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 Swaffham Town Council

Minutes of the Human Resources & Governance Committee held on 2nd August 2021 at midday in the Council Chamber.
Cllr Members Present:
 W Bensley (chair) 
Cllrs J Anscombe, G Edwards, S Bell, C Houghton
Town Clerk: 
Mr R Bishop
Minute Taker:
Mrs C Smith
1. Apologies and reasons for absence.

All present
2. Declarations of Interest.

None received.
3. To agree the minutes of 7th June 2021. 

The minutes were agreed and signed as a true record by the chair, it was noted that under minute 12 it had not been noted that the discussion had been about the possible retirement of a member of staff.
4. Health and Safety update 
The Town Clerk reported on various options for home and office working. It proposed that the Town Clerk and Deputy Clerk would arrange to work from home one or two days a week. There would be some overlap days to facilitate good communication. All other members of staff would return to work from the office.
It was agreed that home working would continue one or two days a week for the Town and Deputy Clerk, all other admin staff would return to the office.
5. GDPR issues and Records Retention

It was reported that the records retention work was on-going. 
6. Report on outstanding actions
No issues raised.

7. Annual Review of Policies

The Town Clerk reported that work was ongoing, the Mayor’s contribution was much appreciated. A timetable for when each policy needs to be reviewed would be drawn up as soon as possible.
Admission to Meetings Act Public Bodies) 1960:

CONFIDENTIAL BUSINESS following the exclusion of the Public and Press:

8. Late or Urgent Matters

Concerns were raised that some confidential information was circulated too close to the meeting to allow proper consideration if the issue was complex. It was proposed that Cllrs be informed when any papers became available in the time leading up to a meeting. They would then be able to attend the office and read them beforehand. The Town clerk would check what HR information could be shared by email.
It was agreed that that Cllrs be informed when any papers became available in the time leading up to a meeting. They would then be able to attend the office and read them beforehand. The Town clerk would check what HR information could be shared by email.
9. Issues arising from notes of staff meetings
No issues raised.
10. Timesheet Analysis, updates on staff illness and absence 

Cllrs noted the time sheets, no issues were raised.

11. Notification of impending retirement from full time contract and a request for consideration of part-time employment
Cllrs discussed the current staff structure and received the notice of retirement of a full-time member of staff. The structure of the administration was discussed, and it was proposed that this be considered further at the December HR meeting.
The notice of retirement of a full-time staff member was received for end of March 2022.
It was agreed to consider a request to work on a part time basis at the December HR meeting.
12. Review of Job description for potential communications office and other possible changes and succession planning

Cllrs discussed the post and outlined some of the key factors they would expect 
the role to address. Project work, bid writing and information dissemination with effective use of social media were highlighted. It was proposed that Cllr Anscombe approach a marketing agency to give advice on what sort of service could be achieved for council services.
It was agreed Cllr Anscombe approach a marketing agency to establish what promotional service could be achieved.
13. Information Cllrs would like to see and costs for logging into the server for Councillors from ICO
Cllrs concluded that access to an area of the server where read only files of meeting papers, correspondence and information circulars were stored would be helpful. Information regarding Share point and separate log in to the current system was discussed, the costs of these options were discussed. The Town clerk reported that costs for access to the system would be around £350 a year extra with new access for each councillor and licence changes.
It was agreed to recommend that Cllrs be afforded access to the bronze area of the server to view current documents and stored files.
14. To agree date for next meeting and items for a future agenda: 
Monday 4th October 2021, 12 noon
Meeting closed at 13.35pm 
                                             _____________Chairman
Initials: _____     


