
 
KIDDERMINSTER TOWN COUNCIL    
Wyre Forest House 
Finepoint Way 
Kidderminster  
DY11 7WF 

 
13th February 2026 

 
A meeting of the STAFFING COMMITTEE will be held in the COUNCIL CHAMBER, 
KIDDERMINSTER TOWN HALL at 6:00PM on 19th FEBRUARY 2026 when Committee 
Members are summoned to attend. 
 
Signed:  Hugh Peacocke,  Chief Executive Officer 
 
 
Membership: Councillors: L. Carroll, B. Connor, G. Connolly, H. Dyke (Chairperson) and                 
F. Oborski, S Hollands, D Hine. 
 

AGENDA 
 

1. Apologies for absence 
 
2. Declarations of interest 

To receive declarations for items under consideration on this agenda in accordance 
with the Localism Act 2011 and The Relevant Authorities (Disclosable Pecuniary 
Interests) Regulations 2012. Members are reminded that should you declare a 
pecuniary interest at a meeting, it is your responsibility to inform the Monitoring Officer. 

 
3. Minutes (Appendix 1) 

To approve the minutes of the meeting of Staffing Committee held on  
15th December 2025. 

 
4. Code of Conduct for Employees and Volunteers (Appendix 2) 

To approve a Code of Conduct for Employees and Volunteers. 
  

5. Flexible Working Policy (Appendix 3) 
To approve a Flexible Working policy for the Council’s employees. 

 
6. Town Hall Caretaker (Appendix 4) 

To approve the recruitment of a Town Hall caretaker. 
 

7. Volunteer Co-ordinator (Appendix 5) 
To approve a contract for services for a volunteer co-ordinator. 
 

8. Forward Work Programme (Appendix 6) 
To note the forward Work Programme for the Committee and consider any additions 
 

9. Exclusion of the public and press 
The following items will be likely to disclose exempt information relating to personal 
matters and it is, therefore, RECOMMENDED that pursuant to the provisions of the 
Public Bodies (Admissions to Meetings) Act 1960, the public and press be excluded. 
 

10. Other Staffing updates 
A) Arrangements for Call-out duty- To approve  arrangements for “Out of Hours” call 

out.  
B) Review of Job Descriptions- Town Hall Manager and Town Hall Facilities Officer 
C) To receive any other updates and approve recommendations arising. 

           
office@kidderminstertowncouncil.gov.uk 

www.kidderminstertowncouncil.gov.uk 
01562 732680 
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Signed: ……………………………….                         Date: …………………………… 

 

 
APPENDIX 1. 

KIDDERMINSTER TOWN COUNCIL 
 
Minutes of the Staffing Committee of Kidderminster Town Council  
held at 6.00 pm on 15th December 2025 

 
Present: Councillors: Helen Dyke (Chair), Liam Carroll, George Connolly, Doug Hine,          

Bernadette Connor, Steve Hollands and Fran Oborski. 
 

In Attendance: 
Hugh Peacocke, Chief Executive Officer, Matt Smith, Town Hall Manager and           
Curtis Fudge, Town Hall Business Development Lead. 

 
32. APOLOGIES FOR ABSENCE 

N/A 
 
33. DECLARATIONS OF INTEREST 

None declared 
 
34. MINUTES 
 

RESOLVED: That the minutes of the Staffing Committee meeting held on  
3rd December 2025 were a correct record and duly signed by the Chair.   

 
35. Town Hall Staff Structure 

The Chair advised the meeting that she was disappointed that the Committee had 
to be recalled so soon after their last meeting on 3rd December. The CEO said that 
that officers were sorry that the Committee had to meet again so soon after the last 
meeting but this was dictated by the urgency of the situation around the Town Hall 
staffing team.  
 
The meeting received a report from Mr. Curtis Fudge, the Business development 
Lead for the Town Hall, outlining the requirement for a new post of Events and 
promotions Co-ordinator. He told the meeting that there already 140 events booked 
for 2026, which could rise to 225 events per annum. The post approved last week 
did not provide sufficient resources to staff this level of activity and the Council 
faced financial and reputational risks. There was also a risk to the health and 
wellbeing of the current staff, dealing with this workload.  
 
