
MINUTES OF A MEETING OF THE PERSONNEL COMMITTEE HELD AT KING’S HOUSE, 
THETFORD ON TUESDAY 21st JUNE 2022 AT 2.00 PM   

 

Present: 
      

 Councillors:       
R Brame, B Canham (Chair), D Crawford (Vice Chair),  

S Dowling, C Harvey, J Hollis 

   
Officers:      

T Cunnell (Town Clerk), A Yorke (Deputy Town Clerk & Finance Officer) 
K Robinson (Committee Clerk) 

 
 

MINUTES 
 
 

150/22  
DECLARATIONS OF ANY DISCLOSABLE PECUNIARY INTERESTS     

None. 

151/22 
APOLOGIES FOR ABSENCE     

Councillor M Brindle.  

152/22 

MINUTES      

RESOLVED: The minutes of the Committee meeting held on 10th May 
2022, which were received by Council on 31st May 2022, are a true 
record and signed/initialled by the Committee Chairman.     

153/22 

FINANCIAL REPORT UPDATE 

The Deputy Town Clerk reported: 

• Delayed processing of invoices. 

• Utilities are still estimated so need to get actual readings. 

• Wages will increase as vacant posts are filled. 

• Potential bad debt with one of our tenants, meetings being arranged 
to resolve the situation.  To be raised at next Finance Committee 
meeting. 

 

Councillor R Brame proposed and Councillor J Hollis seconded:  

The report was noted.  

154/22 

MEMBER OFFICER PROTOCOL 
 
The Committee reviewed the Member Officer Protocol document that was 
previously circulated. 
 
Councillor R Brame proposed and Councillor J Hollis seconded:  
 
RECOMMENDATION: The Member Officer Protocol document be 
presented at Full Town Council for adoption. 
 



155/22 

CODE OF CONDUCT 
 
The Committee reviewed the LGA Model Policy document that was 
previously circulated. 
Clerk to format appropriately for presentation to Full Council. 
 
Councillor J Hollis proposed and Councillor S Dowling seconded:  
 
RECOMMENDATION: The LGA Model Policy document be presented at 
Full Town Council for adoption. 
 

156/22 

COMMITTEE OFFICERS REPORT   
The Committee Officer reported: 

Training update  

• No additional courses booked. 

Recruitment   

• Adverts have been actioned for the following roles: Administration 
Officer; Front of House Tea Rooms (P/T); Market Supervisor (P/T). 

• Works Maintenance role to be actioned by the end of the month. 

• Countryside Officer role is going to be reviewed before recruitment.  

Carnegie Roof Tender   

• Received 5 which will be opened by Chair and scanned to architect 
so that they can write a report and recommend for committee to 
consider. 

Decisions workflow system –  

• July - Roll out the first meeting to personnel using the system. 
Committee members to bring in their device that they perform their 
TTC business on, so that the App can be downloaded.  

• September - Roll out the system to Committees.  

• Councillor training will be provided to all and there is a link to an 

instructional video which will be shared by the Town Clerk.  

• TTC email is your username, and you will have the relevant 

information set within the Committees which you can access at any 

time. Documents will not be emailed out as they will be part of the 

workflow and you will be messaged to say when new information is 

available to you.  

• Each account has its own private note-taking facility.  

• The tablets that personnel have currently, are 3 years old, so are 

due to be replaced. These need to be returned to the Council as 

some will be used by staff for inspections etc. and the data will need 

to be wiped for security purposes.   

• TTC will obtain a quote for various replacement tablets prior to the 

start of budgeting in September.  

 

 



The Committee noted the report. 

  

 

 

 

 

Chairman. 

 

 

 



  

 

 

 



 

 

Member Officer Protocol  

  

  
1. Introduction  
  
1.1. Thetford Town Council exists to serve the interests of the people of Thetford. 

Members (Councillors) and Officers (staff) have a joint responsibility to ensure 
that they work collaboratively to achieve an efficient, transparent and democratic 
Council.  

