
 

Cinque Port Town of New Romney 
 

         Town Clerk’s Office 

         Town Hall 

         New Romney 

         Kent TN28 8BT 

 
               Tel: New Romney 01797 362348 
        Mrs C. Newcombe 

              Town Clerk 
 
 

 

Ref: CN/3005                                                           18th March 2025 

 

 
Dear Councillor, 

 

Meeting of the Personnel Committee  
A Meeting of the Personnel Committee will be held in the Assembly 

Rooms, Church Approach, New Romney on Tuesday 25th March 2025 
commencing at 10.00am. The favour of your attendance is requested. 

Yours sincerely, 

 

C. Newcombe 

 

Mrs. Catherine Newcombe - Town Clerk and Responsible Financial Officer 

Email: town.clerk@newromney-tc.gov.uk  

 

The afore-mentioned meeting will commence at 10.00am.  

Members of Public are welcome to join this meeting. However, a number of 
matters discussed by the Personnel Committee are likely to be discussed in 
private and confidential session due to their sensitive nature and relevance to 
individual members of staff. Members of Public and Press and Council 
Members who are not Members of the Personnel Committee will be required to 
leave the meeting at that time. 
 
PLEASE NOTE: New Romney Assembly Rooms and New Romney Town Hall 
have restricted access for people with limited mobility; please enquire for 
details. 
 
 
 
 
 
 
 

mailto:town.clerk@newromney-tc.gov.uk


 

 

PUBLIC PARTICIPATION AT TOWN COUNCIL MEETINGS  

1. Who can participate in this New Romney Town Council meeting?  

All Members of the Public may attend this meeting, except at such times 

as certain sensitive personal, legal or contractual matters may be 

considered in private and confidential session, when Members of the 

Public will be required to leave the meeting. 

Agendas and reports for meetings will be available at least 3 working 
days and usually 7 weekdays before the date of the meeting on the 

Town Council website. Any supplementary sheets will be available the 

day before the meeting and can be viewed at www.newromney-tc.gov.uk  

 

 

THE LAWS OF LIBEL AND SLANDER  

• These laws are very strict.  

• If, in public, you say something about a person that is not true, even if 

you believe it to be true, you may be sued and have to pay 

compensation. Therefore, you need to be very careful about any 
criticism you wish to make of people in any written submission to the 

Council.  

• Councillors are able to speak more freely and bluntly while in Council 

or Committee meetings than members of the public.  

• You, as a member of the public, do not have the same protection.  
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PERSONNEL COMMITTEE MEETING 

TUESDAY 25th MARCH 2025 AT 10.00AM 

 

AGENDA 
  

1. APOLOGIES:   
To receive the apologies of councillors unable to attend and 

approve reasons for absence. 
 

2. DISPENSATION TO PARTICIPATE:   

To receive and note any applications granted by the Town Clerk, 

on behalf of the Town Council, for dispensation to participate in 

Meetings of New Romney Town Council. 
 

3. DECLARATIONS OF INTEREST:   

Councillors to declare any Disclosable Pecuniary Interests or 

Other Significant or Personal Interests they may have in items on 

the agenda for this meeting. 
  

4. MINUTES (Encs*): 

(i) To approve the minutes of the especial Personnel Committee 
Meeting held on 21st January 2025 (Attached hereto*). 

 

(ii) To approve the minutes of the especial Personnel Committee  

Meeting held on 12th February 2025 (Attached hereto*). 

  

5. CLERK’S REPORT (Encs*): 

To receive and note the Clerk’s Report* on Personnel Matters, if 

available (To follow).  

 

6. FINANCIAL MATTERS: 

Personnel Budget Comparison Report 2024-25 

To receive and note the updated Personnel Budget Comparison 

Report for 2024-25, if available. 

 

7. SALARIES REVIEW: 

To receive and note the output report of the recently 

commissioned independent Review of New Romney Town Council 
Salary Scales undertaken by the LCC (Local Council Consultancy) 

in accordance with NJC process and the accompanying Clerk’s 

report and consider recommendations therein. 

 

8. STAFF VACANCY: 

(i) To approve Job Description and Person Specification for new 

post of Maude Community Centre Caretaker / Cleaner. 



 

(ii) To approve details of recruitment advertisement in respect of 

the afore-mentioned staff vacancy. 

