expressed and resolved at the earliest opportunity and minimise the need for 
escalation to formal stages of this process. 
 
Matters appropriately dealt with under the Council’s grievance procedure include all 
questions relating to the individual rights of employees in respect of their employment other 
than: 
 

• Matters that have already been considered in accordance with this procedure; 

• Matters arising from a disciplinary or capability process in which the employee is already 
involved and where there is an appeals procedure in place; 

• Matters in respect of issues over which the Council has no control. e.g. external 
legislation; 

• Matters that are already the subject of a collective grievance or dispute; and 

• Matters relating to Councillors who have allegedly breached the Council’s Code of 
Conduct. (See section 2 for further information regarding how these matters should be 
addressed). 

 
The timescales shown in the following procedure may be altered by mutual agreement. 
  
This policy and the following procedure will be the subject of periodic review.  Responsibility 
for conducting this review will rest with the Town/Parish Clerk. 
 

2. Grievances Relating to Breaches of the Council’s Code of Conduct by 
Councillors 

 
A grievance or complaint which relates to a breach of the Council’s Code of Conduct by one 
or more Councillors of [name of Town/Parish Council] can initially be addressed informally 
as described in 3.2. below.  However, if this is not possible/successful then a complaint 
should be made to the [designated contact e.g. the Monitoring Officer] at [name of principal 
authority] rather than being addressed via the formal stages of this Grievance Procedure. As 
a matter of courtesy the [Town/Parish] Clerk and the [Mayor/Leader] of the Council should 
be informed if the matter has been raised with the [designated contact at the principal 
authority (as above)]. 
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Where only part of a grievance or complaint relates to a Code of Conduct complaint, 
consideration should be given to which part(s) can be addressed under the Council’s 
Grievance Procedure and which must be referred to the [designated contact (as above)]. 
 
A copy of the Councillor Code of Conduct may be accessed [on the Town/Parish Council’s 
website or other location]. 
 
  

3. Procedural Guidelines 
 

3.1. General Principles 
 
The grievance procedure should not be used as a substitute for constructive dialogue 
between employees or difficult conversations between employees and managers.  
 
Grievances will be handled as quickly and fairly as possible.  
 
Throughout any investigation that takes place, the Town/Parish Clerk or other nominated 
point of contact will ensure that any employees affected by this process are informed of likely 
timescales.  
 
All employees involved in a grievance process should respect confidentiality and the privacy 
of others at all times. Confidentiality breaches may result in disciplinary action being taken. 
  
The Council will take all grievances seriously.  However, where there is evidence to suggest 
that a grievance has been raised in bad faith and/or is malicious or vexatious this may be 
addressed as a disciplinary matter.  
 
Where an employee raises a grievance during a disciplinary process the disciplinary process 
may be temporarily suspended in order to deal with the grievance. Where the grievance and 
disciplinary cases are related it may be appropriate to deal with both issues concurrently. 
 
Employees may wish to seek the advice of a trade union representative or work colleague 
when considering raising a grievance or when doing so. 
 

3.2. Informal Resolution 
 
In many cases the most effective way to resolve a grievance is to do so quickly and 
informally.  Employees are encouraged to try to do this wherever possible. 
 
Grievances should be raised informally as soon as possible and, other than in exceptional 
circumstances, within twenty working days of the incident or event.  However it is recognised 
that in some cases a recent grievance can include a series of directly related incidents which 
have had a cumulative effect and have happened over a longer time period. 
 
Options include: 
 

• The employee can discuss their grievance with the person/people who are the subject of 
those concerns in order to resolve the situation. 

• The employee can have an informal discussion with their line manager to explain their 
grievance and ask them to assist in resolving it. 
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• The employee can have an informal discussion with the Town/Parish Clerk to explain 
their grievance and ask them to assist in resolving it. 

• In a situation where the grievance relates to the Town/Parish Clerk, the employee can 
have an informal discussion with the Chair of the Personnel Committee to explain their 
grievance and ask them to assist in resolving it. 

• Mediation (see below). 
 
