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Swaffham Town Council

Minutes of the Human Resources & Governance Committee held on 7th June 2021 at midday in the Council Chamber.
Cllr Members Present:
 W Bensley (chair) 
Cllrs J Anscombe, G Edwards, S Bell
Town Clerk: 
Mr R Bishop
Minute Taker:
Mrs C Smith
1. Apologies and reasons for absence.

C Houghton 
2. Declarations of Interest.

None received.
3. Appointment of Chair and Vice Chair for 2021-22

It was proposed that the current chair, Cllr Bensley and Vice Chair Cllr Edwards remain in post.

It was agreed that Cllr Bensley remain Chair and Cllr Edwards remain Vice Chair for 2021/22.
4. To agree the minutes of 12th April 2021. 

The minutes were agreed and signed as a true record by the chair.
5. Health and Safety update 
The Town Clerk reported that until firmer guidance was released by Government it was unclear if all restrictions would be lifted on 21st June. How people would work after lockdown was discussed along with the benefits of working from home as well as regular office cover The Town Clerk reported that the office was manned and those people that needed to come in and meet with the town Clerk or deputy could make an appointment. Most contact was now virtual, and it was envisaged that this would continue with contact from BDC and NCC. It was proposed that a plan be presented and discussed at the August HR meeting.
It was agreed that a plan for office/home working be presented and discussed at the August meeting.
6. GDPR issues and Records Retention

It was reported that the records retention work was on-going and would not be completed until more staff were back in the office.
7. Report on outstanding actions
No issues raised.

8. Annual Review of Policies

The Town Clerk reported that work was ongoing and a time table 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:

9. Late or Urgent Matters

IT Systems Cllrs discussed the software systems and agreed that these needed to be as up to date as possible. It was raised by a Cllr that one member of staff had reported that the system was not efficient enough for purpose and that working form home did not provide full access to office files. It was noted that all files are available on the server to those with VPN connection. Cllr access to files was discussed as it was felt that Cllrs would prefer to access information from files rather that receive a correspondence list. Cllr Anscombe agreed to give guidance on what information would be useful, the Town Clerk agreed to look at the costs of Cllrs logging into an information area on the server.
It was agreed that Cllr Anscombe would give guidance on information Cllrs would like to see. The Town Clerk agreed to investigate costs of Cllrs logging in to the server. A review would be conducted at the August HR meeting.
10. Issues arising from notes of staff meetings
The HR committee were invited to attend the staff meeting on 15th July.
11. Timesheet Analysis, updates on staff illness and absence 

Cllrs noted the time sheets, no issues were raised.

12. Review of Job Descriptions and potential communications officer, succession planning
Cllrs discussed the current staff structure and felt that it was not possible to set out any changes until it was established if there were going to be any changes this year. It was proposed that staff were asked to set out how they hoped their roles might develop or change.

It was agreed to ask staff to set out how they hoped their role might change this year.

13. National Conference
It was agreed that the Town Clerk and Deputy Clerk could attend the SLCC National Conference in October 2021 and the SLCC National Practitioners Conference in February 2022.
14. Pension Scheme and statutory enrolment responsibilities
Cllrs discussed the pension policy and agreed this needed updating. It was noted that 2 part-time employees had requested to join the scheme, under the present policy they would then receive employers’ contributions. It was also noted that some employers have a policy which states that, employees could join the scheme three months after their start date.
It was agreed that two members of staff could join the scheme under the current policy and that the policy should be reviewed.
15. Team building July and December
Staff team building was discussed, and the Town Clerk requested that as there was not an opportunity of doing anything during the whole of last year, could he use the two half-days from last year to make whole day events this year?
It was agreed two team building days would be held in July and December, which could be whole day events.
14. To agree date for next meeting and items for a future agenda: 
Monday 2nd August 2021

Meeting closed at 13.35pm 
                                             _____________Chairman
Initials: _____     


