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Swaffham Town Council

Minutes of the Human Resources & Governance Committee held on Tuesday 20th October 2020 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 12th June 2020. 

The minutes were agreed and signed as a true record by the chairman.
4. Health and Safety Update
The Town Clerk reported that the three main issues being dealt with in terms of health and safety and the well-being of staff, they were: events, working environment and meetings. Details of current working practises were shared. Outside staff were supported by the admin team being in the office on a rota, it was noted that with continued uncertainty regarding Covid safe working practises the situation remained fluid.
Staff needed to feel safe in work and concerns were raised regarding expectation of implementing face to face meetings and the questioning of home working by some councillors.

5. GDPR issues and Records Retention update. 
The Town Clerk reported that progress on this could not be made until staff returned to the office on a more regular basis.

One report of breaking GDPR had been raised as an issue that should have been dealt with below the line, instead it was discussed in public session. This matter has been settled with the complainant in correspondence with the Town Clerk.
6. Annual review of HR Policies:
· EH (A) 003 Adoption Leave Policy

· EH (C) 001 Child Protection Policy

· EH (C) 006 Callout Standby Policy

· EH (C) 008 Capability Policy

· EH (G) 002 Gifts & Hospitality Policy

· EH (P) 002 Performance Management Policy

· EH (S) 002 Sharps Policy

· EH (S) 004 Stress Policy

· EH (S) 008 Shared Parental Leave Policy

· EH (T) Training & Development Policy

It was noted that some policies needed to be updated or re-written, concerns were raised that other work to update policies had not been taken forward. Cllr Anscombe offered to work with staff to update each policy. It was proposed to accept the suggested updates, and present amended policies to be ratified at the next meeting.
It was agreed to accept the changes based on comments made by Cllr Anscombe for the Policies above. The corrected and updated documents would come back to the committee to be ratified at the next meeting.

Admission to Meetings Act Public Bodies) 1960:

CONFIDENTIAL BUSINESS following the exclusion of the Public and Press:

7. To receive notes of the staff meetings June to September 2020
The committee noted issues raised at staff meetings that were held via zoom. Concerns included welfare of staff towards each other, dealing with constant demands and criticism by councillors, councillor in-fighting affecting staff. Health and safety concerns and feeling safe at work, staff absence due to ill health and family bereavement. 
8. Timesheet Analysis summary, including updates on staff illness/absence records
The Town Clerk reported the toil levels there were no immediate concerns. Time keeping and sickness absence management was discussed.
9. Annual Appraisal timetable for 2020
Councillors discussed the format of appraisals and it was considered that the current appraisal system needed reviewing. 

It was agreed that for this year the current format would be used with appraisals carried out in November. Reports would come to the December HR meeting with review of appraisal format for the following meeting.
10. NALC/ALCC National salary rates for 2020-21.

Councillors noted the salary rates for 20-21, these had been applied from August, and back 
dated to April.
11. Long Term Sickness Absence of One Employee.

The Committee were updated on the situation and it was hoped that a phased return to 
work would be in place in near future.
12. Health Update in respect of the Town Clerk.
The Town Clerk gave an update on his health issues.
The committee discussed the pressures of work including extra meetings, length of meetings, volume of emails, new ways of working due to Covid. 
14. Request from Watton Town Council 

Cllrs discussed the request to reconfigure the hours worked by the project officer. It was agreed that the Swaffham hours reduce to 11 hours a week. As Watton were now the main employer they should take over the employer duties for the officer concerned.
It was agreed that the Project Officer by employed in Swaffham for 11 hours a week, employer duties would pass to Watton as the main employer.

15. Vexatious and Inappropriate Communication

The Town Clerk reported that he would be submitting a grievance to the Chair or HR and Mayor detailing vexatious and inappropriate communication received from a Councillor as he felt this was bullying and harassment.
In response a Councillor raised concerns that he had not received all correspondence and that information had been deliberately withheld. A point of order was raised that this had already been debated at full council. 

The Town Clerk confirmed that he had shared all correspondence.
16. Staffing Levels and Succession Planning and Contractors 2021-22


Cllrs noted that over the next three years it was possible that most of the admin staff may leave due to planned retirement, although it was accepted that staff may change their mind as there is no age limit in the workplace for retirement. It was noted that a section on succession planning would be added to policy in the updating work about to be undertaken.
It was agreed that line managers would try to keep in touch with the staffs intentions regarding any planned retirement.

It was suggested that the document the Town Clerk previously circulated comparing staff structure with other Councils be sent round again and used for any informal budget discussions. It was stated that this type of discussion with Councillors only present had been useful last year.

It was agreed to recirculate the staff structure document.

17. To agree date for next meeting and items for a future agenda: 
Monday, 7th December 2020, 12noon
Meeting closed at 14.07pm 




          _____________Chairman

Initials: _____     


