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Gainsborough Town Council  
Richmond House, Richmond Park, Morton Terrace 
Gainsborough, Lincolnshire, DN21 2RJ 
Telephone: 01427 811573 
Website: parishes.lincolnshire.gov.uk/gainsborough  

8 January 2021 

Dear Councillor,  
You are hereby summoned to attend a remote meeting of the Personnel 
Committee which will be held on Wednesday 13 January 2021 at 7pm. 
Members will be able to access the meeting via a link which will be emailed to their 
Town Council email address or through a calendar event. 
Members of the public will be able to view the meeting at the following link: 
https://www.youtube.com/channel/UCmIMaqH64ih1EDc6Cn56VWA 
The business of the meeting is set out in the agenda below. 

 
Tom Clay 
Town Clerk  

 
Committee members: Cllr M Boles - ex officio, Cllr R Craig (C), Cllr D Dobbie, 
Cllr P Key, Cllr S Loates, Cllr K Panter - ex officio and Cllr K Woolley (VC) 

Agenda 
No Agenda Item 

 Procedural items 
 

1 Register of attendance for a remote meeting  
Committee to conduct a register of attendance for a remote meeting. 
 

2 Declarations of interest 
Committee to receive any declarations of interest in accordance with the 
requirements of the Localism Act 2011, and to consider any applications for 
dispensations.  
 

3 Minutes of an ordinary meeting 
Committee to confirm as a correct record the minutes of the ordinary 
meeting held on Wednesday 9 December 2020. 
PAPER A 
 

REMOTE MEETING AGENDA 
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 Committee business items 
 

4 Office working arrangements 
Committee to receive an update about office working arrangements and to 
consider any matters arising. 
PAPER B 
 

5 Exclusion of the press and public 
Due to the confidential nature, members may resolve to exclude the press 
and public from the meeting during consideration of the next four items in 
accordance with the Public Bodies (Admission to Meetings) Act 1960.  
 

6 Personnel matters to note 
Committee to note a brief report on several matters and the actions taken. 
PAPER C 
 

7 Declaration of other employment 
Committee to consider a report on the declaration of other employment. 
PAPER D 
 

8 Staff structure diagram 
Committee to consider a report about the staff structure diagram. 
PAPER E 
 

9 Draft contracts 
Committee to consider draft contracts for all the positions within the current 
staff structure. 
PAPER F 
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Personnel Committee – 9 December 2020 

9 December 2020                                                                                         Signed: 

 
 

GAINSBOROUGH TOWN COUNCIL 
 
MINUTES of a REMOTE Meeting of the Personnel Committee held on Wednesday 9 December 2020 at 

7:00pm 
 
 
Present:    Councillor Kenneth Woolley (Chairman) 
 
    Councillor David Dobbie 
    Councillor Paul Key 

Councillor Sally Loates 
  
 
In Attendance:   
 
Tom Clay   Town Clerk 
Rachel Allbones  Deputy Clerk & RFO 
Sean Alcock   Operations Manager 
 
 
  
1. TO RECEIVE APOLOGIES FOR ABSENCE 
 

Councillor Matt Boles – ex officio 
Councillor Richard Craig 
Councillor Keith Panter – ex officio 
 

 
2. TO RECEIVE MEMBERS’ DECLARATIONS OF INTEREST 

 
 None declared. 

 
 
3. MINUTES FROM THE PREVIOUS MEETING (Paper A) 
 
i. Minutes of the meeting of Personnel Committee held Wednesday 11 November 2020 
 

RESOLVED that the minutes of the Personnel Committee meeting held on Wednesday 
11 November 2020 be confirmed and signed as a correct record. 

 
 
4. STAFF TRAINING (Paper B) 
 

 Committee considered requests for two members of staff to attend training from the ICCM for the 
‘Granting, Exercise and Transferring Exclusive Rights of Burial’ at a cost of £135 (plus VAT) 
each. 

 
RESOLVED to approve the spend of £270 for two members of staff to attend the ICCM 
for the ‘Granting, Exercise and Transferring Exclusive Rights of Burial’ course. 

 
 
5. EXTRA STATUTORY DAYS (NJC Days) (Paper C) 
 

Committee noted the report about the extra statutory days, also referred to as NJC days.  
 

 RESOLVED to note the report and agreed to approve the NJC days annually as in 
previous years. 
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Personnel Committee – 9 December 2020 

9 December 2020                                                                                         Signed: 

 
 
6. EXCLUSION OF PRESS AND PUBLIC 
 

Due to the confidential nature, members RESOLVED to exclude the press and public from the 
meeting during consideration of the next items in accordance with the Public Bodies (Admission 
to Meetings) Act 1960.  