RESOLVED:  

A) To approve the appointment of a full-time Events and Promotions Co-
ordinator for the Town Hall, subject to the terms and conditions set out in the 
Job Description Form and  

B) To authorise officers to progress the recruitment and appointment, subject to 
the approval of the CEO. 

36. FORWARD WORK PROGRAMME 
 Members noted the forward Work Programme for the Committee.  
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Signed: ……………………………….                         Date: …………………………… 

 

 
 
 
37. EXCLUSION OF THE PUBLIC AND PRESS 

RESOLVED that pursuant to the provisions of the Public Bodies (Admissions to 
Meetings) Act 1960, the public and press be excluded, due to confidential personal 
information being disclosed. 
 

38. OTHER STAFFING UPDATES 
A) The CEO advised the Committee that a complaint had been made regarding the 

dismissal proceedings taken against a former employee. The Committee noted 
the recommended response from the Council’s HR advisers. 

B)  Employee Code of Conduct- the CEO told the meeting that he was working to 
ensure that officers maintained high standards and that after consulting staff he 
would bring a Code of Conduct for Employees to the next Committee meeting. 

C) Working from home -The CEO told the Committee that to bring clarity and 
guidance in this matter, that he would consult staff and bring a draft policy for 
their approval. The default position would be that employees worked from their 
Council offices but that the Council would be reasonable and flexible in relation 
to requests to work from home.  

 
 
The official business of the meeting concluded at 7.00 pm. 
 
 
Signed: ___________________   Date: ______________ 
            Chairman    
 
 

3



APPENDIX 2. 

KTC Employees’ and Volunteers’ Code of Conduct 

This code applies to all employees and volunteers of Kidderminster Town Council. 

When on duty for the Town council and/or in the Town Hall, all will be seen as  
Ambassadors for the Town Council and are required to demonstrate the following 
principles: 

1. Respect –  

Treat all colleagues, clients, and stakeholders with dignity and consideration. 
Embrace diversity and foster an inclusive environment.  

2. Honesty –  

Communicate transparently and truthfully in all interactions.  Avoid conflicts of 
interest and disclose any potential biases.  

3. Professionalism –  

Maintain a high standard of work and adhere to company policies.  Dress 
appropriately and conduct oneself in a manner that reflects positively on the 
organisation.  

4. Integrity –  

Uphold ethical standards and take responsibility for your actions.  Report 
misconduct or unethical behaviour promptly.  

5. Collaboration –  

Work cooperatively with team members and value their contributions.  Provide 
constructive feedback and support for collective success.  

6. Accountability –  

Be accountable for your performance and commitments.  Accept constructive 
criticism and seek continuous improvement.  

7. Confidentiality –  

Protect sensitive information and respect privacy rights.  Share information 
responsibly and only with authorised individuals.  

8. Compliance –  

Adhere to all applicable laws, regulations, and company policies.  Participate in 
mandatory training and stay informed about relevant guidelines.  

This Code of Conduct is a foundation for promoting a positive and ethical workplace.  

The Council will work to ensure that all understand the importance of these principles 
through regular communications, training and discussions.  

In the case of employees, breaches of the Code may be subject to disciplinary 
proceedings. 
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APPENDIX 3. 

KTC Flexible Working Policy 

 Purpose: To provide employees with the ability to balance work and personal 
commitments while maintaining productivity and contributing to the Council's success.  

Scope: This policy applies to all employees, subject to management approval based on job 
responsibilities and team needs.   

Key Components  

1. Default Position:  

A) Working Hours: Unless otherwise approved by management, the working hours of 
all employees are: 

Monday to Thursday : 9.00 AM to 5.00 PM, with 30 minutes allowed for Lunch break 

Friday:                          9.00 AM to 4.30 PM, with 30 minutes allowed for Lunch break 

B) Place of Work: Unless otherwise approved by management, all employees shall  
work form their designated office. 

