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MINUTES OF A MEETING OF LYDD TOWN COUNCIL PERSONNEL COMMITTEE 
Held on Monday 17th February 2025 at 6 pm in the Guild Hall Parlour 
 
Present: Councillors Darren Chapman (Chairman), Clive Goddard, R.S. Jones and Paul Rye 
Angela Alexander – Town Clerk 
 

32. APOLOGIES FOR ABSENCE 
Cllr Martin Sweeney (holiday) 
 

33. DECLARATIONS OF INTEREST 
None 
 

34. MINUTES  
RESOLVED: The minutes of the meeting held on 28th October 2024 were agreed as a 
true record of the meeting and signed by the Chairman 
Proposed by Cllr Jones and seconded by Cllr Goddard 
Unanimous 
 

35. PRESS AND PUBLIC EXCLUDED 
There were no members of the public in attendance 
  

36. STAFFING MATTERS  
CONFIDENTIAL REPORT 2025-C0001 
A) RESOLVED: To agree the updated job description for finance officer as circulated 

for consideration which is to be issued with the Contract of Employment (Appendix 
A page 46 to 47) 

B) RESOLVED: To agree the contract of employment for finance officer as circulated 
for consideration and this was signed by the Chairman of Personnel and Town Clerk 
to be issued to the Finance Officer. 

C) RESOLVED: To receive and note the Pension letter for finance officer who has 
joined the pension fund. 

D) RESOLVED: To agree to pay the SLCC membership and associated costs. 
E) Other staffing matters requiring consideration were reported by the Chairman.   
i) The working days for the Caretaker role were discussed and it was agreed that these 

should be on Mondays and Wednesdays so that Officer supervision was available.  
This to take affect from 1st March 2025. It was noted that the Personnel Committee 
had decided on this at the meeting on 28th October 2024. 
This is to be reviewed at the next meeting of the Personnel Committee. 

ii) Concerns raised by a member of staff to the Chairman of Personnel and the Town 
Clerk were conveyed by the Chairman to the Committee. This was regarding a matter 
where she felt put under pressure by a Councillor to breach a Council adopted policy.  
The Mayor said that he has already spoken about this with the Councillor concerned. 

 
37. REVIEW OF POLICIES AND PROTOCOL (Appendix B page 48 to 52)  

a) Councillors reviewed the Unreasonable Behaviour Policy and agreed to updates to 
address issues for clarity. 
RESOLVED: To adopt the updated Unreasonable Behaviour Policy 
Unanimous 

b) Councillors reviewed the Officer Councillor Protocol and agreed to several updates to 
address issues around appropriate communication by Councillors and clarify the 
decision-making process in accordance with Standing Orders  
RESOLVED: To adopt the updated Councillor/Officer Protocol 
Unanimous 
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  38. COMPLAINTS/FOI REQUESTS  

CONFIDENTIAL REPORT 2025 – C0002 
a) The various complaints received from one member of the public were considered by 

Councillors and a discussion followed regarding the communications, their context 
and an appropriate approach and response. 

b) The Freedom of Information requests from the same member of the public who had 
made the complaints were noted and the response that had been provided to the 
FOIs were considered and the subsequent request for a review of these responses 
by the member of the public was also considered in line with the reply to the FOIs 

c) Councillors considered the background correspondence relating to the above matters 
and noted that various derogatory social media posts by the resident had been drawn 
to the attention of some Councillors. Taking into account all of the above, advice from 
Satswana as the Council’s Data Protection Officer and correspondence from the ICO 
as part of a Tribunal and the letter which had previously be sent to the complainant 
regarding vexatious behaviour the Committee reviewed and considered the current 
position. It was raised that newer Councillors may not have a full understanding of 
the past events. It was discussed that Staff members should not be expected to 
respond to the person concerned due to the troubles caused and that a further letter 
be sent outlining this decision. The contents of the letter were agreed which is to be 
signed by the Mayor and Chairman of Personnel Committee. 
RESOLVED: That having reviewed and considered the various correspondence 
from the resident that a further letter be sent to explain why the Council would 
not be responding to his requests.  
Unanimous 

