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TC/50/1819 

BRIDGNORTH TOWN COUNCIL 
TOWN COUNCIL MEETING 

TUESDAY 18TH DECEMBER 2018 
LJ/2018 
 
11th December 2018 
 
AGENDA ITEM 15 – COLLEGE HOUSE REVISED OFFICE HOURS  
 
AIM 

1. To consider a proposal to amend the opening hours of College House to the general 

public with effect from Monday 28th January 2019 to encompass being open at lunch.  

 

BACKGROUND 

 

2. The Town Council’s administrative function is conducted at College House and 

employs 7 staff. 

 

3. Current opening hours are: 

a. Monday to Thursday: 9 am to 1 pm and 2pm to 5pm. 

b. Friday 9 am to 1pm and 2 pm to 4.45pm.  

c. Saturday/ Sunday and Public Holidays - Closed 

DISCUSSION/ COMMENT 

4. It has been commented upon that being open at lunchtime might be of benefit to 

residents. 

 

5. Currently we have one receptionist who is also required to deliver services. 

 

6. Having dedicated parts of the working day not available to the general public is likely to 

have some benefits for the administrative work force: 

 Tasks that require some lengthy concentration can be tended to with 

purpose (not being interrupted). 

 Staff meetings can occur without ‘sorry we are closed’ signs being on the 

door. 

 Regular staff meetings can be held (updates following Council meetings).  

 Administrative staff can tend to issues outside of College House including:  

meeting potential clients for room hire, taking meter readings, cemetery visits 

in preparation for interments, building inspections and attend business 

meetings, cash to bank, post to post box, prepare for evening meetings 

without impacting on another member of staff’s priorities. 

 Realistic opportunities to take time off in lieu. 

 Able to undertake training. 

 Ability to support other staff in busy periods (e.g. RFO at end of month/year). 

 Dedicate time to tasks such as updating the Town Council website – 

promoting Council business on Social media. 
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7. Different Councils operate different opening hours, examples lifted from websites 

below: 

 

 Shifnal: - Open daily 10am - 1pm 

 Much Wenlock: - Monday-Friday 9.00am-12noon 

 Market Drayton: - 9.00am to 1.00pm  

 Whitchurch: 09:30 – 16:00 

 Newport: 10 am – 3pm 

 Ludlow: Mon - Thurs: 9:30am - 4pm    Fri: 9:30am - 3:30pm. 
 Broseley:  Public opening: Thursdays 10am - 12noon, Otherwise please 

telephone 01952 882172 or email us from Monday to Thursday 9.30am to 
3pm. 

 
8. Most administrative staff are contracted for 37 hours per week and therefore attend 

work for around 7½ hours per normal working day and each tends to have their own 

individual responsibilities.  Having the opportunity of an hour or 2 in the morning to tend 

to emergencies before engaging the public is extremely useful, as is having some 

dedicated time at the end of the day to close out those tasks that have arisen during 

the day.  Consistent timings for every day of the week are more helpful than the 

traditional ‘Friday we finish earlier’. 

 

9. Closing the office to the public would not mean no interaction with the public; e-mails 

and letters could still be answered but in turn and as appropriate without the need to 

stop if the phone rings or someone visits the Council offices.  

 

10. Clearly emergencies would be addressed in an appropriate manner and not be subject 

to strict opening hours. 

 

11. Any closure would need to cover a reasonable length of time to allow detailed activity 

to occur (30 mins at the start and the end of the day are unlikely to achieve any benefit 

an hour is the bare minimum with 2 being ideal). 

 

12. The relevant admin staff have been asked their views and are agreeable to managing 

lunch hour cover between them to deliver a ‘not closed for lunch’ reception.  

 

13. The answerphone would be switched on during ‘office closed to the public’ hours and 

monitored, with urgent matters being dealt with if and when required. 
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14. Potential options (all Monday to Friday excluding public holidays and seasonal close 

down): 

 

a. 10 am to 1pm – allows some time each morning to tend to crisis/ prepare/ take 

TOIL (following evening meetings) and significant time in the afternoon to 

dedicate to complex matters; might be considered closes too early to capture all 

the lunchtime crowd. 

b. 10 am to 2pm - probably covers the busy part of the day and allows sufficient 

time at the end of the day to address complicated issues and/or take TOIL. 

c. 10 am to 3pm - probably covers the busy part of the day and allows some time 

at the beginning of the day to tend to crisis and end of the day to address issues 

and /or take TOIL  

d. 9 am to 1pm – allows significant time to tackle complicated or lengthy individual 

tasks in the afternoon; probably closes too early to capture all the lunchtime 

crowd. 

e. 9 am to 2pm - probably covers the busy part of the day and allows sufficient time 

at the end of the day to address complicated issues and/or take TOIL. 

 

15. Being open for a continuous period in the middle of the day could offer more useful 

accessibility to the public (able to ring or visit during lunch hour) than the current 

practice of closing between 1pm and 2pm every day.   

 

16.  Any change would require publicising several weeks or a month in advance.  

RECOMMENDATION(s) 

17. It is recommended that the Town Council RESOLVES: 

To amend the opening hours of the Council’s administrative offices to be Monday 

thru’ Friday (excluding public holidays and seasonal closedowns) 10am to 2pm with 

effect from Monday 28th January 2019. 

 

 

 

 

 

Lee Jakeman 

Town Clerk 


