
 

 

    

ANDOVER TOWN COUNCIL 
Budgets and Staffing Committee Meeting Agenda 

26th September 2019 

 

 

 

To the Members of the Budgets & Staffing Committee:  

Cllr Revd. A Fitchet (Chairman), Cllr V Harber (Vice Chairman), Cllr L Banville, Cllr D Coole, Cllr J Coole,  

Cllr C Ecclestone, Cllr R Rowles and Cllr S Blackmore.  

(copies to all other Members of the Council) 

You are hereby summoned to attend a meeting of the BUDGETS and STAFFING COMMITTEE to be held 

in The Town Council Offices, 68b, High Street, Andover on 26th September 2019 at 5.30 pm when it is 

proposed to transact the following business:- 

 

 

 

Wendy R Coulter 

Town Clerk – 20th September 2019 
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ANDOVER TOWN COUNCIL 
Budgets and Staffing Committee Meeting Agenda 

26th September 2019 

 

 

MEMBERS OF THE PUBLIC ARE WELCOME TO ALL MEETINGS; In line with Andover Town Council’s 

“Recording at Meetings” Policy, Members and the public are requested to note that this meeting will be 

recorded by the Council, and may also be subject to the recording by members of the public. 

 

Item 1: Apologies for Absence 3 

Item 2: Declarations of Interest 3 

Item 3: Minutes of the last meeting 3 

Item 4: Public Participation 3 

Item 5: Motions 3 

Item 6: Audit Timetable 2019/2020 5 

Item 7: Office Management 5 

Item 8: Dates of Meetings 2019/2020 5 

Item 9: Updated protocols for communicating with Officers 5 

Item 10: Finance 5 

Item 11: Date of The Next Meeting 5 

Item 12: Exclusion of the Press and Public 5 

CONFIDENTIAL 6 

Item 13: Staffing Matters 6 

Appendix A: Minutes of the last meeting 7 

Appendix B: Audit Timetable 10 

Appendix C: Office Management 12 

Appendix D: Dates of Meetings 14 
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Appendix E: Protocol for Communicating with Officers 16 

Appendix F: Payments up to 4 September 2019 17 

Appendix G: Payments up to 19 September 2019 19 

 

 

 

Item 1: Apologies for Absence  

To receive and accept apologies for absence.  

Item 2: Declarations of Interest 

To receive and note any declarations of interests relevant to the agenda. 

Item 3: Minutes of the last meeting 

To agree the minutes of the Budgets and Staffing Committee meeting held on Friday 19 July 2019 - 

attached at Appendix A. 

 

Item 4: Public Participation 

There is an opportunity for members of the public to make statements or ask questions on items on 

the agenda or on other items relevant to the Town to which an answer may be given in the meeting and 

recorded in the minutes or, if necessary, a written reply will follow or the questioner will be informed 

of the appropriate contact details. Each person is limited to 3 minutes and the total amount of time set 

aside will be 15 minutes.  

 

Item 5: Motions   

Motion proposed by Cllr S Blackmore and seconded by Cllr R Rowles 

Standard Operating Procedures  

A standard operating procedure (SOP) is a set of step-by-step instructions compiled by an 

organization to help workers carry out sometimes complex routine operations. SOPs aim to achieve 

efficiency, quality output and uniformity of performance, while reducing potential miscommunication 

and failure to comply with public sector regulations. 
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Cllr Blackmore has offered a limited amount of time to assist with this project using his expertise in SOP 

within his role at Mitutoyo (Andover), the company is a world leader in Precision Measurement.  

 

The Motion is to instruct Officers to develop a plan to implement a full set of SOP’s for every operation of the 

Town Council over a period of time (the period of time is to be defined by the Proper Officer presenting this 

Committee with a Project Plan in November 2019).   

The first set of SOP’s will be based on Areas/Functions within the existing Corporate Risk Assessment.   

Each SOP will cover internal processes and those processes which involve communication and activities with 

members of the public and Members of the Town Council.  

Motion proposed by Cllr A Fitchet and seconded by Cllr R Rowles 

Officers Workload 

The Motion is to instruct the officers to maintain a cumulative record of the amount of time and the number 

of requests from Council Members and present this information on a quarterly basis to Budgets and Staffing 

Committee such that it becomes public information.  