 
(iii) To confirm contract basis of afore-mentioned post 

 

(iv) To authorise the Clerk to undertake all such actions as are 

required to facilitate and implement the recruitment process with a 

view to appointing successful candidate(s) at the earliest 

opportunity. 

 

9. EXCLUSION OF PUBLIC AND PRESS: 

To consider exclusion of public and press in accordance with 

Standing Order No.34 (a), which states that ‘in view of the special 
and confidential nature of the business about to be transacted, it is  

advisable in the public interest that the public and press be 

temporarily excluded [from the meeting] and they are instructed to  

withdraw’ due to the fact that the following agenda items may 

relate to matters of a sensitive nature regarding individual Town 

Council Staff and / or Members. 
  

10. STAFF MATTERS (Encs*): 

(i) Councillor/Staff Protocols 

To receive and note the Clerk’s confidential report, if relevant and / 

or available, and take any such action as may be deemed 

necessary thereon. 

(ii) Annual Review of Staff Absences 

To receive and note the schedule of staff absences for 2024-25 
(To follow) and take any such action thereon as may be deemed 

appropriate. 

 

11. CONCLUSION OF PRIVATE SESSION: 

 To consider concluding private session, if applicable. 
 
 
 

Mrs. Catherine Newcombe  -  Town Clerk  
 
Copied to Personnel Committee Members:   Councillors: P Thomas, J Rivers, P Coe, J Davies and 
Rev Cn S McLachlan 
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MINUTES 

Of 
An Especial  Meeting of New Romney Town Council’s Personnel Committee  

Held in the Assembly Rooms, New Romney 
on Tuesday 21st January 2025 

Commencing at 10.03am 
 

PRESENT:   Councillors J Rivers, P Thomas, P Coe and J Davies 
    

 
 
In the Chair:  Councillor P Thomas 
 
In Attendance: Town Clerk             - Mrs C Newcombe 
    
    
 

479/2024-25 APOLOGIES FOR ABSENCE 
  None. 
 

480/2024-25 DISPENSATION TO PARTICIPATE 

No new requests for Dispensation to Participate had been processed 
by the Town Clerk. 

 

481/2024-25 DECLARATIONS OF INTEREST 

 None. 
 

482/2024-25 EXCLUSION OF PUBLIC AND PRESS 

@10.04AM, having considered the nature of matters to be discussed 
under Agenda Item 7 and, in view of the fact that personal information 
that may identify one or more individuals was to be discussed, it was, 
in accordance with the Public Bodies (Admission to Meetings) Act 
1960: 

 
PROPOSED BY: Councillor Coe 
SECONDED BY: Councillor Davies 

 
RESOLVED UNANIMOUSLY – that ‘in view of the special and 
confidential nature of the business about to be transacted, it is 
advisable in the public interest that the Public and Press be 
temporarily excluded and they are now instructed to withdraw.’ 
 
NB: There were no members of press or public present at that time. 
 

483/2024-25 STAFF MATTERS 
(i) Councillor / Staff Protocols – Councillor Complaint 
The Clerk’s confidential report regarding a formal complaint received 
following the Full Council meeting held on Monday 13th January 2025 
was duly received and noted. 
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Having considered the nature of the complaint and the provisions of the 
NRTC Complaints Procedure, which require that efforts should be 
made to resolve any complaint informally in the first instance, it was: 
 
PROPOSED BY: Councillor Coe 
SECONDED BY: Councillor Davies 

 
RESOLVED UNANIMOUSLY – that the Chairman of the Council 
shall write to the Councillor identified [as subject of the complaint] 
regarding behaviour at Council meetings. 
 
(ii) Personal Staff Matter 
Having duly considered the Clerk’s confidential report regarding a 
personal staff matter, it was: 
 
(a) 
 
PROPOSED BY: Councillor Rivers 
SECONDED BY: Councillor Coe 

 
RESOLVED UNANIMOUSLY – that a 12-month unpaid sabbatical 
be hereby approved in respect of the Planning Clerk post, subject 
to identified conditions pertaining to a required notice period. 
 
