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New Buckenham Parish Council 

13 February 2018 

Item 12 

 

Clerk’s Working Hours and Expenses 

 

Clerk’s Working Hours  

1. As was reported at the last meeting, the expenditure on the clerk’s salary in the current 
year has been significantly more than budgeted for. Had I restricted my hours to 7 per 
week (as set out in my contract) the budget would have been sufficient, including the 
cost of the employer’s pension contributions. In the event, I have been assiduous in 
keeping a check on the hours I have spent on Parish Council work by the use of a mobile 
phone App, partly to ensure that I did claim for any extra hours I worked (as Councillors 
encouraged me to do), but also out of curiosity to see how much time it would take me to 
do the job to the best of my ability. Since April, I have spent on average 9.4 hours a 
week on Parish Council business. 

2. The 7 hours in the contract does seem to equate to the hours the previous clerk was 
paid for over the last year or so of her employment with NBPC. Some of the additional 
hours may have been down to my doing things for the first time, and taking longer at it 
than I might do in the future. Some was certainly related to burials administration as we 
have had a very busy year with the cemetery, as the accounts demonstrate. Each burial, 
or request for a memorial takes time to process, and there is a cost to that (but with 
additional income also flowing into the Cemetery account) 

3. The work of a parish clerk can be unpredictable, and it is very difficult to compare one 
clerk’s workload with another. The question for the Council is whether to regard the 7 
contracted hours as “what it should take to do the job”, or to ask the question “how many 
hours a week do we want (or can afford) to pay the Clerk to do?” The council has several 
options of how to deal with this issue: 

a. Insist that the clerk only works his contractual hours. 
b. Continue as at present, with any extra hours being claimed on an monthly basis, 

and the Chair receiving a report on actual hours worked once a quarter 
c. Amend the Clerk’s contractual hours to either 9 or 10 hours a week (9.4 hours 

rounded up, or down) and budget accordingly. 
 

4. Option A would reduce the budget and provide certainty from month to month on both 
sides.  

5. Option B would require the budget to be set at more or less the level that is proposed in 
the budget document. It does, however, in a perverse way make me less effective 
because I have to calculate payments not only for myself but also to the pension fund on 
a monthly basis, draw the cheque and take it to the bank. 

6. Option C would give both sides certainty. A standing order could be set up for the 
pension fund. If this were chosen, I would be happy to review my hours quarterly and 
make any adjustments on a quarterly basis. The only payments that would have to be 
made at the monthly meetings would be expenses. However, as these are predominantly 
mileage, which is quite predictable, this element could also be paid by standing order 
(perhaps with an allowance for one trip to the village a month, in addition to the monthly 
parish council meetings). 

7. The following table sets out how I have arrived at the figure in the Budget. This 
incorporates the likely 2% pay increase for local authority staff. It is based on my current 
point on the local government salary scale. The Council has to consider whether to grant 
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me an increment on the anniversary of my appointment, but I would be happy to forgo 
that at this point, given the other changes suggested.  
 

      
21.5% 

 
2% 

 
weekly yearly monthly 

Current 
hourly 
rate 

Annual 
Salary Pension 

Annual 
Cost 

Pay rise 
18/19 

Contractual 
hours 7 364 30.33333 10.739 

   
3,909.00  

      
840.43  

   
4,749.43  

   
4,844.42  

Average 
hours 
(rounded 
down) 9 468 39 10.739 

   
5,025.85  

  
1,080.56  

   
6,106.41  

   
6,228.54  

Average 
hours 
Rounded 
up 10 520 43.33333 10.739 

   
5,584.28  

  
1,200.62  

   
6,784.90  

   
6,920.60  

 

8. At the budget setting meeting on 9th January the Council agreed a budget and precept 
including the last figure in the above table, which allows for my hours to be officially 
raised to 10 hours. That does not mean that the Council is obliged to do that, only that 
the budget permits it. From a personal standpoint, your Clerk does feel that some 
increase in hours is justified, but whether that is to 9 or 10 per week is less important 
than the certainty of knowing what my salary will be from month to month.  