Motion proposed by Cllr V Harber and seconded by Cllr R Rowles 

Budget Framework  

In the past the budget process has been extensive and drawn out. This proposal clarifies the parts of 

the process and who is responsible for them.  

The Motion is to define the process as the following (below) with the person or body responsible for each item 

in brackets ( ). To delegate authority to the relevant officers as outlines below.  

1. To produce a report each year which will include (RFO): 

- Timetable for the Budget Process 

- The inflationary predictions to be used  

- Salary Review results, to include: 

  Previous years no pay rise, only first-year 2019 

  Inflationary rise for the past year 

  Additional responsibilities pay increase 

  Pay structure [National Joint Council Grading] 

 

- Maintenance of new and existing Earmarked Reserves [Statutory Earmarked Reserves highlighted]  

- Expected expenditure for current activities i.e. Christmas lights, allotments, grants  

 

2. Committee budgets for next year (Committees).  

 

3. New items for consideration (Budgets and Staffing Committee). 

 

4. Budget recommendation from Budgets and Staffing Committee (Full Council).  
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Item 6: Audit Timetable 2019/2020  

To note the Audit Timetable for Internal and External Audit 2019/2020 – report and timetable attached 

at Appendix B.  

 

Item 7: Office Management  

To receive an update report on the Office Management – attached at Appendix C.  

 

Item 8: Dates of Meetings 2019/2020 

At the request of Full Council, to consider the dates of meetings for 2019/2020 – draft meeting dates 

attached at Appendix D.  

 

Item 9: Updated protocols for communicating with Officers 

To consider updated protocols for Members communicating with Officers – Protocols attached at 

Appendix E.  

 

Item 10: Finance 

To approve the List of Payments up to 4 September 2019 - attached at Appendix F. 

To approve the List of Payments up to 19 September 2019 – attached at Appendix G.  

 

Item 11: Date of The Next Meeting 

To note the date of the next Budgets and Staffing Committee meeting, Friday 8 November 2019, in the 

Upper Guildhall, High Street, Andover, starting at 5.30pm.  

 

Item 12: Exclusion of the Press and Public  

To PASS a Resolution to exclude the Members of the Press and Public from the Meeting at Agenda Item 
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13 due to consideration of confidential staffing matters – Section 11 of LG&HA 1989.  

 

CONFIDENTIAL 

 

Item 13: Staffing Matters  

To consider staffing matters – reports sent under separate cover for Committee Members only.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page 7 of 19                                        ANDOVER TOWN COUNCIL 

 

 

 

Appendix A: Minutes of the last meeting 

A 
 

Time and date 

5.30pm, Friday 19 July 2019 

  

Place 

The Rendezvous, Union Street, Andover 

 

 

Details of Attendance: 

Cllr Revd A Fitchet (Chairman) (P)  

Cllr V Thorp (Vice Chairman) (P) 

Cllr L Banville (A) Cllr S Blackmore (P)  Cllr C Ecclestone (A)  Cllr D Coole (A)  

Cllr J Coole (A)  Cllr R Rowles (P)  Cllr R Meyer (P) (Substitute)  

Cllr D Treadwell (P) (Substitute) 

 

Officers Present:  

Wendy Coulter (Town Clerk)  

Michelle Young (Committee & GDPR Officer) (Taking the Minutes) 

 

Members of the Public: 4 

Members of the Press: 0 

 

Borough & County Councillors present:  

Councillor Z Brooks  

 

Cllr R Meyer attended the meeting as a nominated substitute for Cllr J Coole 

Cllr D Treadwell attended the meeting as a nominated substitute for Cllr D Coole 

 

BS 022/19 APOLOGIES FOR ABSENCE 

Apologies were received and accepted from Cllr D Coole, Cllr J Coole and Cllr C Ecclestone. 

It was noted that Cllr R Meyer had been nominated by Cllr D Coole as his substitute and 

Cllr D Treadwell had been nominated by Cllr J Coole as her substitute. 

BS 023/19 DECLARATIONS OF INTEREST 

There were no Declarations of Interest. 

BS 024/19 MINUTES 
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It was proposed by Cllr R Rowles and seconded by Cllr S Blackmore that the Minutes of the 

Budgets & Staffing Committee meeting held on 21 June 2019 be signed by the Chairman 

as a correct record. 

A vote was taken which was unanimous. 