 
The items were treated as confidential because they relate to issues, such as, terms of service, 
contractual arrangements, and the engagement of staff. 

 
 
7. STAFF APPRAISALS (Paper D) 
 

Committee noted that the appraisals for all but one member of staff have taken place and the 
associated report. 

 
RESOLVED to note the staff appraisal report. 

 
 
8. SICKNESS ABSENCE (Paper D) 
 

Committee reviewed staff sick absence records for 1st July 2020 – 30th September 2020. 
 

 RESOLVED to note staff sick absence records for 1st July 2020 – 30th September 2020. 
 
 
9. ANNUAL LEAVE ENTITLEMENT 2020/21 (Paper F) 
 

Committee noted the issues that have been presented in the current year in relation to taking 
annual leave. 
 

RESOLVED that members of staff are actively encouraged to clear outstanding annual 
leave before 31 March 2021, and going forward a quarterly report be produced for 
Members to review staff members outstanding annual leave and lieu time. 

 
 
 
 
 The meeting concluded at 7.29pm             
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Officer Report to 
the Personnel Committee 
Report Author: Tom Clay 
Report Date:     6 January 2021 
 

1. Summary 
1.1 The report will provide an update on office working arrangements at 

Richmond Park. 

 
2. Background 

2.1 Covid 19 has had a large impact on virtually every section of society and the 
way it works. The Town Council is no different. The focus of this report will 
be on office-based staff.  

2.2 Since lockdown measures were introduced on 23 March 2020 office-based 
staff have for the most part worked from home.  

2.3 It had been hoped in early September 2020 that a return to the office could 
be managed in-year. Unfortunately, like so many other workplaces this has 
proven to be challenging because of a combination of changing government 
advice and national lockdowns. 

2.4 Lincolnshire County Council and West Lindsey District Council (WLDC) for 
instance still have a large number of office-based staff working remotely or 
from home. 

2.5 Despite all the disruption caused by Covid 19 most of the ‘normal’ functions 
of the office have continued, albeit some in a reduced or altered form, since 
late March 2020.  

2.6 Since late May 2020, the Town Council has held remote formal meetings. 
On Tuesday 5 January 2021 it was determined that remote meetings should 
continue until the Annual Meeting in May 2021.  

2.7 Since March, the Government advice about office working has shifted. It has 
in particular become more unpredictable and complicated following the 
introduction of the tier system.  

2.8 In the short term the matter has been clarified by the announcement of a 
third national lockdown on Monday 4 January 2021. It is expected that the 
new lockdown will be in place until the middle of February 2021 and possibly 
for longer than that.  

2.9 The advice as of 6 January 2021 is: 

You may only leave your home for work if you cannot reasonably work from 
home. 

Where people cannot work from home - including, but not limited to, people 
who work in critical national infrastructure, construction, or manufacturing - 

Subject: Office Working Arrangements (Update) 
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they should continue to travel to their workplace. This is essential to keeping 
the country operating and supporting sectors and employers.1 

2.10 Guidance for employers about how to make your workplace COVID-secure 
can be found at https://www.gov.uk/guidance/working-safely-during-
coronavirus-covid-19.  

 
3. Proposal 

3.1 The Operations Manager has updated the working arrangements and 
measures set out at Appendix A which were first considered in September 
2020.  

3.2 This review at Appendix A forms the basis of ensuring the office is Covid-
secure. Further work will of course be required as Government guidance is 
altered and advice from other sources is updated.  

3.3 Given the experience since this matter was last considered in September 
2020, a presumption that office-based staff will continue to work from home 
for a majority of the time will remain in place until mid-April 2021. 

3.4 Should the general situation improve then a return to more ‘normal’ office-
based work could be pursued sooner.  

3.5 It is proposed that management of the process continue to be delegated to 
the Town Clerk, who will liaise closely with the Operations Manager on 
aspects of health and safety. 

3.6 Regardless of what is agreed, staff meetings with councillors or members of 
the public will continue to be made by appointment. The default option 
should be to conduct business by email, over the phone or via video 
conferencing technology. 

 
4. Risk, budget, and policy implications 

4.1 The recommendations in this report conform to Standing Orders and 
Financial Regulations. 

4.2 The proposal would likely have a minimal impact on the budget. 

4.3 Procedures are set out at appendix A which will be reviewed on an ongoing 
basis. 

4.4 It is not anticipated that any new training will be required.  

4.5 There appear to be few risks arising from the home working arrangements 
that have not already been dealt with. Although the situation should be 
monitored and reviewed as set out in the report. 