9. I would envisage any new arrangement operating on the basis of quarterly reviews with 
the Chair, on the assumption that only exceptional additional hours would be paid for. It 
should thereby be possible to have a single Standing Order, with cheques only being 
required for expenses. The same applies to the pension payments, which would then be 
predictable and capable of being dealt with by a monthly standing order. 

Quarterly Analysis 

10. I had not provided the Chair with the promised quarterly report on my hours before the 
last meeting, as a result of which a decision on this matter was, quite rightly deferred. I 
have now carried out an analysis of the period from April – December, which is set out in 
Appendix A to this report. Please note, the figures in the table relate to hours 
worked, not days! 

11. The headings have changed over the nine months as I have got better at using the App 
to give more meaningful information than, for instance “admin”. By the third quarter I had 
started recording dealing with emails and taking and making phone calls as 
“correspondence” unless they relate specifically to, say agenda drafting or burials 
administration.  

12. The picture painted is quite consistent. There is a dip in the number of hours worked in 
the second quarter, but this includes August when I had three weeks holiday and there 
was no Council Meeting. 

Expenses 

13. One item of expenditure that I have not yet requested, but which is allowed for in my 
contractis the provision of a sum to reflect the use of my office at home, and the cost of 
telephone and broadband. I note that the previous clerk was paid £25 a month for this, 
but this only referred to the use of a room in her home for an office. I would like to ask 
that the Council agree to a £35 per month payment to include a notional contribution 
towards mobile, and home phone and broadband. If this were agreed, I would set up a 
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single standing order to cover both this and my regular salary payment. Councillors may 
also like to consider a regular monthly payment within the standing order to cover 
mileage to and from the village. An allowance for two return trips to New Buckenham to 
Diss would seem appropriate (I need to come to the village for council meetings, and I 
feel it is good practice to try and get here at least once a month in daylight hours, even if 
I do not have any specific business to deal with.  
 
Recommendations: 

a) That the Council consider which of the options in paragraph 3 above to adopt with regard 
to the Clerk’ salary; 

b) That a monthly payment of £35 to the clerk be made with effect from 1 January 2018 to 
reflect the cost of the use of his home office, home phone, mobile phone and broadband 
on Council business; and 

c) To consider the suggestion of a standard monthly mileage payment to cover two return 
trips to New Buckenham per month, to be included in the Clerk’s monthly standing order. 

 

 

Trevor Wenman 

Parish Clerk 

 



New Buckenham Parish Council

Item 12 - 13 February 2018

Appendix A

Summary of Clerk's working hours April - December 2017

Quarter 1 April - June 2017

Sum of Worked Column Labels

Row Labels Accounts Admin Agenda drafting Bank correspondence Correspondence Holiday Meeting prep Minutes Meeting Grand Total

Grand Total 27.84 50.96 12.8 0.22 7.04 5.6 3.53 9.96 10.43 128.38

Hours Per week 9.88

Contracted hours 90.99

Extra hours 37.39

Quarter 2 July- September 2017

Sum of Worked Column Labels

Row Labels Accounts Admin Agenda drafting Bank correspondence Burials admin Correspondence Holiday Meeting prepMinutes Meeting Grand Total

Grand Total 3.85 44.85 15 1.29 10.24 1.05 22.4 5.94 6.82 7.45 118.89

Hours Per week 9.15

Contracted hours 90.99

Extra hours 27.9

Quarter 3 October - December 2017

Sum of Worked Column Labels

Row Labels Accounts Admin Agenda drafting Bank correspondence Burials admin Correspondence Holiday Meeting prepMinutes Research Site visit Meeting Grand Total

Grand Total 36.42 21.23 17.02 2.88 3.55 19.5 5.6 0.33 8.07 3.08 3.83 9.15 130.66

Hours Per week 10.05

Contracted hours 90.99

Extra hours 37.39


