Minutes of a Meeting of Brundall Parish Council - Advisory and Scrutiny Committee 

30th January 2020, Brundall Memorial Hall (Lounge)
	Present:
Chairman G Nurden, Cllr J Warne, Parish Clerk: S Smyth


	Minute
	Details
	Action

	AC120
	Apologies for Absence 
Cllr Mickelburgh and Claudia Dickson (Deputy Clerk)

	

	AC121
	Declarations of Interest - None
	

	AC122
	Minutes of the Last Meeting 13th November 2019 – Minutes approved
	

	AC123
	Matters Arising
AC113 – Gifted benches policy. Clerk has not yet uploaded the policy to the website.
AC118 – Records Management and Retention Policy – The word “appropriate should be replaced by specific contingency plan. The Clerk will ensure that the Risk Management Policy and other related policies are cross-referenced to ensure that it is clear and consistent what contingency measures are in place.
The Clerks had not yet had the opportunity to carry out the Information Audits but will endeavour to do these within six months at the same time as presenting the archived files to the Archive Centre at County Hall.*
It was recommended that the sound recordings should be deleted on a rolling programme of six months and not after confirmation of the Minutes.


	

	AC124
	Public Participation – No public were present
	

	AC125
	Staffing Committee Terms of Reference 
The below amendments were recommended to the second draft:
Membership – Four- Councillors 
To be elected annually at the Annual Parish Meeting. 

· The Staffing Committee to consist of three other elected members and will consist of plus the Chairman or Vice-Chairman of the Council (not both). Both genders should be represented. The Committee should be gender neutral.
· The Chairman or Vice-Chairman of the Council shall automatically be a member of the Staffing Committee. The Brundall Parish Council Chairman and Vice-Chairman shall determine prior to the Annual Parish Meeting which of them shall be a Brundall Staffing Committee member and will be the titular Chairman. The title Chairman and Vice–Chairman in this document is deemed to be gender neutral. 

· The Staffing Committee to consist of three other elected members and will consist of the Chairman or Vice-Chairman of the Council, plus three Parish Councillors (both genders should be represented) 

· The Vice Chairman of the Committee shall be elected at the first meeting of the Committee following the Council’s AGM. The Vice Chairman shall be elected from the three elected Parish Councillors and will manage the work of the Committee. 

Quorum

· A quorum shall be three members. 

Meetings 
The Clerk will call Staffing Committee meetings as and when necessary at the behest of the Staffing Committee. Such meetings will be held twice or three times annually to review the Council employee’s progress, employment status and salary. Given that the Committee will be dealing with sensitive and personal matters relating to employees, the minutes/ records of such meetings, (including recommendations to Full Council), will in the majority of occurrences be governed by the Closed Session, Public Bodies Admission to meetings Act 1960.

Delegated Powers

· Subject to agreement by the full Parish Council at a regular meeting of the Council, the Staffing Committee will hold delegated powers to deal with all personnel, employment and related matters appertaining to Brundall Parish Council employees. The Staffing Committee will submit reports and recommendations to the full Council as necessary. In any case of urgency or emergency where it is not expedient to wait, the Committee is authorised by the full Council to make an executive decision. Such decision being justified ratified at the next regular full Council meeting. (Closed Session, Public Bodies Admission to meetings Act 1960) 

Documentation 
· A record / The minutes of all staffing committee meetings will be compiled by the Vice Chairman by the Staffing Committee and circulated with the Agenda for Brundall Parish Council Meetings. (Closed Session, Public Bodies Admission to meetings Act 1960) 

Terms of Reference

· To deal with all matters relating to Recruitment of Brundall Parish Council employees.

· To deal with any other employee issues as they arise including any disciplinary matter in accordance with the Councils Disciplinary Procedure. 

· The Staffing Committee to have the delegated authority from the full Council to elect a Disciplinary and Grievance Hearing Panel if required of three Staffing Committee members, where possible of mixed gender. 

· Any decisions made on disciplinary matters to be put before the full Council Brundall Parish the Council for ratification. 

· To review any matters relating to Brundall Parish  the Council employee’s performance of their duties or inability to perform at the standard required. 

· To deal with any employee grievance in accordance with the Brundall Parish the Council’s Grievance Procedure. The Staffing Committee to have delegated authority in these matters.

· To review employee absence in accordance with the Brundall Parish Council Sickness and Absence Policy.

· To make the necessary arrangements for staff appraisals, selecting two staffing committee member/s to a maximum of two who will conduct the appraisal process and facilitate follow up review meetings. 

· To identify with the employee any professional development requirements and make a recommendation to the full council. 

· To ensure a provision for regular employee supervision mentoring is in situ and encourage employees to utilise such a resource.

· To conduct an annual review of job descriptions, contract of employment, employee pay scales and make any recommendations to the Council as required.

· To manage employee retirement issues in accordance with the Brundall Parish Council’s pension policy.
· The Staffing Committee to have delegated power to consider and implement any changes, which are required to comply with Employment Law, Health & Safety Law and Terms & Conditions of Service as laid down by the National Joint Council (NJC “Green Book”) and recommended by National Association of Local Councils (NALC) and Society of Local Council Clerks (SLCC) 


 
	

	AC126
	Risk Management Policy

Whilst the Risk Management Policy was acceptable it was previously recommended that a Risk Register was implemented which can be incorporated into the current Risk Assessments to grade the risks.

The Council Approved the Risk Register, amending the draft title from “Risk Management Scheme” to “Risk Register”.

The Council is to kept informed of any highly rated risks and the timeframe for actions and/or regular reviews where applicable.


	

	AC127
	GDPR Data Protection Policy
It was agreed that clarification needed to be sought as to the Data Controller in relation to an organisation. The Chairman of the Committee will make enquires with Norfolk ALC.* Therefore, the Data Protection Policy approval was deferred.


	*Chairman

	AC128
	The Council’s Privacy Statement
The Committee looked at the Clerk’s proposed email privacy statement and had no objection to her adding this to the messages footnote. The Committee had no time to approve the Council’s Privacy Statement and so this was also deferred.


	

	AC129
	Items for the next Agenda (not for discussion) 
Safeguarding Children Information

GDPR - Data Protection Policy and Privacy Statement

Committee Structures and Relationships


	

	AC130
	Date of Next meeting – TBA – Meeting Closed at 6.10pm
	

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