  
1.2  Members and Officers will conduct reviews of the Member Officer Protocol, and 

its application, to ensure continued high standards of relationships between 
Members and Officers. These reviews will be carried out in line with the existing 
‘Policy and Index Review’ for all Town Council Policies.  

  
1.3  The Council has agreed the following Protocol about the relationship between 

Members and Officers, in order to clarify roles and responsibilities.  
  
1.4  Given the variety and complexity of such relationships, this Protocol cannot be 

prescriptive or cover all eventualities. However, it does aim to be instructive, to 
offer guidance on some common issues, and provide points of principle that can 
be applied to issues that might arise.  

  
2. Role of Members   
  
2.1  Members have three main areas of responsibility:   
  

a. determining the policy of the town.   
  
b. representing the Council externally, but not with personal views 
(any personal views offered should be done so clearly so as to ensure 
that these are not taken or understood as a council position).  

  
c)  acting as advocates on behalf of their constituents.   
  
It is not the role of Councillors to involve themselves in the day to day 
management of the Council’s services.  

  
2.2  Members are responsible to their electorate for as long as their term in office 

lasts, and have a duty to act in the best interests of the electorate and the 
Council.    

  



2.3  Members have an individual and collective responsibility for the Council and its 
activities. They are responsible for ensuring that adequate management and 
financial arrangements are in place, and that they monitor the performance, 
development, continuity and overall well-being of the Council. Members may be 
designated to act in a certain role or as a positive focus for a particular section 
of the Council’s activities.  However, the Council is not entitled to delegate 
decision making on its behalf to individual Members. The Council is entitled to 
delegate certain decision making and functions to an Officer or to Committees 
of Members.    

  
3 Role of Officers  
  

3.1 The role of officers is to give advice and information to Councillors and to 
implement the policies so determined by the Council. In giving such advice to 
Councillors, and in preparing and presenting reports, it is the responsibility of 
the officer to express his/her own professional views and recommendations. 
Whilst an officer may report the views of individual Councillors on an issue, if a 
Councillor wishes to express a contrary view he/she should not seek to 
pressure the officer to make a recommendation contrary to the officer’s 
professional view. Certain officers e.g. Town Clerk/RFO, Deputy Town Clerk 
and Finance Manager have responsibilities in law over and above their 
obligations to members and Councillors must respect these obligations, must 
not obstruct officers in the discharge of these responsibilities.  

  
3.2  Officers manage and provide the services for which the Council has 

responsibility. They are accountable for the efficiency and effectiveness of 
those services; for proper professional practice in discharging their 
responsibilities, and for taking decisions within agreed policy. They offer advice 
to the public and Members in respect of the services provided. They bring 
forward ideas and initiatives for consideration, implement agreed policy, ensure 
that the Council acts lawfully, and in accordance with the principles of sound 
financial management, and represent the Council on external bodies.  

  
4 Expectations   
  
4.1  Councillors can expect from officers:   
  

a. A commitment to the Council as a whole, and not to any political 
group.   

  
b. A working partnership.   

  
c. An understanding of and support for respective roles, workloads 
and pressures of members.  

   
d. Timely response to enquiries and complaints.  

   
e. Professional advice, not influenced by political views or 
preference, which may compromise the political neutrality of officers.   

  



f. Regular, up to date information on matters that can reasonably 
be considered appropriate and relevant to their needs, having regard to 
any individual responsibilities that they have and positions that they 
hold.  

   
g. Awareness of and sensitivity to the political environment.  

   
h. Respect, dignity and courtesy.   

  
i. Training and development in order to carry out their role 
effectively.   

  
j. Integrity, mutual support and appropriate confidentiality.   

  
k. Not to have personal issues raised with them by officers outside 
the agreed procedures.   

  
l)  That employees will not use their relationship with Councillors to advance 

their personal interests or to influence decisions improperly.   
  