Where the employee approaches their line manager, the Town/Parish Clerk  or the Chair of 
the Personnel Committee for assistance, those individuals should consider and seek to 
resolve the grievance within ten working days. Whether or not informal resolution proves 
possible, the employee should in every case be given relevant feedback.  
 

3.3. Mediation 
 
Workplace mediation is a voluntary and confidential process that can be used to attempt to 
resolve workplace conflict. 
 
This option is available to the Town/Parish Council as a means to resolve the grievance 
informally, although mediation may also be used at any stage of the grievance process. 
 
During mediation a trained, impartial mediator works with the parties to try to: 

• clarify each person’s concerns, perspectives and desired outcomes;  

• support them to express this to the other party/parties in a safe and controlled 
environment;  

• facilitate further discussion to explore the issues and reach a shared understanding;  

• reach agreement about how things will work in future to resolve their differences and 
avoid future conflict. 

 

3.4. Formal Resolution 
 
If the aggrieved employee is not satisfied with the result of the informal process, they can 
take the matter up with the Town/Parish Clerk in writing, stating the nature of the grievance.  
This should be done within ten working days of receiving feedback on the informal process. 
 
3.4.1 Review of grievance 
 
Upon review of the formal written grievance submission, the Town/Parish Clerk will decide 
whether further investigation is needed or whether the grievance can proceed straight to a 
meeting. 
 
Should the Town/Parish Clerk be unable to investigate or respond to a grievance, e.g. 
because they have been named as a witness, then the grievance should be sent to the Chair 
of the Personnel Committee as in Section 5 below. 
 
3.4.2 Investigation 
 
If it is decided that an investigation is needed, then the Town/Parish Clerk will appoint an 
appropriate investigator. This may be the Town/Parish Clerk, another manager or someone 
external to the Town/Parish Council. 
 
The investigation may involve interviewing other parties. All evidence collected during the 
investigation may be collated into a report, which would then be presented at the meeting. 
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The investigation will be concluded as soon as reasonably practicable. 
 
3.4.3 The Grievance Meeting 
 
The Town/Parish Clerk will arrange a meeting with the employee to discuss the grievance as 
soon as possible and normally within five working days of receiving the formal written 
grievance. If this is not possible, for example because an investigation is being carried out, 
the employee should be informed of the reason for any delay. 
 
It is not expected that other parties, such as those named within the grievance, would attend 
the meeting.  However, if it is determined by the Town/Parish Clerk that their contributions 
would facilitate consideration of the grievance, they will be asked to make themselves 
available in order to respond to any matters raised by the aggrieved employee during the 
course of the meeting. 
 
When an investigation has not been carried out in advance it is still possible that, during the 
meeting, the Town/Parish Clerk may decide that it is necessary to adjourn 
the grievance meeting to conduct an investigation.  This would be undertaken as set out in 
3.4.2 above.  
 
When an investigation has been carried out in advance, it is still possible that the 
Town/Parish Clerk may decide during the meeting that further investigation is needed.  The 
meeting would be adjourned to enable this to be undertaken, usually by the original 
investigator.   
 
In either of these situations where the meeting has been adjourned to enable investigation, 
once this has been completed the Town/Parish Clerk will decide whether to: 

• reconvene the meeting to confirm the outcome and follow up in writing as set out below 
or  

• confirm the outcome in writing as set out below without reconvening the meeting. 
 
3.4.3 The Outcome 
 
A formal written response to the grievance should be issued within 5 working days of either 
the initial or the reconvened grievance meeting taking place or following the conclusion of an 
investigation, as appropriate. 
 

4. Appeal 
  
If the employee is still aggrieved, there is a right of appeal to a panel of members of the 
Personnel Committee.  The appeal should be submitted in writing within ten working days of 
receipt of the formal written response issued by the Town/Parish Clerk.  The Appeal Panel 
shall consider the appeal within twenty working days of receipt of the written appeal. 
 
There is no further right of appeal. 
 

5. Grievances Relating to the Town/Parish Clerk 
 
If the grievance relates directly to the action or omission of the Town/Parish Clerk, the 
grievance should be submitted in writing directly to the [insert as appropriate e.g. Chair of 
the Personnel Committee or the Mayor or the Chair of the Council] who will oversee the 
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investigation process and respond to the grievance as outlined above. This will also be the 
case if the Clerk is unable to investigate or respond to a grievance, e.g. because they have 
been named as a witness. 
 