(b) 
 
PROPOSED BY: Councillor Davies 
SECONDED BY: Councillor Thomas 

 
RESOLVED UNANIMOUSLY – that (i) a previously interviewed 
candidate [as identified to those present] be invited to apply for the 
temporary post of Planning Clerk, if interested; (ii) the Clerk be 
authorised to undertake all such actions as may be required to 
advertise a fixed-term (13 month) temporary vacancy for the post 
of Planning Clerk and (iii) in consultation with the Chairman of the 
Council and the Chairman of the Personnel Committee, to make 
all necessary arrangements to undertake an interview procedure. 
 

484/2024-25 CONCLUSION OF PRIVATE SESSION 
  @10.37AM, it was: 
 

PROPOSED BY: Councillor Rivers 
SECONDED BY: Councillor Coe 

 
RESOLVED UNANIMOUSLY – that the private and confidential 
session be hereby concluded. 
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The Chairman thanked those present for their attendance and 
participation and the meeting then concluded @10.37AM. 
 

 
 
NB: All documents referred to herein are available for perusal on 
request, except for those documents of a sensitive / legal nature 
discussed in private session, including documents relating to staff 
matters which remain Private and Confidential in accordance with Data 
Protection legislation. 

 
Minutes prepared by the Town Clerk 
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MINUTES 

Of 
An Especial  Meeting of New Romney Town Council’s Personnel Committee  

Held in the Assembly Rooms, New Romney 
on Wednesday 12th February 2025 

Commencing at 11.00am 
 

 
PRESENT:  Councillors J Rivers, P Thomas, P Coe, Rev Cn McLachlan and 

J Davies 
    
 
In the Chair:  Councillor P Thomas 
 
In Attendance: Town Clerk             - Mrs C Newcombe 
    
    
 

548/2024-25 APOLOGIES FOR ABSENCE 

  None. 
 

549/2024-25 DISPENSATION TO PARTICIPATE 
No new requests for Dispensation to Participate had been processed 
by the Town Clerk. 

 

550/2024-25 DECLARATIONS OF INTEREST 

@11.00AM Councillor Thomas declared a Personal Interest in Agenda 

Item 7: Appointment of a temporary Planning Clerk as the 
recommended candidate is known to him. 

 

551/2024-25 EXCLUSION OF PUBLIC AND PRESS 
@11.01AM, having considered the nature of matters to be discussed 
under Agenda Item 7 and, in view of the fact that personal information 
that may identify one or more individuals was to be discussed, it was, 
in accordance with the Public Bodies (Admission to Meetings) Act 
1960: 

 
PROPOSED BY: Councillor Coe 
SECONDED BY: Councillor Rev Cn McLachlan 

 
RESOLVED UNANIMOUSLY – that ‘in view of the special and 
confidential nature of the business about to be transacted, it is 
advisable in the public interest that the Public and Press be 
temporarily excluded and they are now instructed to withdraw.’ 
 
NB: There were no members of press or public present at that time. 
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552/2024-25 STAFF MATTERS 

Temporary Planning Clerk Vacancy 
The Personnel Committee duly considered the reported outcome of 
interview in respect of the appointment of Temporary Planning Clerk. 
Having duly noted the recommendation of the interview panel, which 
was to appoint the interviewed candidate as identified to those present 
- in respect of whom two satisfactory references had already been 
acquired - it was: 
 
PROPOSED BY: Councillor Thomas 
SECONDED BY: Councillor Davies 

 

RESOLVED UNANIMOUSLY – that (i) the identified candidate be 
hereby appointed as Temporary Planning Clerk under a 13-month 
fixed-term contract and (ii) the Clerk be authorised to undertake 
all necessary actions to finalise the appointment at the earliest 
opportunity. 

 

553/2024-25 CONCLUSION OF PRIVATE SESSION 
  @11.04AM, it was: 
 

PROPOSED BY: Councillor Rivers 
SECONDED BY: Councillor Davies 

 
RESOLVED UNANIMOUSLY – that the private and confidential 
session be hereby concluded. 

 
 

The Chairman thanked those present for their attendance and 
participation and the meeting then concluded @11.04AM. 
 

 
 
NB: All documents referred to herein are available for perusal on 
request, except for those documents of a sensitive / legal nature 
discussed in private session, including documents relating to staff 
matters which remain Private and Confidential in accordance with Data 
Protection legislation. 

 
Minutes prepared by the Town Clerk 
 

 
 
 
 
 
 



 

 

AGENDA ITEM 5 
 

 

TOWN CLERK’S REPORT – PERSONNEL COMMITTEE MEETING 

25th March 2025 

 
1) In accordance with the resolution of the Personnel Committee 

(minute ref: 483/2024-25), the Chairman of the Council has 

communicated in writing with a Member of the Council about 

behaviour at Council meetings. 