4.2 Officers can expect from Councillors:   
  

a. A working partnership.  
   

b. An understanding of and support for respective roles, workloads 
and pressures.  

   
c. Respect, dignity and courtesy.  

   
d. Integrity, mutual support and appropriate confidentiality.  

   
e. Not to be subject to bullying or to be put under undue pressure. 
Councillors should have regard to the seniority of officers in determining 
what are reasonable requests, having regard to the power relationship 
between Councillors and officers, and the potential vulnerability of 
officers, particularly at junior levels. Junior staff should not be asked to 
deal with matters outside their level of authority.  

   
f. That Councillors will not use their position or relationship with 
officers to advance their personal interests or those of others or to 
influence decisions improperly.  

  
That Councillors will at all times comply with the Council’s Code of Conduct.  

   
5  Limitations Upon Behaviour   
  
5.1 The distinct roles of Councillors and officers necessarily impose limitations 

upon behaviour. By way of illustration, and not as an exclusive list:   
  



a. Close personal relationships between Councillors and officers 
can confuse these separate roles and get in the way of the proper 
discharge of the Council’s functions, not least in creating the perception 
in others that a particular Councillor or officer may secure advantageous 
treatment.  

   
b. The need to maintain the separate roles means that there are 
limits to the matters on which they may seek the advice of officers, both 
in relation to personal matters and party political issues.  

   
c. Relationships with a particular individual or party group should not 
be such as to create public suspicion that an employee favours that 
Councillor or group above others. The issue of officer attendance and 
advice to political groups is specifically covered.  

  
5.2  Members and Officers must not conduct themselves in an unacceptable 

manner. This includes discrimination which is a failure to afford equal 
opportunities irrespective of disability, gender, race, religion, lack of religion, 
age, sexuality and marital status. It includes harassment, which is conduct that 
is unwanted and/or offensive and affects the dignity of an individual or group of 
individuals. It includes bullying, which is a type of harassment consisting of 
persistent actions, criticism or personal abuse in public or private, which 
humiliates, intimidates, frightens, undermines or demeans the individual.   

  
5.3 The Council will not tolerate conduct which contravenes this Protocol. However, 

what is one person’s light-hearted banter could be offensive to another and be 
considered harassment. The key point is that if a person feels offended by the 
actions or activities of another person, they need to be able to raise this so that 
the person concerned has the opportunity to modify their behaviour.   

  
5.4 The underlying assumption has to be that, in the first instance, nobody wishes 

to harass another person. Harassment only becomes bullying when somebody 
deliberately continues harassing behaviour in the knowledge that their actions 
will humiliate, intimidate, frighten, undermine or demean the individual.        

  

6  Information and Advice to Members  
  
6.1  Any Council information provided to a Member must only be used by that 

Member for the purpose for which it was provided, namely in connection with 
the Member’s duties as a Member of the Council, unless the information is 
already in the public domain.  

6.2  Members must not disclose information given to them in confidence by anyone 
without the consent of the person authorised to give it, or unless they are 
required to do so because keeping the confidence contravenes the Code of 
Conduct or because it conflicts with everyone’s legal Duty of Care. Equally, 
Members must not prevent other persons from gaining access to information to 
which those persons are entitled by law.  

  
6.3  In order to safeguard against possible breaches of the Data Protection Act 

(which applies to all information of a personal nature) Members should always 



seek advice from the Clerk before disclosing confidential information. 
Generally, personal information cannot be released without the consent of the 
person to whom it relates. Improper disclosure of confidential information can 
put the Member and the Council at legal and financial risk.  

  
7  Representing Interests  
  
7.1  Members who may have an affiliation with a particular group or organisation 

other than the Council, should make decisions based on their responsibility to 
the Council and its electorate as a whole. This issue is particularly important 
where a Councillor is involved with an organisation or business which has close 
links with the Town Council. Councillors need to keep their roles separate, and 
avoid using their position to promote the interests of other organisations or 
businesses.  

  
8 Communication and advice  
  
8.1  Save in exceptional circumstances, all letters and other communications on 

official Council business should be sent out only in the name of the Proper 
Officer (the Clerk), subject to his delegated authority, or in some cases, the 
Mayor. Communications, which create obligations or give instructions on behalf 
of the Council, should never be sent out under the name of a Member.  