2. Flexible Hours – Where approved by management, employees may adjust their start 
and end times within a specified range, between 7.30 AM and 10.00 AM start times and 
3.30 PM to 18.00 PM finish) 

3. Remote Work - Employees may work from home or other locations as agreed upon 
with their manager. Regular check-ins and communication are required to ensure 
alignment on tasks and responsibilities.  

4. Compressed Workweeks - Employees may opt to complete their full-time hours in 
fewer days (e.g., work 37 hours in 4 days) with prior management approval. This 
arrangement should not negatively impact team operations or client services.  

5. Job Sharing - Two employees may share the responsibilities of one full-time position, 
splitting hours and duties. Both employees must coordinate schedules and 
communication effectively.  

6. Request Process - Employees must submit a formal request for flexible working 
arrangements to their manager. Managers will evaluate requests based on business 
needs, employee performance, and team dynamics.  

7. Trial Period - New flexible arrangements may be subject to a trial period to assess 
effectiveness and impact on performance. Adjustments can be made based on 
feedback from both the employee and the manager.  

8. Review and Evaluation - Regular reviews will ensure that flexible arrangements 
continue to meet Council and employee needs. - Employees are encouraged to provide 
feedback on the policy to foster continuous improvement.  

9. Responsibilities - Employees are expected to maintain productivity, meet deadlines, 
and remain accessible during agreed-upon hours. Managers should provide support 
and resources to facilitate successful flexible work arrangements.   

10. Conclusion - This policy aims to encourage a healthy work-life balance while 
ensuring that the Council meets its goals. All employees are encouraged to discuss 
their flexible working needs openly with their managers. This flexible working policy 
can be customised based on Council culture and specific employee needs. 
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APPENDIX 4. 

KIDDERMINSTER TOWN COUNCIL 

JOB DESCRIPTION AND PERSON SPECIFICATION 

Job Title: Town Hall Caretaker 

Salary: £31,000 per annum 

Section: Kidderminster Town Hall 

Post No: KTC 3.6 

Hours: 25 per week ( flexible working, minimum attendance of 3 days per week) 

 
PURPOSE OF JOB 

To support the day-to-day operation, maintenance, safety and security of Kidderminster 
Town Hall, ensuring the building and its surrounds are clean, presentable, safe and 
appropriately set up for events, meetings and civic use. 

The post holder will work under the direction of the Town Hall Facilities Officer and 
assist in maintaining the Town Hall as a well-managed public and events venue. 

 
REPORTING RELATIONSHIPS TO OTHER POSTS 

The post holder will be line managed by the Town Hall Facilities Officer and will be 
accountable to the Town Hall Management structure. 

The post holder will work closely with other Town Hall staff and support contractors as 
required. 

 
REQUIREMENTS IN RELATION TO EXPERIENCE, EDUCATION, SPECIAL 
QUALIFICATIONS AND TRAINING 

Essential 

• Experience in a caretaking, facilities, maintenance or similar operational role 

• General awareness of Health & Safety procedures 

• Ability to carry out hands-on, practical tasks including manual handling, minor 
repairs and general maintenance tasks 

• Reliable, punctual and flexible approach to working hours 

• Ability to safely carry out physical duties, including manual handling 

• Ability to work independently and follow instructions 

• Experience of opening, closing and securing buildings 

Desirable 

• Experience working in a public building, events venue or community facility 

• First Aid and/or Fire Marshal training (or willingness to undertake training) 

 
 6



 

MAIN DUTIES AND RESPONSIBILITIES 

Operational Support 

• To assist the Town Hall Facilities Officer and Management team in the efficient 
and effective day-to-day operation of the Town Hall. 

• To support the preparation, set-up and breakdown of rooms for meetings, events 
and functions in line with Health & Safety procedures and timescales. 

• To assist with stewarding and basic event support when required. 

Building Security & Safety 

• To assist with opening and locking up the Town Hall, including setting and 
checking security systems, as directed. 

• To help maintain the safety and security of the building, its users and contents at 
all times. 

• To report defects, hazards or incidents promptly to the Town Hall Facilities 
Officer or Manager. 

