CHEPSTOW TOWN COUNCIL
The Gatehouse, High Street, Chepstow NP16 5LH

Tel. 01291 626370 Email towncouncil@chepstow.co.uk

1st April 2009

Dear Councillor

You are hereby summoned to attend the meeting of the Personnel Committee of Chepstow Town Council to be held in the Council Chamber, The Gatehouse, High Street, Chepstow, on Wednesday 8th April 2009 at 7.00pm, 

for the purpose of transacting the following business.

Yours faithfully,

Sandra Bushell

TOWN CLERK

AGENDA

	9.
	Declarations of Interest in Items on the Agenda.



	10.
	Minutes

To approve the Minutes of the extraordinary meeting of the Personnel Committee held on Thursday 17th September 2008. (Attached)



	11.  
	Matters Arising.

To report matters arising from the minutes, for information only.



	12.
	Committee Structure

To review the Personnel Committee composition, frequency of meetings and responsibilities and make recommendations to Council.  (A copy of current committee structures is attached for information)


	13.
	Training

To consider options for Personnel Committee training and to identify areas to be covered. (Oral Report)


	14.
	Draft Employee Handbook and Associated Documents

To consider and agree the “Draft Employee Handbook and Associated Documents” prepared Peninsula Business Services Ltd. (Attached)


	15.
	Review of Administrative Workload

To consider arrangements for a review of the administrative workload. (Oral Report)


	16.
	Exclusion of Press and Public
To exclude the press and public owing to the confidential nature of the following 
Item 17.-Staff Appraisals.


	17.
	Staff Appraisals



	
	(a)
	Caretaker/cleaner

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


●  the objectives identified for the forthcoming year;


●  any recommended changes to the Caretaker/cleaners job description


●  training/support requirements.

	
	(b)
	Finance Officer
To note the outcome of the Finance Officer’s appraisal (attached) and to agree;


●  the objectives identified for the forthcoming year;


●  any recommended changes to the Finance Officer’s job description


●  training/support requirements.


	
	(c)
	Administrative Officer
To note the outcome of the Administrative Officer’s appraisal (attached) and to agree;


●  the objectives identified for the forthcoming year;


●  any recommended changes to the Administrative Officer’s job 
                description


●  training/support requirements.


	
	(d)
	Town Clerk
To note the outcome of the Town Clerk’s appraisal (attached) and to agree;


●  the objectives identified for the forthcoming year;


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


●  training/support requirements.


	18.  
	Items for Next Meeting.



	19.
	Date of Next Meeting.




To:  Cllr M Brady, Cllr N Heywood, Cllr Mrs Havard, Cllr P Hobson, Cllr H Hodges, 
       Cllr Ms M Lewis, Cllr Mrs J Robbins Cllr D Dovey and Cllr H Ashby
