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 CHIPPING NORTON TOWN COUNCIL
  THE GUILDHALL, CHIPPING NORTON, OXFORDSHIRE OX7 5NJ 
TEL: 01608 642341
Email: townclerk@chippingnorton-tc.gov.uk 
Office Hours: Mon – Fri 9am – 1pm







Minutes of a Staffing Sub-Committee meeting held on the 5th November 2025, at 12:30pm in the Council Chamber, Chipping Norton Town Hall
  

	PRESENT: Cllrs Steve Akers (Chair), Sandra Coleman, Mike Cahill, Jo Graves, Ian Finney 
	ALSO PRESENT: Katherine Jang, Town Clerk & CEO
	0 Members of the public were present

	SSC6
	Apologies for absence
Apologies were received from Cllr Whitmill


	SSC7
	Declaration of interests
Cllr Cahill declared a non-registrable interest due to being good friends with Kara Milner (SSC10B)


	SSC8
	Minutes
RESOLVED: That the Chair signs the minutes of the Sub-Committee meeting held on the 15th May 2025 as an accurate record. 


	SSC9
	Confidential Session
RESOLVED: That members resolved to move into a Confidential Session to discuss Separate Business, pursuant to s.1(2) of the Public Bodies (Admission to Meetings) Act 1960. 


	SSC10
	Staffing Matters
Members received a confidential report on staffing matters from the Town Clerk. 

a. Grounds Maintenance “Team Leader”
Members noted that Nigel Griffins had been offered the role of the Grounds Maintenance Team Leader, subject to a 6-month probationary period. The aim of this role would be to help delegate tasks and responsibilities to the other grounds maintenance operatives during the day, and to be the main point of contact for any contractors in the absence of the Assets and Operations Office. There would not be any line management responsibilities or duties associated with this position. 
Cllr Cahill proposed that the position of Grounds Maintenance Team Leader was brought up to the next salary scale banding, to acknowledge the increase in responsibility (SCP 12-17 - £28,598-£31,022 FTE), seconded by Cllr Finney. All in favour, motion carried. 
RESOLVED: That Nigel Griffins is offered the role of Grounds Maintenance Team Leader, and, subject to a 6-month probationary review, his salary scale banding is increased to SCP 12-17. 

b. Employment of an in-house cleaner
Members received a proposal to move from an external contractor to an in-house cleaner to provide cleaning services for all Town Council sites. The justification for an in-house cleaner was put forward as the Depot will need regular cleaning, and the Town Hall and Glyme Hall would need to have increased daily cleaning due to the number of hires and the closure of WODC public conveniences in March 2026. 
Members discussed this proposal and alternative options to continue the working arrangement with the Town Council’s current contractor. 
Cllr Finney proposed to continue the arrangement to work with the Town Council’s current cleaning contractor with extended hours, and for the Town Clerk & Facilities & Events Officer to speak with her about modifying her working schedule to align with the Town Council’s needs. Additionally, Cllr Finney proposed to keep the draft budgeted cleaning amount to £21,000 for all the Town Council venues and sites, seconded by Cllr Graves. 
The Town Clerk reminded Cllrs of the Council’s Financial Regulations and that if any single contract were to exceed £25,000 this would need to go through a formal tender process. 

RESOLVED: That the Council will continue the working arrangement with the Council’s current cleaning contractor, and that the draft budget (2026-27) includes £21,000 for cleaning all the Town Council sites. 

c. Facilities and Events Officer
Members received an update following the current Facilities and Events Officer’s official notice of resignation (received 24th October 2025), and her official last working day 21st November 2025. Members wished Tania well in her new role and for everything she had done to make the Town Council’s venues vibrant community spaces. 
Members discussed next steps and options to redistribute the responsibilities of the role as it had naturally grown over the past 3 years. Currently, the Facilities and Events Officer manages the routine H&S checks and maintenance for the Town Hall and Glyme Hall, which would better fit within the remit of the Assets and Operations Officer.

Cllr Coleman proposed to move the responsibilities of managing all facilities and compliance to the current Assets and Operations Officer, and to increase her working hours from part-time to full-time (subject to her acceptance and agreement), seconded by Cllr Finney. All in favour, motion carried. 
RESOLVED: That the current responsibilities for managing all Council facilities is moved to the Assets and Operations Officer, and to reflect the additional time required to manage these duties she is offered the opportunity to move from part-time to full-time hours. 

After removing the facilities element from the role, what remains would be responsibility for managing Council events, taking bookings, marketing, and managing the Town Hall staff rota. It was proposed that the role is renamed to reflect the change in responsibility to Events and Marketing Officer, and that this role is scaled at SCP 18-23 (£31,537-£34,434 FTE), part-time 30 hours per week. 

Cllr Finney proposed to offer the role of the Events and Marketing Officer to Heidi Davies (Admin and Customer Services Officer) on an Acting basis for 6-months. After which time, and subject to a satisfactory performance review, that she would have the opportunity to take the role on in a permanent capacity or return to her role of Administration and Customer Services Officer, seconded by Cllr Cahill. 
All in favour, motion carried. 
RESOLVED: That the role of Events and Marketing Officer is offered to Heidi Davies in an Acting capacity for 6 months as outlined above. 

Members agreed to advertise the role of the Administration and Customer Services Officer (temporary 6-month contract). 


	SSC11
	Date of next meeting
TBD



The Chair closed the meeting at 2:20pm
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