4.6 The risks associated with a return to purely office-based working are 
obvious, but the chief concerns are: 

i. The potential for the spread of infection; 
ii. Managing interactions with members of the public in a satisfactory 

way; 
 

1 https://www.gov.uk/guidance/national-lockdown-stay-at-home#going-to-work  
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iii. a further wave of infections could cause further disruption; 
iv. changes to government guidance and local lockdown measures, and; 
v. possible issues with childcare arrangements. 

4.7 Following Government guidance and that set out at appendix A should allow 
for adequate mitigation of the risks associated with infection when ‘normal’ 
office-based working can resume. However, it should be noted that the risks 
cannot be entirely eliminated. 

 
5. Recommendation 

5.1 The Committee is recommended to agree to: 
i. Note what is set out at appendix A; 
ii. approve the proposal set out in section 3 of the report, and; 
iii. instruct the Town Clerk to conduct a further review of the 

arrangements to be considered by the Personnel Committee in April 
2021. 
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Appendix A – Summary of Office Working Arrangements and measures 

The following is an overview of the possibility of a return to Richmond House for 
Gainsborough Town Council Officers and highlights some control measures that must 
be in place to ensure that the Council offices and attached working processes are 
Covid secure.  

The objective is to reduce risk to the lowest reasonably practicable level by taking 
preventative measures.  

Gainsborough Town Council as employers have a duty to reduce workplace risk to 
the lowest reasonably practicable level by taking preventative measures. 

Gainsborough Town Council must work with Lincolnshire County Council and the 
Registrar to ensure that everybody's health and safety is protected, in the context of 
COVID-19 this means protecting the health and safety of our workers and visitors by 
working through the following steps:  

Ensuring both workers and visitors who feel unwell stay at home and do not 
attend the premises 

Richmond House is an old residential building that has been converted for office use. 
As such it has poor ventilation and issues with damp, particularly in the winter when 
the heating is on regularly. 

 It is recommended that the Town Council does not operate an “open door” 
approach as was previously the case, for issues that cannot be resolved over 
the telephone or remotely it is advised that a short appointment is arranged 
but only if absolutely necessary, the appointment will ideally be carried out in 
a well-ventilated area or outdoors if possible (adequate ventilation is a serious 
concern in Richmond House).  

 It is recommended that if physical appointments do take place that both 
parties must wear face coverings, it is also suggested that any persons 
meeting with Officers provides details to be used for track and trace purposes. 

 It is recommended that Officers ensure that Calendar entries are correct 
regarding their in-office working hours so that other members of staff are 
aware who will be in the office and when.  

Increasing the frequency of handwashing/sanitising and surface cleaning   

Hand sanitisers and handwashing/drying facilities are in place in key areas within 
Richmond House and the Council offices. Signage is in place to encourage people to 
wash hands regularly and for the recommended duration. Once decided upon the 
cleaners will be made aware of the intended frequency of use of the Town Council 
offices and will clean as required. 

When in the workplace, everyone should make every reasonable effort to 
comply with the social distancing guidelines set out by the government (2m, or 
1m with risk mitigation where 2m is not viable is acceptable) 

Richmond House has four offices that are available and it is recommended that each 
officer is allocated a separate office to reduce the risk of transmission and cross 
contamination, this would mean that the Deputy Clerk would move from the office 
which has been shared with the Admin Support Officer in to the available office 
situated next to the Town Clerk.   

10



Page 5 of 5 
 

 
 

 
 It is recommended that face to face interaction between Officers is kept to a 

minimum and communication is by telephone and email.  
 It is recommended that should the Council decide to return to “normal” 

working conditions that screens are sourced to separate people from each 
other.  

Welfare Facilities/Toilets 

The kitchen within Richmond House has previously been shared by the four Officers 
however it is recommended that should Officers return to “normal” working that lunch 
breaks are staggered and that cleaning of all surfaces and contact points be carried 
out by the Officer following use.  

 It is recommended that cleaners carry out sanitising and general cleaning 
outside of office working hours to reduce the risk of transmission. 
Gainsborough Town Council Officers will share the use of two toilets and as 
such it would be recommended that each officer use the same toilet on all 
visits if possible to reduce the risk of cross infection, sanitising wipes could 
also be made available to clean the toilet and contact points following use.  

Cleaning  

The cleaning frequency of the Town Council offices will be determined by the use, 
cleaning resource is limited, and cleaners are currently committed to the Marshalls 
site on a daily basis to ensure that the facilities are cleaned between use.  

 It is recommended that when in use workstations will be required to be 
cleaned regularly and removal of all waste should be done so at the end of 
each day if possible. 
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