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1.0 BACKGROUND 
 
There has been a protocol developed by the Town Clerk to ensure cover of essential duties during 
their planned/unplanned absence. Following the recent re-grading of roles this has been updated to 
reflect the change in responsibility for the Planning and Facilities Officer as deputy designate.  
 
In addition, there have previously been occasions where staff members have covered more senior 
roles for extended periods without compensation which has caused frustration.  
 
The appended protocol has been drafted by Cllr Forbes and the Town Clerk and is presented for 
committee approval. It details arrangements for: 
 

a) Compensation for staff providing cover to senior roles  
b) The absence of the Town Clerk 

 
 

2.0 DECISIONS REQUIRED 
 
The committee should consider approval of the protocol. 
  



 

 
 

 

PROPOSED PROTOCOL 
 

INTRODUCTION 
 
In the council, like all organisations, there will be occasions when officers/staff [‘people’] will be away; 
this will be either planned (annual leave, training etc) or unplanned (sickness, injury etc).  This Protocol 
applies to all people and occasions but especially focuses on the Town Clerk’s role as chief officer of 
the council. 
 
The Council is sufficiently resourced to cover planned absences.  Anyone should escalate concerns this 
is not the case via their line manager to the Town Clerk who should escalate to the Personnel 
Committee. 
 

GENERALLY 
 
The vast majority of absences will be planned and/or for short periods of time.  People should ensure 
their line manager is aware of any pressing deliverables that cannot await their anticipated return 
date. In such circumstances it would be normal for the next most senior person (as defined by the 
role’s SCP grading) to be requested to carry out the task with support as appropriate from the line 
manager.  This should be considered a professional development opportunity. 
 
For all other activities it will usually be appropriate for messages to be left to await the person’s return 
to work.  Exceptions and concerns to be escalated to line managers. 
 

LENGTHY ABSENCES 
 
In lengthy absences it will no longer be appropriate to leave messages.  Additionally, it will probably 
be appropriate for people to step up to cover the role and/or the council to bring in temporary 
resources.  All such management decisions to be made by the Town Clerk and/or the Personnel 
Committee as appropriate. 
 

COMPENSATION 
 
As time passes people stepping up will tend to be undertaking more and more of the tasks of the 
absent person.  In recognition of this the person stepping up will have a temporary salary uplift as 
follows: 
 

Cover Period  Temporary Salary uplift  

30-59 consecutive calendar days 
 

33% of the salary difference between their own 
actual salary and that of the role they are 
stepping up to at lowest spinal point 

60-89 consecutive calendar days 50% of the salary difference between their own 
actual salary and that of the role they are 
stepping up to at lowest spinal point 

90-119 consecutive calendar days 75% of the salary difference between their own 
actual salary and that of the role they are 
stepping up to at lowest spinal point 

120+ consecutive calendar days 90% of the salary difference between their own 
actual salary and that of the role they are 
stepping up to at lowest spinal point 



 

 
 

 

All substantive absences and temporary working arrangements (salary excepted) should be advised 
as a minimum in the weekly Friday briefing to members and in reports to the Personnel Committee. 
 

ABSENCE OF THE TOWN CLERK 

 
This protocol also applies to and covers the absence of the Town Clerk but as they are the council’s 
chief officer more detail is given to guide officers. 
 
N.B. The Town Clerk’s Administrative Line Manager is the Town Mayor 
 

APPOINTMENT OF LEAD OFFICER  
 
When the Town Clerk is planned to be absent from work for a period three days or longer1, or when 
the Town Clerk is unexpectedly absent and incommunicado, for example during a period of illness, the 
default position is that the Planning and Facilities Officer will fulfil the role of lead officer.  
 
In the absence of the Planning and Facilities Officer, this shall be fulfilled by either the Events Officer 
or Town Centre Manager, such appointment is to be made by the Town Clerk (or the Planning and 
Facilities Officer in their absence) or where this is not possible the default position shall be the Events 
Officer first, Town Centre Manager second. 
 
If the Town Clerk’s unplanned absence is (or is expected to be) longer than two weeks, a meeting of 
Full Council should be convened for the council to formally appoint an officer to serve as Acting 
Proper Officer and Responsible Financial Officer. 
 

DUTIES OF LEAD OFFICER 
 
In periods of planned absence, or where an absence is not expected to last longer than two weeks, 
the Lead Officer is not expected to have to fulfil all duties/workload of the Town Clerk. Their role is 
to ensure the efficient operation of the council during the absence and any non-urgent / non-
important matters can wait until the Town Clerk returns.  
 
Unless they have stated they are incommunicado, the Town Clerk will normally be available to 
provide counsel to the Lead Officer for any matters they need counsel on. 
 
In addition to any express instruction given by the Town Clerk for the absence (when applicable) the 
duties/powers of the lead officer shall be as follows, noting the general principle that non-urgent 
and non-important matters can wait until the Town Clerk returns: 
 

a) To suspend staff in accordance with the council’s Disciplinary Policy, subject to having 

sought counsel from the Town Clerk or Chairman of the Personnel Committee.  

 
b) To act as line manager for the staff managed by the Town Clerk and deal with any matters 

necessary  

 
c) To fulfil the duties/responsibilities of Town Clerk/RFO/Proper Officer as set out in Financial 

Regulations 3.4-3.6, 5.2, 6.1-6.6, 9.5, 10.4, 12.1 and 16.2  

 

 
1 Or a shorter period if he is likely to be incommunicado.  



 

 
 

 

d) To fulfil the duties/responsibilities of the Town Clerk/RFO/Proper Officer as set out in 

Standing Orders 19-22, 50, 83-85, 104, 108-110 

 
e) To fulfil the duties of the Town Clerk in accordance with the following policies: 

a. Cemetery Regulations 

b. Complaints 

c. Disaster Recovery 

d. Market Licensing  

e. Memorial Safety Testing 

 
f) To issue summons for meetings of the Full Council or a committee in consultation with the 

Town Mayor. 

 

COMPENSATION 
 
The above table applies with the following addition 
 

Cover Period  Temporary Salary uplift  

For days from appointment by council until 30 
consecutive calendar days (as above). 

33% of the salary difference between their own 
actual salary and that of the role they are 
stepping up to at lowest spinal point 

 
 
 
 
 

 