 

2) The temporary Planning Clerk vacancy has now been filled and 
the appointed candidate has commenced in post. 
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AGENDA ITEM 6 
 

 
 

 
 
ACCOMPANYING NOTES FROM THE RFO: 
 
March salaries are included but not March overtime. Year-end adjustments for 
emergency staffing and capital project staffing are not included; these adjustments 
will reduce the clerical salaries figure, therefore, it will come in slightly under budget.  
 

 

 

 

 

 

 

PERSONNEL COMMITTEE   -  BUDGET VS. ACTUAL 19.3.25 2024/25 2024/25
Budget Actual

to 19.3.25

£ £

Admin Salaries - Budget 109,500.00 110,699.16

Eye Tests - Budget 200.00 0.00

Emergency Staffing & Services - Budget (Deputising for Town Clerk + other) 1,000.00 0.00

Civic Attendance Budget (Mayors Sergeant only) 1,800.00 1,893.05

Parish Caretaker / Assistant Caretaker Salaries - Budget 65,000.00 62,466.37

Capital Project Staffing 7,500.00 0.00

Contribution to Staff Gratuity / Pension Fund Cessation Reserve Fund 3,000.00 3,000.00

Contribution to Staff Recruitment & Training Reserve Fund 2,000.00 2,000.00

Contribution to Staffing Provision Reserve Fund 1,000.00 1,000.00

Total Expenditure 191,000.00 181,058.58

Total Income (Capital Deposit Interest)                     7,500.00 0.00

Net Expenditure                                                                          183,500.00 181,058.58

NB: 

March overtime not included.

Adjustments for Capital Project Staffing and Emergency Cover will be made at year end.

Prepared by: Mrs C T Morris BSc (Hons)   19th March 2025
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AGENDA ITEM 7 
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NEW ROMNEY TOWN COUNCIL 

PERSONNEL COMMITTEE MEETING – TUESDAY 25TH FEBRUARY 2025 

@10.00AM 

 

SALARY SCALES REVIEW 

 

A formal review of New Romney Town Council Salary Scales was commissioned due 

to significant development of roles and responsibilities as the business of the Council 

has evolved. 

The professional services of the LCC (Local Council Consultancy) were utilised to 

undertake a thorough review of the staff salary scales in line with the NJC 

assessment model. 

A very detailed output report has now been received, which indicates the salary 

scales at which the Town Clerk and RFO/Deputy Clerk scales should be set, 

together with broader scales within which all other staff salaries should be set. 

The report provides detailed explanations and reasoning to support these outcomes. 

It is made clear that all salaries other than those of the Town Clerk and the RFO can 

be set within the broader scales indicated, based on what is deemed appropriate for 

NRTC. 

Whilst those broader scales are actually the same for the Finance Clerk, 

Facilities/Communications Clerk and Planning Clerk roles – it is actually evident that 

the Planning Clerk role involves more rote duties and is less skills-specific than the 

Finance Clerk and Facilities/Communications Clerk roles. I would, therefore, 

recommend setting the Planning Clerk salary scale just below the salary scale for 

Finance Clerk or Facilities / Communications Clerk within that broader scale range 

that has been advised, as per the current hierarchy of salaries. 

It should also be noted that a very broad salary scale range has been indicated for 

the new role of Maude Community Centre Caretaker/Cleaner, based on a draft job 

description which is to be approved at this meeting – which could be set anywhere 

alongside the Assistant Parish Caretaker Role or the Parish Caretaker Role. Whilst 

this role will not require the skillset of the Parish Caretaker (and, therefore, a scale 

level with Assistant Caretaker could be considered), it will involve regular unsociable 

hours and on-call duties which will not be required of the Parish Caretaker and which 

must be taken account of, thus this scale should be set above that of the Assistant 

Parish Caretaker and, potentially, level with the Parish Caretaker. 