If the grievance is being raised by the Town/Parish Clerk the grievance should be submitted 
in writing to the [insert as appropriate e.g. Chair of the Personnel Committee or the Mayor or 
the Chair of the Council] as above.     
 

6. Representation 
 
An individual raising a formal grievance may be accompanied throughout the formal stages 
of the process by a trade union representative or work colleague of their choice.  

 



 
 
 

Grievance procedure flow chart 
 

If the grievance relates to the Town/Parish Clerk, See Section 5 
 

INFORMAL RESOLUTION 

 

The aggrieved employee should try to resolve the issue 
 directly with the individual(s) concerned 

 

Where unsuccessful or unable to do this, the aggrieved employee should raise 
 the matter informally with their line manager or the Town/Parish Clerk 

  

 

The Line Manager or Town/Parish Clerk meets with the aggrieved  
employee to consider and seek to resolve the grievance. 

 

Where appropriate, mediation may be considered. 

 

The Line Manager or Town/Parish Clerk confirms the outcome of  
the informal process and, if appropriate, any action taken. 

  

 

FORMAL RESOLUTION 
 

If the aggrieved employee is not satisfied with the result of the informal process,  
they can take the matter up with the Town/Parish Clerk, in writing.  

 

Upon review of the written grievance submission, the Town/Parish Clerk will conclude  
whether investigation is needed or the grievance can proceed straight to a meeting. 

 

NO INVESTIGATION REQUIRED  INVESTIGATION REQUIRED 

   

Grievance meeting is convened  Investigation is carried out 

   

If it is determined at the meeting that an 
investigation is in fact required, the meeting will 

be adjourned to allow this to happen.  Once 
completed, the meeting will be reconvened if 

appropriate/necessary, or the response given in 
writing. 

 Grievance meeting is convened 

  

 

If it is determined at the meeting that any 
further investigation is required, the meeting 

will be adjourned to allow this to happen.  
Once completed, the meeting will be 

reconvened if appropriate/necessary, or the 
response given in writing. 

   

Formal written response is issued  Formal written response is issued 

 

APPEAL 

 

If the employee is still aggrieved, they can appeal to a panel  
of members of the Personnel Committee/relevant committee.   

 

The Appeal Panel shall arrange for a meeting to consider the appeal.  

 

A formal written response to the appeal is issued. 

 

There is no further right of appeal. 

 



Number Week Number Work LOCATION Sum of COMPLETED HOURS
1 30 weekly checks Rangers depot 1
2 Open/close Pannier Market. Pannier Market 1
3 P C work Rangers depot 1.5
4 Summer seasonal watering Bideford area 10.5
5 Bideford Quay 7.5
6 Open/close Pannier Market, Middle door only Pannier Market 0.5
7 weekly checks/ cleaning Pannier Market 2.5
8 weekly checks, visual inspection of hanging baskets Bideford area 2.5
9 Paper work to Town Hall Town hall  New road, & surrounding area 1

