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Swaffham Town Council

Minutes of the Human Resources & Governance Committee held on 25th January 2021 at midday using zoom link.
Cllr Members Present:
Cllr W Bensley (In the Chair) 
Cllrs J Anscombe, G Edwards, C Houghton, J Skinner
Town Clerk: 
Mr R Bishop
Minute Taker:
Mrs C Smith
1. Apologies and reasons for absence.

None all present
2. Declarations of Interest.

None received.
3. To agree the minutes of 20th October 2020. 

The minutes were agreed and signed as a true record by the chairman.
4. Report on outstanding actions
Cllrs discussed succession planning, this item would be on the agenda in future months. RB agreed to re-circulate the staffing comparison document. 

5. Annual review of HR Policies:
· NEW – EH (M) 004 Maternity, Adoption and Shared Parental Leave Policy

· NEW – EH (O) 001 Out of Hours Working Policy

· REVIEWED – EH (C) 008 Capability Policy and Procedure

· REVIEWED – EH (G) 002 Gifts and Hospitality Policy

· REVIEWED – EH (P) 002 Performance Management and Appraisal Policy

· REVIEWED – EH (S) 002 Sharps Policy

· NEW – EH (S) 003 Smoke Free Policy

· REVIEWED – EH (T) 002 Training & Development Policy

· REVIEWED – EH (M) 002 Member and Employee Protocol

· NEW – EH (C) 001 Child Protection Policy

· NEW – EH (E) 001 Equality & Diversity

· NEW – EH (L) 002 Lone Working Policy

The policies listed had been redrafted or reviewed, it was agreed to accept and adopt the policies.
It was agreed to accept and adopt the listed polices..

· NEW – EH (B) 001 Bullying and Harassment Policy

· NEW – EH (G) 001 Grievance Policy and Procedure

· REVIEWED – EH (C) 009 Communications Policy
Following concerns raised that policies EH (B) 001 Bullying and Harassment, EH (G) 001 Grievance Policy and Procedure and EH(C) 009 Communications Policy would limit the ability of Councillors to share confidential information; it was agreed to refer these policies to Full Council in February for consideration. It was noted that the communications policy had already been considered and agreed by full council and the only change was to include a disclaimer at the end of emails. Cllr Anscombe would review the point.
It was agreed to refer policies EH(B)001, EH(G)001 and EH(C)009 to February Full Council for consideration.

Admission to Meetings Act Public Bodies) 1960:

CONFIDENTIAL BUSINESS following the exclusion of the Public and Press:

6. Late or Urgent Matters
None received.

7. To receive issues arising from notes of the staff meetings October 2020 to January 2021
The Town Clerk outlined the changes in working practises that have occurred over recent months. The Committee noted that the majority of Cllrs had been supportive of staff dealing with the changes in working practice and environment. There were also, personal issues as some staff were dealing with family bereavement and covid repercussions.
8. Timesheet Analysis summary, including updates on staff illness/absence records
The Town Clerk reported the toil levels there were no immediate concerns. Accumulation of annual leave was discussed and would be reviewed before the end of the year. The possibility of carrying over more than the 5 day usual allowance was discussed.
It was noted that the Market Superintendent hours were currently reported by decreasing a yearly total. This would be reviewed to a less complicated report in line with other staff reports.

It was noted that the sickness absence calendar needed to be updated to show a current period of absence.

9. Annual Salary Budget and issues relating to a fixed term post ending in June 2021 and any other potential changes 
Councillors noted the budget would be discussed and agreed at the Finance meeting on Wednesday. A draft salary budget allowing for 2 incremental rises and ½% rise in employer pension contributions would take the salary budget from £318,869 in 20/21 to £320,488 in 21/22.
Cllrs noted the that the project officer post would need to be finalised. At present 15hours/week had been budgeted for. It was agreed that a review of the post would be conducted starting with agreeing the job description. 
Cllrs noted a request to join the pension scheme and considered the policy going forward. It was agreed that all employees were entitled to join the scheme and pay in their own contributions. It was also agreed that the Town Council would abide by the statutory requirements and make the employers contribution where required. It was reported that employer’s contributions would not be made where employees earn less than £520/month. This would be checked with Norfolk Pensions to ensure that statutory duties were carried out.

It was agreed to facilitate requests by employees to join the pension scheme. Employers contributions would be made according to statutory requirements.

Councillors noted that there were other potential changes to working practises post covid that included hybrid working. A review of roles and issues related to succession planning would be considered and remain on the agenda for the next few meetings.

10. Proposal to disband the HR committee and revert all HR issues to Full Council

Councillors considered the proposal to revert HR to Full Council. The proposal was 
brought as the remit of the HR committee was dealing with the cost of Town Hall services. 
These costs represented the largest share of Council budgets and it was suggested that 
all Councillors should have an input to these matters. Concerns were expressed that HR 
matters dealt with personnel and personal matters and it would not be good practice for 
these to be dealt with by a wider group of Councillors.

It was agreed by majority vote that the HR committee would not revert to Full Council.
11. Report re on-going grievance.

The Town Clerk reported that he would leave the meeting at this point. Cllr Edwards was 
also asked to leave the meeting, he declined to leave the meeting voluntarily and asked 
that this be minuted, he also asked which policy stated that he should leave. 

It was proposed that the item be taken off the agenda as Cllr Edwards refused to leave.

It was agreed to remove the item from the agenda.
14. To agree date for next meeting and items for a future agenda: 
Monday, 1st March 202112 noon to discuss appraisals
Monday 12th April 2021
Meeting closed at 13.05pm 

          _____________Chairman

Initials: _____     


