Draft Minutes of the meeting of the Personnel Committee of 

Chepstow Town Council held in the 

Council Chamber, The Gatehouse, High Street, Chepstow 

on Wednesday 8th April 2009 at 7.00pm

Present:
Chairman:

Cllr M Lewis 

Councillors:
H Ashby, M Brady, N Heywood, 

H Hodges, Mrs J Robbins,
Apologies:  

Cllr Mrs Y Havard, 

In Attendance:

Ms S Bushell, (Town Clerk)
	9.
	Declarations of Interest in Items on the Agenda.

None.



	10.
	Minutes

The minutes of the extraordinary meeting of the Personnel Committee held on Thursday 17th September 2008 were confirmed and signed as a true record.


	11.  
	Matters Arising.

Item 5. Staff Contracts of Employment.  It was noted that the Clerk’s contract of Employment had been finalised and signed and that the outstanding issues relating to the Caretakers contract had been resolved.



	12.
	Committee Structure

The meeting reviewed the Personnel Committee composition, frequency of meetings and responsibilities.

The meeting identified the need for Members of the Personnel Committee to be trained in Human Resources matters, however, in view of the fact that the Committee only met twice each year Members might not have the opportunity to fully utilize any new skills and knowledge gained through such training.  The meeting therefore concluded that it might be appropriate for the Personnel Committee to be appointed for the duration of the Council.

Members considered the composition of the Grievance/Disciplinary and Appeals Panels and concluded that these Panels should be established by Full Council as and when required since their composition must be dependant on the nature of the grievance or disciplinary matter to be considered in order to ensure their independence in determining the matter.  However, the Grievance/Disciplinary and Appeals Panels should, as far as possible, include trained Members of the Personnel Committee.
RESOLVED:
To recommend to Council that:

(i) the frequency of Personnel Committee meetings remain on an half yearly basis.

(ii) That in order for Members to benefit fully from any Human Resources training that the Personnel Committee be appointed for the duration of the Council.

(iii) That no changes be made to the responsibilities of the Personnel Committee.
FURTHER RESOLVED:

That a Grievance/Disciplinary Panel and Appeals Panel be appointed by Full Council as and when required and that the composition of the Panels be determined in order to ensure their independence in determining the matter before them, but as far as possible, the Panels to include trained Members of the Personnel Committee.



	13.
	Training

The meeting considered options for Personnel Committee training.  It was noted that Module Three of the National Training Programme for Community and Town Councils in Wales offered by One Voice Wales costing £25 per attendee for a two and a half hour session which would cover: Contracts of Employment; Role and Person Specification; Recruitment and retention; Disciplinary, grievance and appeals; Health and Safety: Training and Development; and Sources of Advice.  

The meeting was advised that more specific Training, tailored to the Council’s needs might be available via the Society of Local Council Clerk’s Human Resources Advisor.

Peninsula Business Services also provided a programme of free training sessions on specific topics at venues in Cardiff and Bristol.

The meeting identified that training in the conduct of staff appraisals would be helpful.
The Clerk identified that as line manager to the Administration and Caretaking Staff, she would also benefit from some elements of the Human Resources training under consideration.
RESOLVED:

To delegate authority to the Clerk, in consultation with the Chair of Personnel, to determine the most cost effective and suitable training programme for the Committee and to seek Council’s agreement for funding.



	14.
	Draft Employee Handbook and Associated Documents

Members considered the “Draft Employee Handbook and Associated Documents” prepared by Peninsula Business Services Ltd which had been circulated with the agenda.

RESOLVED:

To agree the “Draft Employee Handbook and Associated Documents” prepared by Peninsula Business Services Ltd, and circulated with the agenda, subject to the minor amendments identified on pages 11 and 13 in respect of the reporting lines for the Clerk in respect of Annual Leave and or Sickness, which were required in order to bring the document into line with her Contract of Employment.

	15.
	Review of Administrative Workload

The meeting briefly considered arrangements for a review of the administrative workload.  
It was noted that the Administrative Officer had only been in post for approximately six months and for part of this time the staff had been required to temporarily relocate offices.  
The Clerk advised that the office move back to the Gatehouse would take place on 9th April 2009 but that it would be a while before the office could function properly.  A period of readjustment and sorting out would be required and this would be delayed as the basement archive storage and top floor stationery storage areas were not immediately available for use. 



	16.
	Exclusion of Press and Public

RESOLVED:

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

Item 17.-Staff Appraisals.



	17.
	Staff Appraisals



	
	(a)
	Caretaker/cleaner

Members considered the appraisal of the Caretaker/Cleaner undertaken by the Clerk, which had been circulated with the agenda.

RESOLVED:

To note the outcome of the Caretaker/cleaners appraisal and to agree;


●  the objectives identified for the forthcoming year;


●  the points of clarification identified within the Caretaker/cleaners job 
                description


●  training/support requirements.


	
	(b)
	Finance Officer

Members considered the appraisal of the Finance Officer undertaken by the Clerk, which had been circulated with the agenda.

RESOLVED:
To note the outcome of the Finance Officer’s appraisal and to agree;


●  the objectives identified for the forthcoming year;


●  training/support requirements.
FURTHER RESOLVED:

The Clerk to write to the Finance Officer expressing the Committees appreciation for her valuable contribution to the work of the Council.


	
	(c)
	Administrative Officer

Members considered the appraisal of the Administrative Officer undertaken by the Clerk, which had been circulated with the agenda.

RESOLVED:
To note the outcome of the Administrative Officer’s appraisal and to agree;


●  the objectives identified for the forthcoming year;


●  training/support requirements.
FURTHER RESOLVED:

The Clerk to write to the Administrative Officer expressing the Committees appreciation for her valuable contribution to the work of the Council.


	The Town Clerk left the meeting.



	
	(d)
	Town Clerk

Members considered the appraisal of the Town Clerk undertaken by the Town Mayor, deputy Town Mayor and Cllr Heywood, which had been circulated with the agenda.

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


●  the objectives identified for the forthcoming year;


●  training/support requirements.
FURTHER RESOLVED:

The Chair of Personnel to write a letter of appreciation to the Clerk.



	The Town Clerk returned to the meeting. 


	18.  
	Items for Next Meeting.

Review of Administrative Workload.
Member Training in Human Resources Issues



	19.
	Date of Next Meeting.

To be determined.


CLOSE:-  This completed the business of the meeting at 8.25pm

Signed  ……………………….                   Date  ………………..

CHAIRMAN
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