RESOLVED: That the Minutes of the Budgets & Staffing Committee meeting held on 

21 June 2019 be signed by the Chairman as a correct record. 

BS 025/19 PUBLIC PARTICIPATION 

 Member of the Public 1 (Verbatim from notes submitted): 

There are a number of items regarding the Budget which were not discussed at the 

previous Budgets & Staffing Committee meeting. 

Regarding Item 5 on the agenda, it is not the best way forward shutting the office from 

members of the public. As a public body, you need to be accessible to the public, in 

particular to the allotment holders. 

Item 6 on the agenda regarding mobile phones, is this directed to the councillors and the 

public? 

 

Chairman’s response: 

The use of mobile phones is directed at the Councillors, to ensure a focus during a 

meeting. 

The office will still be accessible to members of the public via an appointment system. 

There was a shortage of time in which to discuss the Budgets, therefore it was easier to 

bring the item to full Council. 

 

Member of the Public 2: 

You seem to be having many substitutions at meetings. We as the public do not know who 

the members are. 

Can you tell me where in your Standing Orders this is? 

 

Cllr R Rowles’ response: 

It is in there and it is valid. 

 

Town Clerk’s response: 

It is up to the members themselves to decide whether to nominate a substitute in their 

absence, we have approached the Solicitors to check. It is legal and above board as long as 

the absent Councillor clarifies and notifies of their choice of substitution. 

 

Cllr Z Brooks commented that whilst Test Valley Borough Council do not have 

substitutions, it is normal practice at Hampshire County Council to have them.  

BS 026/19 OFFICE MANAGEMENT 

 Members noted the Office Management report. 

Members discussed the suggestion of an alternative method of managing the office and 

the benefits of a new door entry system being purchased and installed, which included a 

significant reduction in staff costs. Telephone calls and minor administration for the Town 

Council would be outsourced. 

 

Cllr Revd A Fitchet proposed an amendment to the recommendations that a report be 

produced after a period of three months on the success of the new method of office 

management. 
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It was proposed by Cllr Revd A Fitchet and seconded by Cllr R Rowles that it be 

recommended to full Council to approve a change in managing the office on a day to day 

basis and to approve the cost of a new door entry system from the “New Office 

Equipment” budget and that a report be produced on the success after a period of three 

months. 

A vote was taken, 5 for, 1 abstention. 

RESOLVED: That it be recommended to full Council to approve a change in managing 

the office on a day to day basis and to approve the cost of a new door entry system 

from the “New Office Equipment” budget and that a report be produced on the 

success after a period of three months. 

BS 027/19 USE OF MOBILE PHONES IN TOWN COUNCIL MEETINGS 

Members discussed whether rules should be imposed for the use of mobiles phones in 

Town Council Meetings and Training Sessions. 

It was felt that Councillors’ attention should be entirely on matters at hand and not be 

distracted by personal issues except in extreme circumstances. 

It was proposed by Cllr S Blackmore and seconded by Cllr R Rowles that an additional rule 

be added to the Andover Town Council’s Code of Conduct, prohibiting the use of mobile 

phones during Town Council meetings and Training sessions. 

A vote was taken which was unanimous. 

RESOLVED: That an additional rule be added to the Andover Town Council’s Code of 

Conduct, prohibiting the use of mobile phones during Town Council meetings and 

Training sessions. 

BS 028/19 COMMITTEE WORK PROGRAMME  

Members noted the items on the current Committee Work Programme and requested the 

following additional items to be added: 

13 September 2019 - Review Suppliers Costs. 

BS 029/19 DATE OF NEXT MEETING 

 It was noted that the next Budgets & Staffing Committee meeting would take place on 

Friday 13 September 2019, in the Upper Guildhall, Andover, starting at 5.30pm. 

BS 030/19 EXCLUSION OF THE PRESS AND PUBLIC 
 It was proposed by Cllr S Blackmore and seconded by Cllr R Rowles that the Press and 

Public be excluded from the meeting at Item 10, Staffing Matters, due to consideration of 

confidential staffing matters. 

A vote was taken which was unanimous.  

RESOLVED: That the Press and Public be excluded from the meeting at item 10 due 

to consideration of confidential staffing matters. 

 CONFIDENTIAL ITEMS 

BS 031/19 STAFFING MATTERS 

 Members noted that the Confidential Minutes from the Budgets & Staffing Committee 

meeting held on 21 June 2019 were signed by the Chairman Cllr Revd. A Fitchet, as a 

correct record. 