 
39. COUNCILLORS REQUESTS TO BE APPOINTED TO THE PLANNING COMMITTEE 

The Chairman, Cllr Chapman advised Councillors that that newly elected Councillors Crump 
and Lewis have been informally attending meetings of the Planning Committee and have now 
both written to the Town Clerk and requested that they be appointed to the Planning 
Committee to fill the two vacancies.  
RESOLVED: That Cllrs Sadie Crump and Della Lewis be appointed to the Planning 
Committee 
Unanimous 
 

40. APPOINTMENT TO COMMITTEES AND OUTSIDE BODIES  
Councillors considered the process used for the appointment of Councillors to Committees 
and Outside bodies and the draft forms as circulated and used previously.  It was noted that 
some Councillors did not complete and return forms for consideration and therefore had not 
been appointed to Committees. It was agreed that without completing the required forms that 
Councillors should not be appointed to Committees. It was noted that all vacancies on 
Committees had been filled by the three newly elected Councillors. It was discussed that due 
to the problems caused by the abandonment of the Personnel Committee and the subsequent 
breach of Staff Contracts which had been rectified with the help of SALC and the formation of 
the new Personnel Committee that it had previously been agreed that the current senior 
Councillors should remain. 
The Town Clerk said that following those decisions made by Councillors that it had taken time 
to build the trust of staff members again and that the current format should remain as it was 
work in progress and that it is not helpful to have all staffing matters stop with the Town Clerk 
without the appropriate people to take any problems to. 
RESOLVED: To continue the process as stands for appointment to Committees and 
Outside Bodies.  To note the continuation of the current appointment to the Personnel 
Committee for the 4 year term unless any Councillor chooses to stand down.  That 
Councillors not completing forms are not automatically appointed to Committees. 
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41. DRAFT MEETING DATES 
a) Councillors discussed and considered the meeting date schedule for Council and 

Committee meetings for 2025-26 in line taking into account what is deliverable with current 
staffing levels and stays within the agreed budget for the forthcoming financial year.  The 
importance of ensuring that the Council does not break the contracts of employment and 
working hours of members of staff was also discussed.  
The meeting schedule for 2025-26 has 32 planned meetings or Council events. 
RESOLVED: To agree the meeting date schedule for Council and Committee 
meetings as considered. 
Unanimous 

b) RESOLVED: That the next Personnel Committee meeting would be held on 14th April 
2025 at 6.30pm due to the date of Mayor Making 0n 12th May. 

 
42. SUMMER HOLIDAY CLOSURE 

Councillors considered the summer holiday closure dates in line with the agreed meeting 
schedule and to allow meeting preparation for the September Council meeting. 
RESOLVED: That the August 2025 summer holiday closure would be weeks 
commencing 4th and 11th August. 
Unanimous 
 

43. ICO FT/EA/2024/0338 Lydd Resident (Appellant) vs ICO - IC-313665-H4V8 (Respondent) 
CONFIDENTIAL REPORT 2025 – C0003 
It was reported that following a decision of the Information Commissioners Office in favour of 
Lydd Town Council that the resident concerned has now withdrawn their appeal against the 
ICO’s decision. The ICO had informed the Town Council that the Appellant gave notice of their 
withdrawal of their appeal by email on 27th October 2024 at 20.59pm and that the Tribunal 
consents to the appeal being withdrawn. It was noted that as the last Personnel Committee 
meeting was held on 28th October 2024 that this information was not available to the Town 
Council to report at that time. 
Received and noted 
 
The meeting closed at 6.55pm 
 
 
 
 
Chairman _____________________________ 
 
Date __________________________ 
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LYDD TOWN COUNCIL 

 
Finance Officer – Job Description 

 

Overall Responsibilities 
 

The Finance Officer will assist the Town Clerk in their role as the ‘Proper Officer’ of the Town 
Council. 
 
