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HAILSHAM TOWN COUNCIL 
POST OFFICE COMMITTEE 

 
 

MINUTES 

of the meeting of the Post Office Committee, 

held at the Fleur-De-Lys Meeting Room, Market Street, Hailsham, BN27 2AE  

On Thursday 19th June 2025 at 5.30 p.m. 
 

POC/02/

01 

Election of Chair and Deputy Chair 
The committee RESOLVED to elect Cllr Mary Laxton as Chair of the Post Office Committee 
for the 2025-2026 municipal year and RESOLVED to elect Cllr Colin Mitchell as Deputy 
Chair for the same term. 
 

02 Public Forum  
No members of the public were present 
 

03 Present:  
Cllrs Paul Holbrook, Mary Laxton and Colin Mitchell  
 

04 Officers Present   
J. Harrison (Town Clerk), E. Hastings (Corporate Services Manager) and S. 
Stephens (Post Office Manager) 
 

05 Apologies For Absence   
None had been received 
 

06 Declarations of Interest  

None 

 
07 Balanced Scorecard 

The committee discussed the previously circulated report which contained the most 

recent income figures, remuneration trends information, Operational performance 

information and Google Reviews.  

 

The committee noted the generally positive trend in income growth, although the 

Banking Hub fixed fee was included in the overall figures so the Post Office 

performance on its own should not be lost sight of. It was agreed that this figure would 

be separated out in the report for the next meeting. 

 

The committee also noted that the reviews were generally increasingly positive. For 

the next meeting and report, just the last six months reviews will be included.  

 

S. Stephens also advised the committee of the most recent footfall data; last week 

there had been 2987 transactions, the week before 3139 and before that, 2317.  

 

For the Operational Performance Data, the Trading Period Rollover Result total figure 

of -9221.61 was queried as that did not seem to tally with the figures for the past 12 

months. J. Harrison to query this with the Post Office Regional Manager.  

 

08 Banking Hub Update 
The committee noted that the addition of the temporary Banking Hub to the Post 
office branch was having a positive effect on the performance and income figures 
overall but there was still a need to promote the fact that cash was available at the 
branch, particularly during the middle of the week when cash machines in the town 
tended to run out of cash.  
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J. Harrison to ask Cash Access UK Ltd for official posters for placing in the 
door and window advising that cash was available in the branch. 
 
The committee expressed concern that a permanent location for Banking Hub did 
not appear to have been found by Cash Access yet. The Banking Hub was 
scheduled to be relocated to a permanent location after six months and it was now 
three months since it had opened.  
 
Therefore it was agreed that J. Harrison would request a remote meeting with 
the Banking Hub Operations Delivery Manager to discuss.   
 
Potential uses for the Banking meeting room in the branch were discussed and it 
was agreed that it would be better if this was kept in the branch. The possibility of 
installing a temporary parcel scanning till in the branch for when there are very long 
queues was also discussed. S. Stephens to investigate this.   
 

09 Committee Work Programme 
The committee considered the Work Programme for future meetings as previously 
circulated. It was agreed to add: 
 
Post Office Refurbishment to the 23 October 2025 meeting (S. Stephens had advised the 
committee that there was a need to redecorate the branch as it was now quite old and in 
need of repainting, a new floor etc. It would be necessary to ask HTC Operations and 
Facilities Manager to scope out what needs doing and then present this to the committee 
on this date)  
 
To invite the PO Regional manager to the meetings to see which he could attend and 
then schedule that into the programme.  
 
The need to involve the staff team in meetings was also discussed and it was agreed that 
any PO & BH Staff meetings would be held separately and issues reported to the 
committee on the scheduled dates. It wea also agreed that one additional member of 
staff would be invited to attend the committee meetings, unless confidential items were to 
be discussed that would make this inappropriate.  
 
S. Stephens also extended an invite to the committee to ask them to come into branch 
and observe the staff working to see what they do. An email to be sent to the committee 
for this to take place in September. 
 
An HR Update to be added to the 16 April 2026 meeting so that this was included every 
other committee meeting, although if there were any pressing matters these would be 
added to committee agenda as required. 
 

10 Strategic Plan 
The committee discussed the need to include targets for the Post office and Banking Hub 
in the Hailsham Town Council Strategic Plan which is currently in the process of being re-
written by the individual committees and to be overseen by the Strategy Committee. 
 
The Committee RESOLVED to recommend to the Strategy Committee that the following 
targets be included in the HTC Strategic Plan, with more detail to be worked out by J. 
Harrison.  
 

1. The Post Office and Banking Hub income is grown to ensure it remains a viable 
business with an overall aim to move towards it becoming profitable.  

 
2. To maintain the continued success of the Banking Hub 

 
3. To ensure the Post office staff are effectively managed and the Town Council’s 

policies for line management and appraisals are fully implemented in the Post 
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Office. 
 

4. To ensure the Post office and Banking Hub are maintained as clean, smart and 
presentable environments, with any improvements or amendments identified and 
implemented. 

 
5. To ensure the Community remains satisfied with the services provided in the 

branch and explore additional ways of measuring satisfaction, such as in branch 
satisfaction surveys. 

 
6. To ensure the Banking Hub ‘pod’ is implemented to full use and that the transition 

of the Banking Hub into its permanent site is implemented and managed 
effectively. 

 
11 Confidential Business 

The committee RESOLVED that the press and public are excluded during the 
discussion on the next agenda item as it concerns engagement and terms of service.   
 

12 HR And Staffing Matters 
The committee received a verbal report from S. Stephens and J. Harrison on recent 
staffing matters.  
 
S. Stephens had produced a training matrix to record the training requirements for all the 
staff and also to ensure all staff were fully up to date with the requirements of their role, 
including the opening and closing of the branch.   
 
The committee agreed that a new Air Conditioning Unit would be purchased for the fortress 
area in the branch, that a Sanitary Bin would be installed and that a hand-dryer for the 
branch toilet would also be looked into.    
 
The committee noted that the recent recruits to the team were settling in well. The potential 
impact on the team of moving into a separate Banking Hub location was discussed, how 
that would have to be carefully managed and the potential impact on the Post Office 
Manager’s role.  
 
It was suggested that the Manager of the Shoreham branch be asked to visit the branch to 
offer advice on opening when this occurs.  
 
The committee also discussed whether there was a need for a Deputy or Supervisory roles 
in the branch and this is to be explored in more detail and considered at a future meeting.  
 

  
13 There being no other business, the meeting closed at 6.48pm. 

 
                                                       

                                                                                                            
 
 

___________________________________ CHAIRMAN 
 