  
9 Disputes  
  
9.1  With goodwill, respect, integrity and a willingness to compromise on both sides, 

there ought to be very few occasions when a disagreement between an Officer 
and a Member cannot be resolved amicably.    

  
9.2 If there is a disagreement, it should be discussed in the first instance between 

the Member and the Clerk, dealt with using the appropriate line management, 
and, where needed, Council Procedures. The Council’s policy is to work to 
resolve disagreements through conciliation, and, where necessary, mediation, 
before any further action is taken. Conflict in the work place can be caused by 
the following:   

a. Unclear boundaries and the crossing of boundaries: sometimes 
people need to be gently reminded where the boundaries are, or an 
unclear boundary needs to be clarified.  

  
b. Undeclared objectives or hidden agendas. Both Officers and 
Councillors need to be open about objectives. Conflict will be an 
inevitable consequence of pursuing a hidden agenda.  

  
c. It is incumbent on both Members and Officers to do everything 
within their power to resolve disagreements amicably and avoid 
conflict.  

  
9.3 The earlier a disagreement can be aired and resolved in the spirit of cooperation 

and trust, the less chance there is of a disagreement growing into a dispute. It 



should be noted that, if disputes cannot be resolved through Conciliation, the 
routes of action for unresolved disputes and behaviour issues are:   

  
a. For Officers – by reference to disciplinary/grievance 
procedures (within the Staff Handbook) as well as the ‘Bullying 
and Harassment Policy’  

  
b. For Members - by reference to the ‘Compliments, 
Comments and Complaints Policy’, ‘Bullying and Harassment 
Policy’ or the ‘Code of Conduct’.   

  

Guidance for Councillors  
  

‘It is when the initial disagreement is pushed under the carpet and not managed properly that 
the situation can fester and conflicts spiral’ “ACAS”   
Conciliation is the first and most important step in resolving disagreements at work. Most 
disagreements in the work place are minor; all parties should aim to resolve any 
disagreements through conciliation before the disagreement escalates to an emotional 
level.   
Usage of the terms ‘bullying’, ‘harassment’ and ‘intimidation’ can be emotive if dealing with 
minor disagreements. It may be better to say – “I don’t feel comfortable with a particular 
situation.”, or, “I feel that you are undermining my authority when you do that.” etc. Most 
people don’t want to harass other people, so should be given the opportunity to change their 
behaviour without it being suggested that they are bullies.   
1 What should I do if I hear a negative comment about an Officer/member of 

staff)?  
1.1  Don’t jump to conclusions, keep an open mind. Members of the public and partner 

organisations may not be content with the response they receive from an Officer, but 
he or she may be delivering Council policy or acting in the Town Council’s interest.   

1.2  If you are concerned about the comment, discuss it with the Clerk to find out more 
information; there is often a simple explanation. An Officer may need guidance on the 
appropriate way to deal with a certain situation.  

1.3 Officers have the right to confidentiality and have the right to be directed in the 
preferred way to deal with a situation or be disciplined privately. This means that if you hear a 
negative comment, this should be dealt with in accordance with the Staff Handbook and this 
guidance. Comments should not be passed on to other Councillors, Officers, or members of 
the public.  
1.4 If the comment comes from another Councillor, you should remind them of this Protocol 
and the correct procedures for dealing with disputes.    
2  What should I do if an Officer complains to me about the behaviour of another 

member of staff?  
2.1 Don’t jump to conclusions, keep an open mind. There are always two sides to every 

story.  
2.2 Once an allegation has been made it must be dealt with correctly. Suggest that the 

Officer raises the matter with the Clerk directly. The person about which the allegation 
has been made has the right to put their side of the story. They also have the right to 
be able to admit they made a mistake and make amends. Something minor can 
become very serious if rumours and gossip circulate without investigating the truth.  

  (Follow up at a later date with the Clerk to check outcome).  
2.3  If they don’t feel comfortable raising it with the Clerk you must make it clear that if the 

matter is to be resolved it has to be raised. They should be told that they should refer 
to the staff handbook for guidance.  