• To assist with routine checks such as fire exits, alarms and safety equipment as 
required. 

Cleaning & Maintenance 

• To carry out general cleaning and housekeeping duties to ensure the Town Hall 
and its surrounds are well presented. 

• To undertake cleaning tasks outside normal contracted cleaning, such as litter 
picking, cleaning fridges/freezers, light fittings and high-level cobweb removal. 

• To carry out minor building repairs and basic maintenance tasks as directed. 

• To assist with weekly and monthly checks including first aid boxes, alarms and 
meter readings. 

Liaison & Support 

• To assist the Town Hall Facilities Officer in supervising contractors on site, such 
as cleaners, security or maintenance staff. 

• To provide a helpful and professional presence for hirers, performers and 
members of the public when on duty. 

• To support the provision of refreshments or basic hospitality for events when 
required. 

General Responsibilities 

• To undertake training relevant to the role, including Health & Safety, Fire Safety or 
First Aid, if required. 

• To carry out any other reasonable duties consistent with the role, as directed by 
the Town Hall Facilities Officer or Management. 

 

 

 

 7



 

GENERAL CONDITIONS 

This job description is not exhaustive and is subject to change. The post holder may be 
required to perform other duties appropriate to the role to support the effective 
operation of the Town Hall. 

All duties must be carried out in a manner which promotes equality of opportunity, 
dignity and respect for all employees and service users and is consistent with the 
Council’s Equal Opportunities policies. 

The Council reserves the right to review and amend this job description in consultation 
with the post holder. 
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APPENDIX 5. 

Report to Staffing Committee: Contract for Volunteer Coordinator Services 
 

Date of Meeting: 19th February 2026 

Author: Matt Smith 

Date of Report: 13/01/2026 

Summary 

This report seeks approval to engage a Volunteer Coordinator in a consultancy 
capacity for one day per week following the completion of the Heritage Lottery 
Project in March 2026. The service will provide continuity, strategic coordination, and 
operational support for volunteer engagement across all Town Council services.        
The NLHF project has performed the Volunteer Coordinator role to a high standard 
during the Heritage Lottery Fund project, providing a strong evidence base for the 
proposed appointment. 

Background 

During the Heritage Lottery Project, Kidderminster Town Council successfully 
recruited and supported a significant volunteer cohort. This role has been central to 
engaging the community, supporting events, improving visitor experience, and 
building capacity across services. 

The project has successfully recruited, inducted, trained, and supported more than 
20 volunteers, The volunteers were effectively deployed across events, visitor 
services, and project activity. The Coordinator has demonstrated strong 
organisational skills, clear communication, and a proactive approach to volunteer 
welfare, resulting in high levels of volunteer engagement, retention, and positive 
feedback from both volunteers and officers. Her work has been integral to the 
smooth operation of the Heritage project, improved visitor experience at the Town 
Hall, and strengthened the Council’s relationship with the local community. 

As the Heritage project concludes, the demand for volunteer coordination will 
continue and increase as the Town Hall becomes fully operational and the Council 
expands its civic, cultural, and community activity. 

Current Situation 

Prior to the NLHF project, previous attempts by the Town Council to attract 
volunteers had failed, where the NLHF project has succeeded. At present, there is 
no dedicated Town Council-wide volunteer coordination capacity beyond the 
Heritage project end date. Volunteer recruitment and management currently sit 
across multiple service areas, creating risks of inconsistency, duplication, and 
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reduced volunteer experience. Without a central coordinating role, opportunities to 
expand volunteering, improve community engagement, and support events and 
public realm activity may be lost. 

The Volunteer coordinator will have no further role with the Council after the  
Heritage Lottery Project concludes in March 2026. It is likely that this will lead to a 
rapid decline in the number of volunteers working with and available to the Council. 

Options 

• Option 1 – Appoint a Volunteer Coordinator on a consultancy basis 
(recommended) 
This option provides continuity, retains specialist expertise, and delivers a 
single point of coordination for volunteers across all services at a modest cost. 

