CHEPSTOW TOWN COUNCIL
Minutes of the meeting of the Personnel Committee of Chepstow Town Council held in the Council Chamber, The Gatehouse, High Street, Chepstow, on Wednesday 17th March 2010 at 7.00pm
Present:
Chairman:

Ms M Lewis 

Councillors:
H Ashby, M Brady, D Dovey, N Heywood, 
Mrs J Robbins, P Rutter.

Apologies:  
Cllr H Hodges, 

In Attendance:
Ms S Bushell, (Town Clerk), 

	32.
	Declarations of Interest in Items on the Agenda.

None.



	33.
	Minutes

The minutes of the meeting of the Personnel Committee held on Wednesday 14th October 2009 were confirmed as correct and signed as a true record.


	34.  
	Matters Arising.

Item 25.  Health and Safety Review:  The Clerk advised that the Council’s newly appointed consultant’s, Ellis Whittam and Partners had indicated that they might be able to provide practical assistance in preparing risk assessments.  A Member requested that the Council purchase a hard hat for use by the Caretaker.
Item 26.  Review of Consultancy Contracts for Health and Safety and Personnel Services:  The meeting noted that Council’s contracts with Peninsula Business Services Ltd had been terminated.  The Personnel Contract had expired on 11th March 2010 and the Health and Safety Contract would expire on 18th July 2010.


	35.
	Draft Complaints Procedure

Following the resolution of Full Council on 28th October 2009, the meeting considered the Clerk’s report introducing a draft complaints procedure for the Council.  The meeting noted that it would be necessary for Council to establish a “Complaints Committee” to deal with any complaints that were not satisfied either at Stage I: Local Resolution or, Stage II: Formal Investigation and therefore needed to be addressed at Stage III: Formal Review. 
RESOLVED:

(a) To recommend that Council adopt the Draft Complaints Procedure reported to Full   

     Council on 28th October 2009: and;

(b) To recommend that Council establish a “Complaints Committee” and appoint 

      representatives to the Committee at the Annual Meeting of Council.

	36.
	Exclusion of Press and Public

RESOLVED:

To exclude the press and public owing to the confidential nature of the following 

Item 37.  Staff Contract of Employment, Item 38. Staff Appraisals and Item 39. Annual Leave Carry Over.



	37.
	Staff Contracts of Employment

Following the resolution of the Financial Policy and Audit Committee on 10th February 2010 the meeting reviewed staff contracts of employment.  Members considered the Contracts of Employment issued to the Clerk, the Caretaker/Cleaner, Drill Hall Caretaker/Administrator, the Statements of Main Terms of Employment issued to the Administrative Officers and, a draft Summary of Employment Terms prepared by Ellis Whittam. 


	The Clerk left the meeting for the discussion of her contract of employment.



	
	RESOLVED:

	
	(a)

	To clarify the “Hours of Work” set out in the Main Terms of Employment for the Administrative Officer (23 hours per week) by replacing 
“Your normal hours of work are 23 per week, 9.00 am. to 1.30pm. Monday to Friday. In addition you are required to attend evening Council meetings on the fourth Wednesday of the month and other such meetings as required from time to time. You may be required to work additional hours when authorised and as necessitated by the needs of the Council. Exceptional additional hours required to be worked must be approved by the Council.” with 

“Your normal hours of work are 23 per week.  You will be expected to attend your place of work between, 9.00 am. to 1.30pm Monday to Friday and such other hours as maybe required to make up your weekly contracted hours. In addition you may be required to attend evening Council meetings and other such meetings as required from time to time. You may be required to work additional hours when authorised and as necessitated by the needs of the Council. Exceptional additional hours required to be worked must be approved by the Council


	
	(b)
	To clarify the “Hours of Work” set out in the Main Terms of Employment for the Administrative Officer (15 hours per week) by replacing 

“Your normal hours of work are 15 per week, 9.00 am. to 12.45pm. Tuesday to Friday. In addition you are required to attend evening Council meetings on the fourth Wednesday of the month and other such meetings as required from time to time. You may be required to work additional hours when authorised and as necessitated by the needs of the Council. Exceptional additional hours required to be worked must be approved by the Council.” with 

“Your normal hours of work are 15 per week.  You will be expected to attend your place of work between, 9.00 am. to 12.45pm. Tuesday to Friday and such other hours as maybe required to make up your weekly contracted hours. In addition you may be required to attend evening Council meetings and other such meetings as required from time to time. You may be required to work additional hours when authorised and as necessitated by the needs of the Council. Exceptional additional hours required to be worked must be approved by the Council


	
	(c)
	In order to stress the importance of confidentiality an appropriate phrase to be added to all staff contracts, over and above that currently set out in the Staff Handbook.  The Chair and Vice Chair to advise the Clerk of wording to be inserted into contracts; and,


	
	(d)
	To note the draft Summary of Employment Terms prepared by Ellis Whittam. 


	38.
	Staff Appraisals



	
	(a)
	Caretaker/cleaner

The meeting considered the appraisal of the Caretaker/Cleaner undertaken by the Clerk in consultation with the Chairman.
RESOLVED:

To note the outcome of the appraisal and to agree:-


●  the objectives identified for the forthcoming year;


●  any recommended changes to the Caretaker/cleaners job description


●  training/support requirements.



	The Clerk left the meeting for discussion of her appraisal



	
	(b)
	Town Clerk

The meeting considered the appraisal of the Clerk undertaken by Councillors H Ashby, Ms M Lewis and P Rutter.

RESOLVED:

To note the outcome of the Town Clerk’s appraisal and to agree;


●  the objectives identified for the forthcoming year;


●  any recommended changes to the Town Clerk’s job description


●  training/support requirements.


	39.
	Annual Leave – Carry Over

The meeting considered the Clerk’s report, circulated with the agenda, detailing the position with regard to staff annual leave and additional hours worked to cover the Council’s administrative vacancy earlier in the year.
RESOLVED:

To authorise the carry over of staff annual leave from 2009/2010 to 2010/2011 but to note that carry over of leave was to be discouraged and would only be permitted in future years in exceptional circumstances.


	40. 
	Items for Next Meeting.
Salary Review.


	41.
	Date of Next Meeting.

To be confirmed.




CLOSE:  This completed the business of the meeting at 8.45pm.

Signed  …………………………..



Date  …………………
CHAIRMAN






PAGE  
9