10 Finish off stem removal from crocus bulbs Rangers depot 3
11 replace warning sign after damage to existing sign. Ford Rock 1
12 Removal of over hanging foilage (Rectory wall.requested by the MAYOR) Top of High Street 2.5
13 Meeting with Richard. Town hall. 1
14 Escort the  Mayor too  2, Virginia close to liaise with Mr&Mrs Vincent regarding a oak tree in ford woods which over hangs the Property Ford woods/Virginia close 1
15 Trip to Merry Harriers to pick up tools & conectors for irrigation system in Allhalland Street Bucks X 1.5
16 Hanging of two new Hanging Baskets Allhalland Street 1.5
17 Weed removal with new Machine top of Hih street, Honestone street. Finish off removing over Hanging foilage Rectory wall. Bideford area 7.5
18 Jordon Chapter 8 training C T A center Yarnscombe 7.5
19  Revamp of the Hand under the tree (By Charles Kingsley) including to coats of Linseed oil.  Kingsley road 6.5
20 Weed removal Pitt Lane. Then deployed to Lane between North View Ave-Middleton road due to flooding.(Member of public phoned into office) Bideford area 7.5
21 Liaise with tree surgeon in Rowe Close then look at Oak tree behind 2, Virginia close Bideford area 2
22 Open Pannier market Bideford area 0.5
23 Assisting seasonnal worker with deheading planters Bideford Quay 3.5
24 Close Pannier Market/Clean toilets Pannier Market 1
25 Weed removal with Machine ( both sides ) Pitt Lane 11
26 Picking up equipment & metting with P S. Bideford area, Town Hall 2.5
27 Weeding around War Memorial flower beds Chudleigh Fort 4
28 Weeding bottom of  trees along Bideford quay Bideford Quay 3.5
29 watering plants Rangers depot 1
30 Open/Close Pannier Market, Clean toilets, sweep Butchers Row Steps. Pannier Market 2.5
31 Replanting of certain tiers on planters/weeding. Bideford Quay 3.5
32 Clearing out Cattle Market bay after T D C MOANED, moving all green waste  to Rangers depot Cattle Market/Rangers depot 7
33 Staff training on Brush cutter / lawn mover. Ford Rock 3
34 Chippening all green waste from Cattle market Rangers depot 4
35 Cleaning of Welfare room/toilet Rangers depot 1
36 31 (blank) (blank)
37 weekly checks Bideford area 3
38 Summer seasonal watering Bideford area 12
39 Bideford Quay 6.5
40 open/close Pannier Market, Pannier Market 1
41 weekly checks Rangers depot,Pannier Market Rangers depot, Pannier Market 3
42 Grass cutting Clovelly road Bideford area 3
43 Weeding of Hanging baskets Mill street 1.5
44 Paperwork to office & remove Picture frames from Town Hall Town Hall/Rangers depot 1.5
45 Grass cutting Clovelly road, Morton Park, Oaklands, Cidar way, Morton Ave, Laura Ave, Acicia close, Abbotsham road, Londonderry est, North down road, East view close, Hawthorne park. Bideford area 7.5
46 Meeting Town Hall, Including H & S report from Penninsula Town hall. 2
47 Collect litter rings from T D C Westward Ho! Torridge area 1
48 Meeting Little America with Mark Barry DCC for Torridge west Little America 1
49 Started Paperwork for H&S rport (office) Rangers depot 2.5
50 Tool Box Talk on Personnel  Lone working Rangers depot 1
51 Grass cutting top of Hamilton close, Bowden Green, Little America, Ford Rise, Deonshire Park. Bideford area 6.5
52 Admin work Rangers depot 6.5
53 Weed removal with new Machine. Honestone street, Silver Street, Buttgarden Street. Open/close, Clean Toilets, Pannier Market Bideford area 6.5
54 Grass cutting Alverdiscott rd, gammaton road,Broadlands.front of Victoria pk, Charles Kingsley, Port Memorial. Bideford area 7.5
55 Weed removal area between silver street-Buttgarden st,Buttgarden street.Open/close middle door Pannier Market Bideford area 7.5
56 Admin work. (H&S) Rangers depot 7.5
57 Open/Close Pannier Market, Clean toilets, Pickup tables, chairs, weed Machine Pannier Market 2
58 Wash & clean Dias,Gazeboo, all Vehicles inside/ out sort out everything for Bideford fair Rangers depot 7
59                                       As above Rangers depot 7.5
60 Setting up Bideford fair/ dismantling & escorting Civic party to Victoria Park. Victoria park 4
61                                                      As Above Victoria park 6
62 32 (blank) (blank)
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63 32 Summer seasonal watering Bideford area 14.5
64 Bideford Quay 7.5
65 open/close Pannier Market, Pannier Market 1
66 Admin work. (H&S) Rangers depot 11
67 Weekly,Monthly,Quarterly cheeks. Bideford area,Rangers depot,Pannier Market. 5
68 Meeting with P S, Peninsula H&S executive Town hall, Pannier Market. 2.5
69 Sorting out all equipment from weekend. Rangers depot 2.5
70 Clearing weeds/foilage from Bridges outside filo Pub,Meddon street. Clovelly road,Meddon street. 6.5
71 Rectify water leak on hanging basket system Copper street. 1
72 Deliver ladder to Pannier Market pick up Rangers trailor from E T W, Open/Close Pannier Market Bideford area 2
73 Grass cutting E T W. East the water 7.5
74 Weed removal Torrington lane East the water 13
75 Over hanging hedge encroaching onto paviment Manteo way 7.5
76 Meeting with Richard / Sorting out problems within the Pannier Market complex Town hall/Pannier Market 4
77 Grass cutting end of Chanters road,Kingsley road, High view,Capern road, Bideford area 5.5
78 cleaning welfare room,toilet Ranger depot, Cleaning toilets,closing Pannier Market. Rangers depot,Pannier Market 1.5
79 Open Pannier Market, collect materials,pick Hi Viz polo shirts, Admin Bideford area/Pannier Market 5.5
80 woodchip cuttings  from Manteo way. Rangers depot 1.5
81 33 weekly checks Rangers depot 1
82 Hedge trimming Manteo way 7.5
83 Summer seasonal watering Bideford area 7
84 Bideford Quay 7.5
85 Maintenance on weed Machine Rangers depot 1.5
86 Meeting with Richard. Town hall. 1
87 Open Pannier market Pannier Market 0.5
88 Admin work. (H&S) Rangers depot 2.5
89 Weed removal Torrington lane E T W 6
90 Weekly checks including hanging Baskets Bideford area 3
91 weekly checks, clean up after flower show, Also stayed on site with Encompass to complete fire/security test Bideford Pannier Market 4
92 Stimming & tidying Rangers complex Rangers depot 3.5
93 finish off chipping branches, clean out gullyes concrete light pads Rangers depot 4.5
94 Meeting at Tricks allotment with Steve Tricks Allotment 1
95 Visit to Pollyfield Allotment regarding plot 9 shed Pollyfield Allotment 1
96 Bideford area sorting out materials Bideford area 1.5
97 Admin work.Including  H&S Rangers depot 2
98 Meeting on site with D S Electrical. Open/close Pannier Market. Pannier Market 2
99 Meeting with R C. Town hall. 0.5