• Option 2 – Distribute volunteer coordination across existing staff 

This would add pressure to existing roles, reduce effectiveness, and risk 
inconsistent volunteer management. 

• Option 3 – Do nothing 
This would result in fragmented volunteer management, reduced capacity to 
support events and services, and potential reputational risk. 
 

Expected Outcomes 

• A coordinated, inclusive volunteer program across Town Council services 

• Improved volunteer recruitment, retention, and satisfaction 

• Increased capacity to deliver events, civic functions, and public realm activity 

• Stronger community engagement and participation 

Volunteer support and involvement with other services provided by the Council             
( Remembrance Sunday, Christmas events, Town Centre Floral displays, other 
parks and public realm projects) 

Success will be measured through volunteer numbers, retention, event support 
outcomes, and officer feedback. 

Vision 2025–2029 

The proposal directly supports the Council’s Vision and Strategy 2025–2029 by: 

• Encouraging community participation and civic pride 

• Supporting inclusive access to volunteering opportunities 

• Strengthening partnerships and local engagement 

• Enhancing the delivery of Council services through community involvement 
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Consultation 

Informal consultation has taken place with relevant officers, including the Town Hall 
Events Team, the Civic and Community Events Manager and the Public Realm 
Manager, who support the continuation of a coordinated volunteer function. The 
Town Council has also supported the idea, with a budget provision of £10,400 for 
2026-27. 

Risk Assessment 

Without a dedicated volunteer coordination function, volunteer recruitment, 
deployment, and support may become fragmented across services, leading to 
reduced volunteer engagement, inconsistent standards, and potential reputational 
risk for the Town Council, particularly in relation to public-facing events and Town 
Hall activity.  Appointing a Volunteer Coordinator on a consultancy basis provides 
clear accountability, consistent management, and continuity, reducing operational 
and reputational risk while supporting effective service delivery. 

Legal 

The Council has authority under the General Power of Competence to enter into a 
consultancy agreement. The arrangement avoids employment or volunteer status 
risks by clearly defining independent consultant terms. 

Financial and Resources 

The cost is £200 per week (£10,400 per annum). This represents a cost-effective 
alternative to employing staff and avoids add  on costs such as pension and National 
Insurance. It would also reduce in less TOIL (Time Off In Lieu) being accumulated by 
the council’s officer team, further increasing our resources and capacity. Provision 
for these costs has been included int eh Council’s budget for 2026-27. 

Environmental / Climate 

Volunteers can support environmentally positive activity within parks and public 
spaces, contributing indirectly to biodiversity and sustainability goals. Some 
volunteers may have specialist knowledge in this area, which would be valuable to 
the Council. 

Equality and Diversity 

A coordinated approach supports inclusive recruitment and access to volunteering 
opportunities for all sections of the community. 

Crime and Disorder 

Increased volunteer presence at events and public spaces contributes positively to 
community safety and stewardship. 

 

11



 

Health and Safety 

The role supports safe volunteer engagement through consistent induction, training, 
and adherence to Council policies. It will also contribute to a safer space at Town 
hall and Civic Events.  

Action Plan 

Action                          Responsible         Deadline 

Commence contract        Town Council        April 2026 

Six-month Review    Staffing Committee        October 2026 

Follow-up 

Delivery will be regularly monitored through officer oversight and reviewed each six 
months by reporting to the appropriate committee. 

 

Conclusion and Recommendation 

It is recommended that the Town Council approves the awarding of the contract for a 
Volunteer Coordinator on a contract for services basis for one day per week at a rate 
of £200 per day, commencing April 2026, to support volunteer engagement across 
all Town Council services and delivery of the Vision and Strategy 2025–2029. 

 

Appendices 

Appendix 1 – Consultancy Agreement (Volunteer Coordinator) 
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APPENDIX 5.2 

Contract for the provision of Volunteer Coordination 
Services 
This Agreement is made between: 

Kidderminster Town Council (“the Council”) 

and 

(“the Consultant”) 

 

1. Purpose of the Agreement 

The Council wishes to engage the Consultant to provide volunteer coordination and 
support services following the completion of the Heritage Lottery Project in March 
2026. 

