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Minutes of Kingsclere Parish Council  
Personnel Procedure and Policy Meeting PPP 02/25 

Held at 7.30pm on Thursday 18th September 2025 in Kingsclere Library 
 

 
 
Present: 
Cllrs: Cllr Conquest; Gaines; Jonas: Mussett; Peach N and Clerk – Ackrill 
PPP02/25.1 – To Elect a chairman – Cllr Jonas was nominated by Cllr Peach and 2nd by Cllr Mussett. Cllr 
Jonas was happy to stand and all in agreement. Cllr Jonas duly elected as Chairman.  
PPP02/25.2 – Apologies: None  
PPP02/25.3 - Declarations of Interest: None  
PPP02/25.4 - Questions from the Public: None  
PPP02/25.5 – Review of Documents relating to Recruitment of New RFO (Responsible Finance 
Officer):  

5.1 Job Advert – adverts containing details of hours and permanent position had been drafted 
adverts both long online version and shorter version were reviewed with some minor alterations. 
Salary Scale point still to be agreed at OM    

 Action: Clerk to make alterations and bring to next OM  
 Resolved: Both adverts agreed by PPP after alterations take to OM for approval 
 5.2 Job Description (Specification) – It was agreed to refer to document as Job Description,  

An amendment was made to the Administration section; document can them be recommended to 
OM for approval.   

 Action: Cllr Jonas and Clerk to amend Administration section. OM 
 Resolved: Agreed by PPP take to OM for approval 
 5.3 Person Specification – document agreed with no amendments, document to be approved 

at OM. 
 Action: OM agenda for approval 
 Resolved: Agreed to take to OM for approval 
 5.4 Application Form – it was agreed not to use an application form applicants will be asked to 

submit CV and covering letter.  
PPP02/25.6 – Advertising the RFO Position – Clerk had obtained prices for NWN, Society of Local Council 
Clerks (SLCC), Hampshire Association of Local Councils (HALC), Indeed. – Following discussion, it was 
agreed to recommend to OM to place an advert with the SLCC (the Gold Package), Linked In, Indeed, 
HALC, KPC SM and request advert on Kingsclere Community Page.   
 Action: Clerk to place on OM Agenda for approval of expenditure up to £347 Plus VAT (clerk to 
obtain final price) from SLCC for OM and for the Other Free of Charge options to be agreed. 
PPP02/25.7 – Review New Policies in Line with Staff Contracts for recommendation to Full Council 
OM. 
 7.1 Employee Code of Conduct – the draft document was reviewed with no amendments 
 Action: Recommended to OM – Clerk  
 Resolved: Take to OM  
 7.2 Sickness and Absence Policy – the document was reviewed, and Clerk will check out the 

discretionary Council Sick Pay Requirement. Report back to OM.  
 Action – Clerk  
 7.3. Compassionate / Bereavement Leave – the document was reviewed with no amendments. 

Recommend to OM.  
Resolved: Agreed take to OM  

 Action: Clerk OM  
PPP02/25.8 – Health and Safety – nothing was reported  
PPP02/25.9 Matters for Future Consideration from Public Questions: Nothing was raised 
PPP02/25.8 – Date of Next Meeting: 
Monday 6th October 2025 7:30pm in the Village Club. 

 
 
 
PPP02/25.11 Exempt Business – to propose and pass a resolution in accordance with the public 
bodies (admission to meetings) Act 1960 to exclude the public and press for the discussion of the 
following matters where publicity might be prejudicial to the special nature of the business.  
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11.1 RFO – current situation, resignation and handover –       The current RFO has 
submitted her resignation on attending her appraisal on Monday 8th September.  No 
appraisal. The RFO has taken some leave.  No details on handover at this stage. 
Last day the 6th October.  

  11.2 Current RFO Correspondence –   A letter dated 15th September formally accepted 
the resignation.   

 11.3 To discuss arrangements for Locum RFO required to start at earliest 
opportunity – 3 Locums have expressed interest, following discussion it was 
agreed to engage one who is self-employed and recommended through HALC to 
cover the recruitment period. Clerk asked to make contact and arrange start date 
week commencing 22nd September. Clerk’s emergency expenditure will be used for 
their fee until terms can be approved at Full Council on the 29th September.  

11.4 Discuss and draft New RFO Contract and Terms – Pay scale to be agreed at OM 
September. Contract will be drafted by Cllr Peach for discussion PPP 6th October.  

 
 

 
 

Meeting closed 20.58 
 

 
Signed:………………………………..…….……..…..Chairman  Date:…………..………………..… 
 
 
Signed:……………………………………..……………….Clerk  Date:……..………………………. 
 

Distribution: Cllrs: D Conquest; S Gaines; M Hamilton: H Jonas: C Mussett; N Peach and  R Peach;   
Website: www.kingsclere-pc.org.uk. 

http://www.kingsclere-pc.org.uk/

