"Hours-16"
National Guidelines for Parish Clerks' Hours 
April 2015
1)
HOURS 2013    Part-Time Clerks' Average MINIMUM WORKING HOURS
from SLCC National Survey 2013

The Clerk magazine Vol.44 No.2  March 2013  on Page 13   Note their typing error :  Col (C)  line a)  28 hrs = 48 hours 


for basic clerical work only so parish work such as burials, play area and streetlights will require extra hours
	Types A-E  →
Hours per month 
Duties 1-6  ↓
	(A)

6 meetings a year
+minimal services
and no other staff
	(B)

12 meetings a year

+minimal services
and no other staff
	(C)

12 meetings a year

+limited services and no other staff 
	(D)

24+ meetings/year

+limited services plus other staff 
	(E)

24+ meetings year

+several services plus other staff

	1)  Servicing Meetings
	2-3
	3-4
	6-8
	6-8
	8-10

	2)  Financial Management
	1-2
	2-3
	1-2
	6-8
	8-10

	3) Administration
	2-3
	8-10
	25-30
	25-30
	25-30

	4)  Answering public queries
	0-1
	0-1
	2-3
	4-5
	8-10

	5)  Managing and supervising staff
	0-1
	0-1
	0-1
	0-1
	4-5

	6)  Other routine office work
	1-2
	1-2
	8-10
	8-10
	8-10

	a) Basic Average MONTHLY hours 
	[6 to 12 = ]

9 monthly
	[14 to 21 = ]

17 monthly
	[42 to 54 = ]

48 monthly
	[49 to 62 = ]

55 monthly
	[61 to 75 = ]

68 monthly

	b) Basic Average WEEKLY hours 
	[1.4 to 2.8 = ]
2 hours a week
	[3.2 to 4.8 = ]
4 hours a week
	[9.6 to 12.5 = ]
11 hours a week
	11.3 to 14.3 = ]
13 hours a week
	[14 to 17.3 = ]
16 hours a week

	c) Total Average WEEKLY hours
	(plus parish work) 
= 3 hours a week
	(plus parish work) 
= 5 hours a week
	(plus parish work) 

= 12 hours a week
	(plus parish work) 
= 15 hours a week
	(plus parish work) 
= 18 hours a week


___________________________________________________________________________________________

2)
HOURS 2003     Minimum Paid Hours for Part-time Parish Clerks
from old SLCC 2003 national survey 


for basic clerical work only:  excluding all parish work such as burials, play areas, halls, lights, extra projects. 

	Band
	Parish Population
	PARISH ELECTORS
	WEEKLY

Paid Hours
	Monthly Paid Hours
	Annual Paid Hours

	1.
	[under 250]
	under 200
	2.9 hours
	12.5 hours
	150 hours

	2.
	[251-500]
	201-400
	4.2 hours
	18.2 hours
	218 hours

	3.
	[501-800]
	401-640
	5.4 hours
	23.3 hours
	280 hours

	4.
	[801-1200]
	641-960
	9.0 hours
	39.0 hours
	468 hours

	5.
	[1201-1800]
	961-1440
	9.8 hours
	42.5 hours
	510 hours

	6.
	[1801-2500]
	1441-2000
	11.5 hours
	49.8 hours
	598 hours

	7.
	[2501-3500]
	2001-2800
	15.3 hours
	66.3 hours
	796 hours

	8.
	[3501-5000]
	2801-4000
	20.3 hours
	88.0 hours
	1056 hours

	"F"
	Full Time
	Full Time
	37 hours
	160.3 hours
	1924 hours


___________________________________________________________________________________________

3)
WORK SCHEDULE 
NINE HOUR WEEK
HOURS PER MONTH
	  1.  Attending the Routine Parish Council Meetings  and pre-meeting preparations: 
	4
	hours

	  2.  Typing up the Minutes of routine parish council meetings and all other meetings:
	3
	hours

	  3.  Preparing Monthly Agendas  collating and organising all items for the meetings:
	6
	hours

	  4.  Preparing Accounts  payments, insurance, budgets, audits, orders, VAT, PAYE:
	6
	hours

	  5.  Other Office Jobs  phone calls, correspondence, other papers, managing website: 
	16
	hours

	  6.  Parish Tasks enquiries, burials, streetlights, play area, maintenance, other work:
	4
	hours

	Note:  NO overtime is paid and so the total nominal fixed paid hours each MONTH: 
	39
	hours



NINE HOUR WEEK:  hours every YEAR   =  39 hours x 12 months  =   an average of
468 hours


So total hours the Clerk works on average each WEEK  =  468 hrs ( 52 weeks =  9 hours per week 


The Clerks Actual Gross Annual Salary  =  £10 hrly  x 9 hours weekly x 52 weeks = £4680 per year 

The national pay scales would give the Clerk £10.83 hrly x 12 hrs wkly x 52 wks = £6757.92 per year 


Signed:   Ian  A. Hutchinson    Parish Clerk    Dated: 1 April 2015
Ian A. Hutchinson   Parish Office  Montford Bridge  Shrewsbury  SY4 1ER    Tel:  01743 850504   Email:  iahutchinson@btinterntet.com