 

As a result of the professional salary scales review, revised scales for the Town Clerk 

and RFO/Deputy Clerk have been determined within the output report to be as 

below: 
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Town Clerk:  SCP 42-45 

RFO/Deputy Clerk: SCP 29-32 

All other scales should fall within the broader identified scales – but should be limited 

to a four point scale to retain parity with the Chief Officer Scales. Having considered 

the points raised above, I would, therefore, suggest that the Personnel Committee 

considers the setting of all other staff salary scales as below: 

 

Job Role Broad Salary Scale 
Range 

Suggested Salary Scale 

Finance Clerk SCP 18 - 28 SCP 22 - 25 

Facilities/Comms Clerk SCP 18 - 28 SCP 22 - 25 
Planning Clerk SCP 18 - 28 SCP 18 - 21 

Mayor’s Secretary SCP 13 - 17 SCP 13 - 16 

Parish Caretaker SCP 13 - 17 SCP 13 - 16 

Assistant Parish Caretaker SCP 7 - 12 SCP 9 - 12 

Maude CC 
Caretaker/Cleaner 

SCP 7 - 17 SCP 11 - 14 

 

Based on the assumption that there will be a small reduction in overtime hours once 

the Maude Community Centre Project is concluded and on the assumption that any 

national pay agreement is now more likely to be in the region of 3% as opposed to 

the previous higher increases of approximately 5% in the past two years due to the 

financial policies of the new government which do not allow it to borrow to cover day 

to day government spending and will, necessarily, therefore, require a much tighter 

rein on public sector pay rises, the RFO has calculated that the adoption of the 

recommended staff salary scales, as detailed above, and transfer of all staff to the 

first point of the relevant new four-point scale will be affordable within the budget that 

has been set for 2025-26. 

2025-26 Approved Personnel Budget: £227,100.00 

Based on afore-mentioned assumptions and suggested salary scales Required 

Personnel Budget 2025-26: £226,825.00 (excluding new caretaker/cleaner – to be 

funded in 2025-26 from Staffing Provision Reserve Fund, as planned) 

In order to present a balanced case to the Committee in respect of adoption of the 

suggested revised salary scales, I must point out that  it is also possible to adopt a 

single salary point approach with flexibility to award additional salary points to 

individual members of staff,  however, this is a very subjective approach to reward 

and remuneration which relies heavily on personal opinion, thus it is a less 

commonly adopted approach. Hence, the Town Council has, to date, adopted the 

more common salary scale approach whereby every staff member is rewarded with 

an annual incremental award subject to satisfactory performance – which is, in fact, 

a much more objective and fair approach, allowing all staff equitable opportunity to 

move through the relevant salary scale over a four-year period until the top of the 

scale is reached. This also provides the Council with a definitive end point to 



26 | P a g e  

 

increasing salaries (notwithstanding national cost of living increases) in respect of 

each staff member. The salary scale approach also provides a very useful tool in the 

recruitment and retention toolbox, since it is immediately evident to new recruits that 

there is scope for salary progression. 

Conclusion: 

Having resolved to commission an independent, formal salary scales review and to 

abide by the output recommendations of that review, it is important that the Council – 

via the Personnel Committee - now adopts revised salary scales with effect from 1st 

April 2025 – subject to the flexibility to consider recommended salary scales for all 

staff roles except for those of the two key officers provided that adopted scales fall 

within the identified broad ranges as per the output report of the Salaries Review. 
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AGENDA ITEM  8 
 

 

NEW ROMNEY TOWN COUNCIL 
 

TOWN HALL 
NEW ROMNEY 

KENT  TN28 8BT 
 
 
 

DRAFT JOB DESCRIPTION 
 
 

JOB TITLE:   MAUDE COMMUNITY CENTRE  
    CARETAKER / CLEANER 

 
RESPONSIBLE TO: THE TOWN CLERK 
 
 
 

PRIMARY FUNCTION 
 
 
 
The Maude Community Centre Caretaker shall be responsible for the locking and 
unlocking of the First Floor Maude Community Hall (including checking of building in 
accordance with insurance requirements) and or the Imbert Room or any other room 
as shall be identified for hire in the Maude Community Centre Annex according to 
any bookings made and for any visits necessary by Tradesmen, Contractors or other 
persons, except for any special arrangements already agreed upon by the Town 
Clerk. 
 
The Caretaker shall also be responsible for the cleanliness of the First Floor Maude 
Community Hall and / or the Imbert Room or other room identified for hire in the 
Maude Community Centre Annex (including kitchen space, toilet area(s) and 
entrance areas and for reporting any maintenance or health and safety issues to the 
Town Clerk. 
 
