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Swaffham Town Council

Minutes of the Human Resources & Governance Committee held on 7th February 2022 at 12 noon in the Town Clerk’s Office.
Cllr Members Present:
Cllr Bensley (in the chair) 
Cllrs J Anscombe, G Edwards, C Houghton 
Town Clerk: 
Mr R Bishop
Minute Taker:
Mrs C Smith
Minute 6
Cllr Bensley

1. Apologies and reasons for absence.

Cllr S Bell - away
2. Declarations of Interest.

None received.
3. To agree the minutes of 6th December 2021
Cllrs agreed the minutes of 6th December 21 as an accurate record of the meeting.
4. Outstanding Actions agreed at previous meetings (except below the line)

Cllrs noted that work was ongoing with the following policies, a FEEP for the barn 
would be added, all would be brought back to the committee for approval.
4.1 
C002 Community Engagement Policy – not an HR policy
4.2 
C006 Out of hours, unsocial hours policy
4.3 
C007 Community Events and unsocial hours
4.4 
F011 FEEP
4.5 
FO11 FEEP – Cemetery
4.6 
I002 Internet Policy

5. Review of HR Policies

5.1. EH (H)002 Lone Working Policy

It was agreed to accept the policy with no changes 

5.2. EH (S)009 Staff Travel & Expenses Policy

It was agreed to accept the policy with no changes 

5.3. EH (G)002 Gifts & Hospitality Policy

It was agreed to accept the policy with no changes 

5.4. EH (S)002 Sharps Policy

It was agreed to amalgamate Sharps and Hazardous Waste Policies with the Health and Safety Policy – RB & JA to work on this.

5.5. EH (T)003 Time off in Lieu & flexitime Policy.

It was agreed to amend the policy and remove a sentence including that ‘overtime would not be paid’.
Cllrs discussed the closure of the office two days before the Christmas break, it was clarified that the days off were taken as annual leave or time off by the staff.

Admission to Meetings Act Public Bodies) 1960:

CONFIDENTIAL BUSINESS following the exclusion of the Public and Press:

12.15pm The Town Clerk and Deputy Clerk left the room.

6. Late or urgent matters at the Chairman’s discretion

A formal complaint had been received, 
Following advice taken from NALC, it was agreed that a panel of 3 Cllrs (Bensley, Anscombe and Houghton) would be convened to deal with the matter.


12.20pm The Town Clerk and Deputy Clerk returned to the room.

7. Notes of staff meetings September and November

Cllrs received the notes of staff meetings.

8. Timesheet Analysis and updates on staff absence
Cllrs received the timesheet analysis and update on staff absence.

It was agreed that in line with last year, double the usual holiday and toil would be allowed to be carried over at the end of the year. 

9. Review of staff structure

The Town Clerk reported that he had spoken to all admin staff regarding the restructure. One of the posts would be filled by a current staff member and the remaining post would be advertised. It was proposed that current staff be asked to cover some extra hours until all post holders were in place. 

It was agreed to advertise an admin post and ask for staff to cover extra hours for up to three months if necessary.
Cllrs discussed pay structure, it was agreed that the Town Clerk would work up a job description/spec and pay scale for the new post to be advertised, it was proposed that the two posts would have equivalent pay scales.

It was agreed that the Town Clerk would update the recruitment documents for the Committee to review and agree in the next couple of days.
10. Confirmation of appointment of Apprentice Communications, Marketing and Events Officer
Cllrs noted that the recruitment process with Swarm had gone well. The appointee had stood out as the best fit for job and would begin work on 28th February. 
11. 
To agree date for next meeting and items for a future agenda: 

Monday 21st March 2022 noon
Meeting closed at 12.55 pm 
                                             _____________Chairman
Initials: _____     


