Minutes of a Meeting of Brundall Parish Council 
Staffing Committee 

                                                                                5th September 2022 4pm 
Brundall Memorial Hall
	Present:
Chairman Cllr K Wilkins, Cllr G Buckley, Cllr Lawrence Britt, Cllr Chris Whitehouse, Parish Clerk: S Smyth


	Minute
	Details
	Action

	
	Housekeeping
	

	SC010
	Appointment of a Vice-Chairman
It was resolved unanimously to appoint Cllr G Buckley as Vice-Chairman.


	

	SC011
	Apologies for Absence 
None. 
	

	SC012
	Declarations of Interest

None received.
	

	SC013
	Minutes of the Last Meeting Resolved to approve the Minutes of 21 October 20221 and 2 sets of Confidential Notes as accurate.
	

	SC014
	Matters Arising
None
	

	SC015
	Review of workplace arrangements -modern/flexible/opening hours and public access

Now that the Council is beyond covid it is appropriate to review the Clerks office hours and public access to the office. It was agreed to open the office at the following times:
Monday – Closed

Tuesday – Open 10.30am to 12.30pm (Clerk)

Wednesday - Open 10.30am to 12.30pm (Clerk)

Thursday – Closed

Friday - Open 10.30am to 12.30pm (Deputy Clerk).

It was also agreed for the Clerk to meet the Deputy Clerk on the last Friday of the month to give updates.

It was agreed that the Clerk would review the office answering machine message and include opening times and to investigate accessing messages remotely. *
The agreed actions will be kept under review up to the end of the year.


	* Clerk

	SC016
	Review of travel claims

It was generally agreed that we need some clarity for the Clerks on what travel is claimable and what is not as the auditors may pick up on any differences.
Home to workplace is not claimable. On their contract the Clerks say homeworking is allowed but that the place of work is the Memorial Hall office. A normal office day is not claimable but if the Council asks that the Clerks come into an extra meeting the same day involving extra travel, that is claimable. If the Clerks work Monday to Friday, then there is no day to claim additional travel unless there is an extra meeting or work item scheduled.

It was agreed that the Clerk would now claim for itemized travel within the village as and when carried out. *
The Clerk will advise the Deputy Clerk about the Working from Home claim that can be made to HMRC which is currently £26 per month.*

	* Clerk

* Clerk



	SC017
	Staff Appraisals

It was re-affirmed that one Committee member would carry out a staff appraisal. It was agreed that from this point on, a Mentor cannot carry out an appraisal on the same staff member.

The Chairman was appointed to do the Clerk’s appraisal. Cllr Britt was appointed to do the Deputy Clerk’s next appraisal for 2023.

During a staff member’s appraisal process, it was noted that the Clerk  and any other Councillor working closely, with that staff member should be consulted by the Appraiser at some point during the Appraisal process. 


	

	SC018
	Under the Public Bodies (Admissions to Meetings) Act 1960, it was resolved to close the Meeting to the press and public to allow for confidential staff matters to be raised 
Job Descriptions
	

	SC019
	Items for the next Agenda (not for discussion)

Review of staff working conditions

Appraisals update
	

	SC020
	Calendar Dates for the Year Ahead:
TBA
Meeting Closed at 4.55 pm

	

	
	Signed as a true record……………………………………………..  Date……………………………
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