 

The Chairman closed the meeting at 6.08pm. 

 

 

Chairman          Date 
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Appendix B: Audit Timetable 

B 
Produced for: 

Budgets and Staffing Committee 

Date of Report: 

9 September 2019       

Summary of Key Issues 

To note the timetable for the Internal and External Audit for the Town Council for the Year Ending 31 

March 2020.   

Background 

The Town Council is expected to follow specific dates for the provision of its Year End accounts and 

the Town Clerk has drawn up a timetable to allow for the management of the various aspects of the 

Audit and Year End Annual Return.   

 

Internal Audit and Annual Return Timetable for End of Year 31 March 2020. 

  

Date  Item/Activity Comments  

18 October 

2019 

1st Part of Internal Audit The Internal Auditor will carry out the first part of the 

Internal Audit. An audit will be carried out on the 

Allotment Income, the Minutes will be checked along 

with accounting practices.  

December 

2019/ January 

2020 

2nd Part of Internal 

Audit  

The Internal Auditor will carry out the bulk of the 

Internal Audit in preparation for signing off the Annual 

Return after 31.03.2020 

May 2020 Display Notice  The Notice for the Audit of the Council must be 

displayed for 2 weeks 

May 2020 Preparation for Internal 

Audit  

This usually takes about 3 hours for the Town Clerk to 

gather all papers together for inspection  

May 2020 3rd Part of Internal Audit This will take about 8 hours and will require all the 

Town Council Officers to be on call.  

1 June 2020 Make records available The Council must ensure that all its accounting 

records are available for inspection by the public, if 

requested, for three weeks 

June 2020 B & S Meeting: 

I A Report and Annual 

Governance & 

Accountability Return 

for the Year End 

31.03.2020  

To approve and recommend to full Council the 

recommendations of the Internal Audit Report  

To approve and recommend to full Council the AGAR 

for 2019/2020. 

June 2020 Full Council Meeting: To approve the Internal Auditors report and the 
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I A Report & AGAR Annual Return for 2019/2020. 

By 26 June 2020 Send AGAR to External 

Auditors 

The AGAR includes all the paperwork requested 

including bank statements and variation explanations  

30 June 2020 Annual Return with 

External Auditors  

This is the final date for the AGAR to be with the 

External Auditors  

29 September 

2020 

Publication of the AGAR 

after completion of 

Annual Review  

This is when the Annual Return is open to be viewed 

by the public having been returned from the External 

Auditors with any recommendations or reports. It 

must be published on the Town Council’s website and 

the Notice of Conclusion of Audit must be published 

on the notice board.  
 

Financial Implications  

If the Town Council fails to return papers to the External Auditors by the dates above, there may be 

financial implications up to the value of £350. 

The Fees for the Internal Audit are in the region of £900. 

The Fees for the External Audit are in the region of £930.    

Policy Implications  

The Town Council must comply by the above dates in order to meet its statutory duties.  

As specified by the Accounts and Audit Regulations approval of the accounts must take place by 30 

June 2020.   

Recommendations 

To note the above timetable and implications for the Town Council and its officers.   

 

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 68B, High 

Street, Andover, Hampshire. SP10 1NG.   

Tel: 01264 335592 

Email: townclerk@andovertc.co.uk  

Website: www.andover-tc.gov.uk  

 

Distribution: To all Councillors  

 

 

 

 

mailto:townclerk@andovertc.co.uk
http://www.andover-tc.gov.uk/
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Appendix C: Office Management  

C 
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Appendix D: Dates of Meetings  

D 
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Page 16 of 19                                        ANDOVER TOWN COUNCIL 

 

Appendix E: Protocol for Communicating with 

Officers   E 
          

 

 

 

ANDOVER TOWN COUNCIL 

 

PROTOCOL FOR COMMUNICATING WITH OFFICERS 

 

 If you wish to meet with any of the officers, please make an appointment. 

 

 If any of the officers act as gatekeeper, please respect this. Should your call be urgent, we 

would request that you leave a message or send an email. 

 

 Keep visits on a professional basis due to time limitations. 

 

 Please ensure that you sign in and out of the office upon each visit to the office. 

 

 Minimise visits to the office to Tuesdays, Wednesdays and Fridays. 
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Appendix F: Payments up to 4 September 2019 

F 
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Appendix G: Payments up to 19 September 2019 

G 

 