The Caretaker shall be responsible occasionally for the locking and unlocking of the 
Ground Floor Maude Sports Pavilion (including checking of building in accordance 
with insurance requirements) according to any bookings made by the Town Council 
for use when not in use by the Tenant and for any visits necessary by Tradesmen, 
Contractors or other persons, except for any special arrangements already agreed 
upon by the Town Clerk. 
 
The Caretaker shall also be responsible occasionally for the cleanliness of the 
Ground Floor Maude Sports Pavilion (including changing spaces, toilet and shower 
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area(s), clubroom space and entrance areas and for reporting any maintenance or 
health and safety issues to the Town Clerk. 
 
The Caretaker shall be available via telephone to assist hirers for the duration of the 
hire period. 
 
 

KEY TASKS 
 
1. Unlocking and locking up of Maude Community Centre Community Hall, 

Sports Pavilion or Annex according to bookings made and when access for 
contractors, tradesmen or other persons is required. 

 
2. Checking that all persons have vacated the premises, that the heating and all 

lights are turned off, all windows and shutters are closed and locked, all taps 
are turned off and no running water is evident, all plugs removed from sockets 
(as appropriate – ie small appliances and portable equipment) and all internal 
doors are closed prior to locking up of the Main or Annex building, in 
accordance with insurance requirements. 

 
3. Liaising with Town Hall Staff re bookings, breakages, repair or redecoration 

works, replacement items of equipment and cleaning materials. 
 
4. Liaising with the Town Clerk re health and safety matters. 
 
5. Liaising with the Parish Caretaking Team via a contact book provided to 

ensure the smooth transition between caretaking duty cover (annual leave 
cover) at the Maude Community Centre when required. 

 
6. Liaising with hirers re use of equipment during hire period. 
 
7. Reading electricity and / or water meters and reporting data to Town Hall staff 

as and when required. 
 
8. Turning on / off and setting of heating temperature at thermostats as and 

when required (seasonal). 
 
9. Handing in of items of lost property at the Town Hall. 
 
10. Setting out and clearing away of tables and chairs, stage blocks and / or other 

items of furniture for bookings as and when required. 
 
11. Checking and requesting replenishment of first aid box contents, toilet 
 rolls, paper towels and cleaning products as and when required. 
 
12. Regularly checking itinerary of crockery, kettles, teapots and other kitchen 

utensils to ensure that none have been damaged or removed without 
permission. 

 
13. Cleaning of facilities following hire and routinely, as per the schedule below 
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Cleaning: 
 
Community Hall 
 
Daily: 
Sweep / vacuum hall floor as appropriate; clean toilets / basins and ensure that toilet rolls, hand 
cleaner and hand towels are available; sweep / vacuum front entrance, stairway and landing area. 
 
Clean worktops, sinks and draining boards in kitchen. 

 
Wash / sweep / vacuum kitchen floor as required, at a suitable time to allow drying prior to use if 
necessary. 
 
Ensure that oven / hob, fridge, microwaves are clean and in working order at the start of the day; 
clean as required and report any issues to Town Hall staff. 

 
Check that kettles / urns or other small appliances are in working order at the start of the day and 
report any issues to Town Hall staff. 
 
Ensure that heating is turned on prior to bookings (as required) and turned off after bookings (or when 
cold left on low setting, as appropriate ) and that all lights are turned off (with the exception of the 

emergency light) at the end of a booking.  
 
Ensure that all crockery and kitchen utensils are clean at the start of the day and clean any as 
necessary. 
 

Weekly: 
De-cobweb, clean down tables, dust all general surfaces,  

 
Complete work/time sheet, making any necessary observations. 

 
Monthly:   

Wash down main hall floor, or as required, at a suitable time to allow drying prior to use. Clean / dust 
down all general surfaces, clean interior window surfaces 
 
Clean inside of kitchen cupboards. 

 

Annex Room(s), Kitchen and Toilets / Sports Pavilion 
 
Before and After Ad Hoc Hire Only: 
Sweep / vacuum floor of main hire space prior to / following use, as appropriate 
 
Clean toilets / basins and ensure that toilet rolls, hand cleaner and hand towels are available before 
and after use;  
 

 
Ensure worktops, sinks and draining boards in kitchen are clean prior to and after hire. 
 