2. Status of the Consultant 

The Consultant is engaged as an independent consultant and not as an employee, 
worker, or volunteer. The Consultant is responsible for all tax and statutory obligations. 

3. Term 

This Agreement shall commence on 1 April 2026 and continue unless terminated in 
accordance with Clause 10. 

4. Services 

The Consultant shall provide volunteer coordination services including: 

• Recruiting, inducting, and supporting volunteers across all Town Council 
services 

• Recruiting volunteers for Town Council events, including front-of-house roles 

• Supporting the Civic and Community Events Manager 

• Supporting the Public Realm Manager with parks and public spaces 

• Acting as a point of contact for volunteers 

• Working in partnership with the Council to help deliver the Town Council’s Vision 
and Strategy 2025–2029 

5. Time Commitment 

The Consultant will provide services for 8 hours per week. 
 

6. Fees, Payment and Variations 

The Council shall pay the Consultant £200 per week. 

The maximum fee shall not exceed £200 per week unless agreed in writing. 

Invoices shall be submitted monthly in arrears and paid within 14 days. 

Any variation to fees, days, or services must be agreed in writing. 
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7. Monitoring and Review 

The consultant shall provide a monthly report to the Town Hall Manager and The 
Corporate Services Manager. This Agreement and the Consultant’s performance shall 
be reviewed every six months or sooner if required by the Council. 

8. Confidentiality 

The Consultant shall maintain confidentiality of all Council information. 

9. Termination 

Either party may terminate this Agreement with four weeks’ written notice. 

10. Governing Law 

This Agreement shall be governed by the laws of England and Wales. 

 

Schedule 1 – Services and Outputs 

The Consultant will: 

• Maintain a coordinated approach to volunteer recruitment and retention across 
Council services 

• Support safe, inclusive, and well-managed volunteer engagement 
• Provide advice and guidance on volunteer best practice 
• Support delivery of events, civic functions, and public realm activity 
• Contribute to strategic objectives through volunteer involvement aligned to the 

Vision and Strategy 2025–2029 

On a monthly basis provide the Council with details of the volunteer resources 
available to the Council 

Every 6 months the consultant will present a review report on the resources available, 
any issues around the programme and any recommendations to recruit/ retain suitable 
volunteers for the Council 

 

Signed on behalf of the Council: 

Name: 

Role: 

Signature: 

Date: 

 

Signed by the Consultant: 

Name:  

Signature: 

Date: 
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APPENDIX 6 . 

Kidderminster Town Council 

Work Programme for Staffing Committee Meetings for the Municipal Year 2025/26. 

Standing Items on each (ordinary meeting) agenda: 
1. Apologies
2. Declarations and Dispensations
3. Approval of Minutes of previous meeting
4. Questions/ Petitions from members of the Public

Other items of Business 
Meeting 
Date Item 
9 June 
2025 

Committee Terms of Reference 
To note 
Appointments of Business Development Lead and Corporate Services Manager 

October 
2025 

Pay Award from 1st April 2025 (Appendix 2) 
To Approve payment of the award to the Council’s employees. 
Public Realm and Operations Team for devolution proposals 

Chief Executive Officer Performance Management  
To appoint a panel for the Annual Appraisal of the CEO 

3 December 
2025 

Staff Budget for 2026/27 
To make recommendations in this matter 
Chief Executive Officer Performance Management 
To consider the recommendations from the Panel for Performance Management and 
Appraisal of the Council’s Chief Executive Officer. 
Staff Appraisals 
To receive a report from the CEO on staff appraisals 
Training and development policy for staff and councillors-review 

15 December 
2025 

Town Hall Staff Structure 

Feb 26 Review of JD for Town Hall Manager and Town Hall Facilities Officer 

Code of Conduct for Council employees and Volunteers 

Out of hours Call out 

Town hall caretaker 

Flexible working 

Volunteer co-ordinator 

Future  Employment Policies/ Handbook 

Ongoing review 

Dec 2026 To Review the Expenses Policy for Staff and Councillors. 
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