100 Finish off concrete bases for lights Rangers depot 1.5
101 Grass cutting Pynes lane,Manteo way. Bideford area 7.5
102 Open/close clean toilets. Pannier Market 1.5
103 Printing off COSHH date sheets for every products at rangers depot Rangers depot 5
104 Material / tools collecting Bideford area 1
105 Cutting back & timming hedge, also weed removing . Bottom hedge Tricks Allotment 7.5
106 Open/close Pannier Market Pannier Market 1
107 Admin COSHH Rangers depot 3
108 Deheading planters Bideford Quay 3.5
109 Summer watering Bideford area 4
110 Remove two pallets from Ford woods/ walk woods Ford Woods 1.5
111 Admin Rangers depot 1.5
112 Empty rubbish bin Little America 0.5
113 Plant watering/trees Rangers depot 1
114 Weed removal bottom lane of tricks Allotment Pynes Lane to Clovelly rd 12
115 Close Pannier Market/Clean toilets. Clean Welfare room (RD) Pannier Market/Rangers depot 2
116 34 Summer seasonal watering Bideford area 14.5
117 Bideford Quay 7.5
118 Weekly checks including hanging Baskets Bideford area 4
119 Open/close Pannier Market Pannier Market 2
120 Weekly checks Rangers depot, Pannier Market.Grease all Butchers row gates. Rangers depot,Pannier Market 7.5
121 Pick up weed killer from Blanchards, deliver to Tricks Allotment. Bideford area 1
122 Paint new gate post for Pollyfield Allotment. Rangers depot 1
123 Change to Hanging Baskets Allhalland Street 1.5
124 Fitting of new gate post Pollyfield Allotment E T W. 4
125 Weed removal from Avon road to Centery corner. Torrington lane 3.5
126 Hedge trimming Manteo way . E T W. 12.5
127 Open/close Pannier Market,Clean toilets Pannier Market 1.5
128 Weed removal Abbotsham road Bideford area 9
129 Weed removal / cleaning Abbotsham road 7.5
130 Cleaning of Rangers welfare Rm / toilet. Open/close & clean toilets Pannier Market/Rangers depot 2
131 Finish hedge trimming Manteo way. E T W. 5
132 Cleaning of Vehicles Rangers depot 2
133 35 Weekly checks including hanging Baskets. Bideford area/Rangers depot/Pannier Market. 4
134                                                     BANK HOLIDAY (blank)
135 Summer seasonal watering Bideford area 14.5
136 Bideford Quay 7.5
137 Admin work Rangers depot 3.5
138 Admin Rangers depot 5.5
139 Open/close Pannier Market,Clean toilets Pannier Market 1
140 Weed removal / cleaning Abbotsham road 5.5
141 Lease with Northam Town council to clean up area.( Northam T C did not turn up) Bideford/Northam area 1
142 Help out with weekly checks Bideford area 1