Wash / sweep / vacuum kitchen floor as required, at a suitable time to allow drying prior to and/or 
after use, if necessary. 
 

Ensure that small appliances are clean and in working order prior to and after hire period; clean as 
required and report any issues to Town Hall staff. 
 
 
Ensure that heating is turned on prior to hire (as appropriate) and turned off after hire (or when cold 
left on low setting, as appropriate) and that all lights are turned off (with the exception of the 

emergency light) and there is no evidence of running water at the end of a booking.  
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NB: Where cleaning duties require that a step-ladder / mobile platform must be used, 
arrangements must be made for a second person to attend and assist. 
 

All duties to be carried out in accordance with the Town Council’s adopted Health & Safety 
Policy Statement. 

 
14. To cover for other members of Caretaking staff during holiday periods or 
possible sick leave, as required. 
 
15. To carry out any other relevant work or investigations as may be decided by 
the Town Clerk as his/her Line Manager in accordance with Council policy. 
 
16. The Caretaker will be expected to carry out these duties with consideration 
and diligence and will at no time divulge to persons not eligible any Council business 
or matters which are confidential  and execute these duties in accordance with Data 
Protection Act and  other relevant legislation. 
 
 
ADDITIONAL RESPONSIBILITIES 
 
17. The Caretaker shall assist at Civic Events as and when required and 
 having been given due notice, bearing in mind the nature of his/her duties. 
 

-0-0-0-0-0-0-0-0-0-0-0- 
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NEW ROMNEY TOWN COUNCIL 
 

Maude CC Caretaker Cleaner – Draft Person Specification 
 

 Essential Desirable 
 
Education / 
Qualifications 
 

 
 
 
 
 
 

 
 
 
 
Experience 
 

 
 
 
 
 
 

Skills, Knowledge and 
Abilities 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
Physical Requirements 
 
 

 

 

• Good working level of English 
and Maths 

 
 

• Basic Level of Computer 
Literacy for communication 
purposes 

 
 
 
 
 

 

• No essential previous 
experience required 

 
 
 
 

 
 

• Good verbal communication 
skills 

 

• Good telephone manner 
 

• Tact, diplomacy , sensitivity 
and confidentiality 

 

• Ability to use own initiative 
 

• Ability to work under pressure 
and to deadlines 

 

• Strong team player 
 

• Good timekeeper 
 

 
 
 

• Good eyesight with glasses 
worn if necessary 

 

• Good hearing with audio-aid if 
necessary 

 

• Physically fit 

 
 

 

• GCSE English & Maths 
minimum Grade C or 

equivalent 
 

• Good keyboard skills and 
good working knowledge of 
email / internet / Microsoft 

Office for communication 
purposes 

 
 
 
 

• Previous Caretaking  / 
Cleaning Experience 

 

• Previous experience dealing 
with members of public 

 
 
 

• Car Owner / Driver with full, 
clean driving licence 
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Draft Recruitment Advertisement: 
 

 
NEW ROMNEY TOWN COUNCIL                                           

Requires a   
 

TEMPORARY CARETAKER CLEANER(S) 

For a 12 Month Contract  

(with potential for permanent position thereafter) 
 

Duties include: Acting as keyholder / caretaker / cleaner for the new Maude Community Centre, 

Station Road, New Romney - including general cleaning duties; setting up, clearing away and 

providing access for hirers and Town Council events; checking and re-stocking consumables; 

reporting any damages or losses; on-call liaison with hirers. 

 

Hours: [TBC] per week,[ involving regular weekend and / or evening work - TBC] 

Would suit someone with a background in general cleaning / caretaking and / or  

working with the general public  

 

It would be desirable for applicants to be a car-owner/driver – but not necessarily essential  

 

For further information and an application form, contact the Town Clerk at: 

Town Hall, High St, New Romney, TN28 8BT 

 Tel: 01797 362348  

Email: town.clerk@newromney-tc.gov.uk  
 

Deadline for receipt of applications:  [TBC] 

 
 
 
When considering required staff cover for the role of Maude CC Caretaker -Cleaner, 
it is important to recognise that the Maude Community Centre may eventually have 
bookings spanning 9.00am to 11.00pm each and every day of a seven day week 
(albeit that it would hopefully be possible to accommodate an hour during the day for 
unpaid lunch break and an hour late afternoon / early evening for unpaid dinner 
break or multiple half hour unpaid breaks to add up to 2 hours)). 
Allowing for a maximum 2 hours unpaid breaks, this could still equate to up to 12 
hour days, 7 days per week (ie approximately an 84 hour week). 
 
