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Swaffham Town Council

Minutes of the Human Resources & Governance Committee held on 21st March 2022 at 4pm in the Council Chamber.
Cllr Members Present:
Cllr Bensley (in the chair) 
Cllrs J Anscombe, S Bell, C Houghton 
Town Clerk: 
Mr R Bishop
Minute Taker:
Mrs C Smith
1. Apologies and reasons for absence.

Cllr G Edwards 
2. Declarations of Interest.

None received.
3. To agree the minutes of 7th and 10th Febraury 2022
Cllrs agreed the minutes of 7th and 10th February 2022 as an accurate record of the meeting; except for minute 6 7/2/22 – Cllr Bell was nominated as part of the panel not Cllr Anscombe. 
4. Outstanding Actions agreed at previous meetings (except below the line)
None

5. Review of HR Policies

Cllrs noted that work would be ongoing with the following policies.
4.1 
C002 Out of Hours, unsocial hours policy
4.2 
C007 Community Events and unsocial hours
4.3 
F011 FEEP
4.4 
FO11 FEEP – Cemetery
4.5 
S002 Sharps Policy – amended to incorporate in Health and Safety
4.6 
I002 Internet Policy

Admission to Meetings Act Public Bodies) 1960:

CONFIDENTIAL BUSINESS following the exclusion of the Public and Press:

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

None received in advance.
7. Notes of staff meetings February and March 2022
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. 4 members of staff were leaving on or before 31st March and one member of staff had been off sick and then on holiday, overall absence would be 6 weeks. Extra work would be picked up by existing staff.
9. Town Clerk Annual Leave and toil build up

It was noted that the Town Clerk had postponed planned holiday and toil and would therefore have a build up of hours. Work would be covered by existing staff as much as possible although a build up of toil and some locum expenditure was expected. The situation would be monitored and the Town Clerk would review the overtime budget and take time off when he can.
10. Staffing Issues
10.1. Implementation of new structure


The Town Clerk reported that the two new appointments had been made and confirmed 
that the new structure would be in place from 4th May when the second administrator 
takes up her post. The new Deputy Clerk would start on 11th April. Concern was 
expressed about the reduced admin hours coupled 
with the loss of one day a week with 
the Communications officer study time.
10.2. Staff leaving and support arrangements
The Town Clerk reported on the leaving dates of 4 members of staff, extra hours and locum support would be provided by a current staff members.

10.3. Deferred from 9th March Council meeting estimate for a contract to empty bins at Swans Nest comparison with in-house service
Cllrs noted the costs of a contract to empty the bins against projected costs for staff. It was proposed that the contractor was best value and that these operatives would have all the relevant PPE and training. 
It was agreed to appoint a contractor- Serco to empty the bins on Swans Nest.

10.4. Recommendationf for the recruitment of a replacement cleaner/caretaker


The Town Clerk agreed to review the suggested role and combine the new duties into the 
existing job description. It was proposed to circulate this together with a draft job advert 
before the end of the week. approximate timings of individual jobs would be included if 
possible.

It was agreed that the Town Clerk would amalgamate the job description 
documents and draft a job advert for circulation to the committee for approval 
before the end of the week.
11. 
Outcome of investigation into a formal complaint

Cllr Houghton reported that a formal complaint lodged by Cllr Edwards had been 
considered by a panel of Cllrs. All parties were given the opportunity to present 
information. The panel concluded that the complaint was not substantiated.

12. Enquiry regarding increased costs in HR fees

The Chairman reported that the increased costs were in line with services received. The HR consultant had followed policy, investigating a grievance raised against a Cllr on behalf of the Council.
13. To agree date for next meeting and items for a future agenda: 

6th June 2022 noon
· To review recruitment procedures
Meeting closed at 5.05 pm 
                                             _____________Chairman
Initials: _____     