The main duty of the Finance Officer is to ensure that the accounts and financial records of the 
Council are maintained in accordance with proper practices and are kept up to date.  
 

Specific Responsibilities 
 

1. To complete the accounts of the council and the Annual Return within the timescale set by 
the Accounts and Audit regulations. 

2. To ensure that the Council has a form of independent internal audit and the at the audit is 
carried out regularly at set times in accordance with council policy.  

3. To make arrangements for the opportunity for public inspection of the accounts and 
financial records at the appropriate time. 

4. To ensure that the Council prepares an annual budget for the following financial year and 
reviews the budget throughout the year.  

5. To inform the Appropriate Authority of the precept set in the budgeting process. 
6. To regularly provide the Council with a statement of receipts and payments to date under 

each head of the budget, comparing actual expenditure against planned expenditure 
(Budget Monitor). 

7. To ensure prompt and accurate recording of financial transactions.  
8. To prepare a schedule of payments required at a Council meeting or for a committee which 

is responsible for its own budget, together with relevant invoices to be presented if 
required. 

9. To examine invoices to confirm accuracy and to allocate them to the appropriate 
expenditure heading. 

10. To ensure that goods have been delivered as ordered and services provided prior to release 
of payment unless advance payment is agreed. 

11. To keep accurate payroll records on behalf of the council and prepare the monthly salaries 
of staff as agreed by the council. 

12. To prepare a schedule of the Council’s fees and charges annually so that these can be 
reported to the Town Clerk and reviewed by Council or the appropriate Committee.  

13. To promptly complete the VAT returns  
14. To control order books for work, goods and services. 
15. To work in conjunction with the Town Clerk in the procurement of Council contracts in 

accordance with the Council’s Standing Order on this issue. 
16. To execute the Council’s Standing Order on contracts as directed. 
17. Where contracts provide for payment by instalments, the Finance Officer shall maintain a 

record of such payments and ensure that the Council pays within the time specified in the 
contract. 

18. To ensure that the Asset Register is maintained of properties owned by the  
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19. The Finance Officer will affect all insurances and negotiate claims on the Council’s insurers. 

 
20. The Finance Officer will assist the Town Clerk to prepare and promote a financial risk 

management policy statement in respect of all activities of the Council and prepare new 
policies where necessary. 

21. To ensure that the Council’s financial regulations are kept up to date and reviewed from 
time to time. 

22. To liaise with the Town Clerk as the Council’s Financial Standing Orders direct.  
 

Additional duties 
 
In taking responsibility for: 

 Representing the Town Council at meetings with direct financial reporting such as the 
November Budget setting meeting and the Annual Town Meeting if required. 

 Providing a friendly and professional reception service to callers in person or telephone 
enquiries to the Town Council when required 

 Dealing with correspondence as required, 

 And such other functions as are required and are appropriate to the level of 
responsibility of this post.  
 

Other responsibilities 
 

To receive, in liaison with the Town Clerk, correspondence and documents on behalf of the Council 
and to deal with the correspondence or documents or bring such items to the attention of the 
Council and to issues, in liaison with the Town Clerk, correspondence as a result of instructions on 
financial matters. 
 
To study, in liaison with the Town Clerk, reports and other data on activities of the Council and on 
matters bearing on those activities relating to financial matters. Where appropriate, to discuss such 
matters with administrators and specialists in particular fields and to produce reports for circulation 
and discussion by the Council.  
  
To attend training courses or seminars on the work and role of the Finance Officer as required by the 
Council. 
 

Employee benefits 

Lydd Town Council is a member of the Local Government Pension Scheme, the post holder will be 

provided with the opportunity to opt into this scheme via KCC Pension Fund.  

The post is 12 hours per week working on Monday, Wednesday and Thursday morning with one 

morning worked if the office and the other hours to be worked from home. Where there is 

additional evening work for Council or committee meetings this may be taken as time off in lieu or 

paid as additional hours at the basic rate. 
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