2.4  As a Councillor, the only person you can discuss this with will be either the Chairman 
of Personnel or the Clerk. Once an allegation has been made it must be investigated.   

3 What if the matter is serious and relates to the Clerk?  
3.1  If the matter relates to the Clerk and involves a situation which amounts to anything 

that could lead to gross misconduct, it should be reported to the Chairman of Personnel 
immediately and should not be repeated to anybody else. The Chairman of Personnel 
will raise it directly with the Clerk. Where appropriate take advice from the Council’s 
HR advisors, NALC, ACAS and the Council’s Solicitors.  

4 Can Councillors discuss staff behaviour after the exclusion of press and public 
at Council Meetings?  

4.1  A Member should not raise matters relating to the conduct or capability of an Officer in 
a manner that is incompatible with the objectives of this Protocol.  This is a long 
standing tradition in public service. An Officer has no means of responding to such 
criticism in public. If a Member feels that they have not been treated with the proper 
respect, or has any concerns about the conduct or capability of an Officer, it should be 
raised, in the first instance with the Clerk, who is the head of the paid staff.    

4.2   Even after the exclusion of press and public, and unless it is a specific Agenda item, 
Councillors cannot use a Council meeting to bring up an issue regarding the conduct 
of an Officer or to make an allegation regarding a member of staff.  There is a proper 
procedure for dealing with discipline and grievance, and this must be followed.  

4.3  Officers have a right to confidentiality and have the right to amend their behaviour with 
the minimum of people being aware.        

5 Should Councillors discuss concerns regarding individual Officers privately 
between themselves?  

5.1  Any concerns a Councillor has with an Officer should be dealt with in the proper way 
using the proper procedure. Respect should be given to staff confidentiality and 
protecting their professional reputation. When discussing Officers, Councillors must be 
careful not to make slanderous comments. Making disparaging comments about 
somebody in their profession could be considered slanderous.     

5.2  While it is only human nature to, from time to time, comment on individual members of 
staff without this being malicious or in any way defamatory, Councillors need to make 
sure that innocent comments do not develop into latent harassment. If something 
concerns you, you need to raise it in the proper way.    

6)  What will happen if an Officer is not happy with the behaviour of a Councillor?  
The Clerk will raise this directly with the Councillor concerned.  The types of behaviour 
which staff are likely to be unhappy about are:  

• Dealing with minor mistakes and errors in a disproportionate 
manner.     Eg: a mistake is spotted on the website or other incorrect 
information sent out to the public.  This should be raised quickly with the 
Clerk so that it can be corrected.  It would be disproportionate, for example, 
to copy all Councillors in to an email where you highlight the mistake.  

  
• Coercing an Officer to follow a particular course of 
action.                         The Officers work for the Council as a whole. If the 
Clerk doesn’t feel he has delegated authority to follow a particular course 
of action, Councillors must respect this and put the matter to the Council. 
Even if 10 Councillors wanted the Clerk to take a particular course of action 
(and would win a vote at a Council meeting), if the Clerk feels that he 
doesn’t have the authority without Council approval, this must be 
respected.    

As with staff, Councillors have a right to confidentiality and have the right to 
amend their behaviour with the minimum of people being aware  

How should Councillors deal with concerns or complaints relating  
to staff conduct or behaviour.  



  

  

  

  

  
  

  

  



  

  

  
  

  

  
  
  
If after going through this process, a Councillor is not satisfied with the response they receive 
from the Clerk, they should raise this with the Chairman of the Personnel Committee to discuss 
further with the Clerk.   
Decision making process outside the Council Meeting  
  
Councillors should use the following process when dealing with issues of concern, which relate 
to policy. If Councillors are at anytime unhappy with the response they are getting from staff, 
they should contact the Clerk directly to discuss their concerns.       

  
  

  

  



  

  

  

  

  

  

  



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



 

 



 

 



 

 



 

 



 



 

 



 

 



 

 



 



 



 



 