143 35 Meeting with PS Town Hall 1
144 Cleaning of Market Hall floor,Butchards row floor & steps Pannier Market 3.5
145 Helping out at Pannier Market Pannier Market 2.5
146 H & S meeting with PS & RC Town Hall 1
147 Weeding, Hedge trimming, cleaning Abbotsham road 7.5
148 Finish weeding Abbotsham road. Bideford area 4.5
149 Started cutting back hedge in Marland Allotment Marland Allotment 3
150 open/close Pannier Market, middle dooor only Pannier Market 1
151 Open Pannier Market, Clean gutter on Market Hall roof,Meet with D S Electrical to inspect Butchers  Row  units.. Pannier Market/Rangers depot 4
152 Sort out Play equipment , deliver 6 wheel bins to Chudleigh fort Rangers depot/ Rangers depot 4
153 Clean toilets & close Pannier Market Pannier Market 1
154 Cleaning Renault van ready for sunday party in the park Rangers depot 2
155 Admin work. Rangers depot 1
156 Finish Marland Allotment hedge Marland Allotment 3
157 36 Open/close Pannier Market. Pannier Market 1
158 Summer seasonal watering Bideford area 7.5
159 Bideford Quay 7.5
160 Admin Rangers depot 2
161 Monthly & Weekly checks Pannier Market 5
162 Rangers depot 3
163 Monthly & Weekly checks including Hanging Baskets Bideford area 5
164 Paper work to P S Town Hall 1
165 Started clean gully of weeds out side top cementery Bowden green 2.5
166 Cleaning debris off of path which came from ford Woods after delude of rain Devonshire park 2.5
167 Meet with Eagle plant (ref portaloo) Chudleigh Fort 1
168 Weed clearing outside top cemetery Bowden green 7.5
169 Creating 10 frames for display posters.Then hang in Pannier Market Rangers depot/ Pannier Market 6.5
170 Finish of weeding around Cemetery Bowden green 4.5
171 Meeting with Deputy Town Clerk. Open Pannier Market. Town Hall 2
172 Removing Hanging Baskets from around Pannier Market.Then removal of Plants from baskets Pannier Market/Rangers depot 3
173 Help with hanging baskets, clean toilet/ close Pannier Market 3
174 Removal of hanging basket plants Rangers depot 3.5
175 Dismantling of allotment shed, transporting to rangers depot for disposal Rangers depot 6
176 Pollyfield alloment/Rangers depot 7.5
177 Open/close Pannier Market./Re-staple posters Pannier Market 1.5
178 Open Pannier Market, Building temporary protection for glass doors(skateboarders) Pannier Market 4
179 weeding of Flower beds/Planters Bideford area 4
180 Admin work, clean welfare room/toilet Rangers depot 3

STANDARD WORK

WEEKLY:
Clean dog mess as first job on a Monday
Litter picking and bin emptying (twice, three times summer)
Litter picking and bin emptying (twice)
Check Gym Equipment 
Check stream and culvert
4 x Defibs
Games tables

MONTHLY:  
Check Quay benches
Check commemorative benches
Water checks