The Staffing Provision Reserve Fund can accommodate a single full time employee 
in the 2025-26 financial year, which could extend to a longer 40 hour week, 
particularly being as the employment would not need to commence prior to July 2025 
(so would cover three-quarters of the financial year). The new appointment(s) will 
then need to be included in the Personnel Budget for 2026-27, so the budget will 
need to be increased to cover at least one additional full time staff member. 
However, if employment is on the basis of a standard contract based on a fixed 
number of hours per week, the Council will need to increase the budget to cover 2x 
full-time members of staff (based on 80 hours of paid cover per week). 
 
 
 

mailto:town.clerk@newromney-tc.gov.uk
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It is reasonable to assume that the Maude Community Centre will not be fully booked 
out during the 2025-26 financial year, since it will be within its first year of opening. 
Therefore, the Council could realistically offer 2x 20 hour part-time 12-month fixed-
term contracts (with a view to offering permanent positions going forward, which 
would enable the Council to cover the entire 7 day week). 
 
Part-time cover could be split as follows: 
1x Sunday, Monday, Tuesday plus Weds morning 
1x Weds afternoon plus Thursday, Friday, Saturday 
OR 
1x Sunday, Monday 
1x Tuesday, Wednesday, Thursday 
1x Friday Saturday 
 

The Staffing Provision Reserve Fund current balance stands at £47,275 plus 25/26 
contribution £1,000. Based on a 40 hour week at SP11 (2024 rate + 2%), by the time 
you add on Employers pension & NI the annual figure comes out at approx. £41,207, 
so the reserve fund is only able to cover 1 x 40hrs employee (or multiple part-time 
employees up to a 40hour equivalent cover) 
 
Looking to the future, it is also realistic to assume that increase in bookings for the 
Maude Community Centre will be reasonably gradual, so in 2026-27, it would be 
necessary to provide for, potentially, 60 hours caretaking cover (as opposed to 80 
hours) and then a further increase to 80 hours in 2027-28. This will still, however, 
represent, an increase on the Personnel Budget in the region of £60,000 before 
taking into account other incremental increases, so this is a point to recognise when 
budgeting for 2026-27. 
 
An alternative option, which might assist in limiting increases in the Personnel 
Budget over the next two to three years would be to consider use of zero hours 
contracts – only paying for hours actually worked, based on submission of weekly 
time sheets; however, use of zero hours contracts is generally frowned upon 
whereby it can be avoided. Less so, if minimum guaranteed hours are included in 
such a contract. This could also be achieved with standard contracts identifying 
minimum contracted hours plus contractual overtime up to a maximum 7 additional 
hours per day, as and when required. 
 
So, in 2025-26, if 3x part-time employees were appointed, temporary zero hours 
contracts or standard contracts with identified contractual overtime could provide for 
1) Sun, Mon – Min 10 hours guaranteed  2) Tues, Weds, Thurs – Min 15 hours 
guaranteed 3) Fri, Sat – Min 10 hours guaranteed. If bookings were low initially, this 
would save 5 hours paid time per week. In such instances where bookings were 
more frequent, additional hours would be payable at basic rate over and above the 
minimum guaranteed hours (with the exception of bank holidays which would be 
payable at a higher rate) – based on the weekly time sheet that is provided to the 
employee to include allowance for required cleaning duties and caretaking duties. 
 
Fixed-term 12 month contracts, in the first instance, would allow the Council the 
opportunity to review how this is working practically and financially. If zero hours 
contracts with guaranteed minimum hours or standard contracts with minimum 
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contracted hours and identified contractual overtime are working well, then this could 
be taken forward into permanent contracts. 
 
Actions: 

• To approve draft Job Description and Person Specification for post(s) of 
Maude Community Centre Caretaker – Cleaner 

• To approve details of Recruitment Advertisement 

• To confirm contract basis of employment in respect of the afore-mentioned 
post(s) 

• To authorise the Clerk to undertake all such actions as are required to 
facilitate and implement the recruitment process with a view to appointing 
successful candidate(s) at the earliest opportunity. 


