
Appendix 1.
Newbury Town Council
Minutes of the Staff Sub-Committee held in the Elsie Kimber Room, Town Hall, Newbury at 7.30 pm on 29 September 2022.
Present: 

Councillors Jeff Beck, Martin Colston (Chairman), Billy Drummond, (Substitute for Councillor Andy Moore), Nigel Foot, (Substitute for Councillor Sarah Slack),             Vaughan Miller and Elizabeth O’Keeffe.
In Attendance:
Hugh Peacocke, Chief Executive Officer (CEO)
Apologies for absence
  Councillors Olivia Lewis, Andy Moore and Sarah Slack.
11. Declarations of interest and dispensations
The CEO said that Councillors Jeff Beck and Billy Drummond are also members of West Berkshire District Council and that they have a dispensation to discuss any matters which might relate to that Council at this meeting.

There were no declarations regarding the items on the agenda. 
12. Minutes of the Staff Sub- Committee meeting held on 26 April 2022.

Proposed: Councillor Elizabeth O’Keeffe

Seconded: Councillor Jeff Beck

Resolved that the Chairman sign the minutes of the Staff Sub- Committee meeting held on 26 April 2022 as a true record.
13.  Flu Vaccination Vouchers for Staff and Members of Newbury Town Council


  Members considered the report from the CEO regarding the spread of the flu virus and the interaction between councillors, officers and the public. It was noted that Flu vaccination vouchers can be purchased at £12.00 each, which covers the cost of the vaccination. Every employee day lost through sickness costs the Council an average of £120. There is also the advantage of business continuity as more employees and Councillors should be available to carry on the business of the Council.



It was noted that those over 65 years of age and anyone with a serious long-term health condition will be offered the flu vaccination free of charge through the NHS. Accordingly, 20 vouchers should be sufficient to cover all those who wish to avail of this offer from the Council.


In answer to a Members’ question, the CEO replied that while staff and members would be encouraged to avail of this opportunity, that it was not mandatory for anyone.


 Proposed: Councillor Martin Colston

 Seconded: Councillor Billy Drummond 

 Resolved: To approve the purchase of Flu Vaccination vouchers for Staff and

 Members of Newbury Town Council.

14.   Time Off In Lieu (TOIL)
The meeting received a report from the CEO stating that the Council’s TOIL arrangements conceal the true cost of staff time outside of normal working hours and also reduces the amount of staff time available to carry out their functions.  TOIL adds to the strain of delivering services and business continuity, especially during times of high annual leave or other absences.
The report said that some staff have indicated that they would prefer to be paid overtime for working after hours. It is recommended that staff contracts (where applicable, as this does not arise in all cases) be amended to offer this option.



Proposed: Councillor Martin Colston

  Seconded: Councillor Billy Drummond 
Resolved: 
i)
To amend employees’ contracts of employment to allow overtime to be paid, where requested, rather than Time Off in Lieu.
ii) 
That future contracts of employment offered by the Council provide that hours worked after normal working time will be recompensed by payment of overtime.
15. Democratic Services Officer (DSO)
The CEO reported to the meeting that the DSO had served notice of his resignation from the Council’s employment on 5 October 2022. All present expressed regret that he was leaving and wished him well in his new role. 

The Subcommittee discussed the exit interview which the CEO had with Mr. Zarazel and agreed the following amendments to the documentation circulated for the meeting:

· That the recruitment terms include reference to opportunities for flexible and remote working

· That the recruitment campaign refers to the opportunity for merit awards as part of the annual appraisal

· To amend the statement in “The dimensions of the role” to read that the postholder would often be the only officer of the Council in attendance (rather than sometimes)

· To add to “Other duties” “To work with other officers to maintain/ improve the Council’s website and social media content”

· Add to “General”:
Customer Service
All employees of the Council are ambassadors of the Council when dealing with the public. Officers of the Council are expected to be courteous, helpful and professional when dealing with the public, the elected members of the Council and with colleagues.
Corporate Responsibility
The postholder will be part of the Council team and will be expected to support the Council’s Strategy and corporate objectives in all aspects of their work

· To set a salary range, from the starting point quoted, plus 4 incremental points.


The meeting noted the recruitment schedule.


Proposed: Councillor Martin Colston

Seconded: Councillor Billy Drummond 
Resolved: To approve the Job Description, Person Specification, terms and conditions for the Democratic Services Officer, as amended above, and the recruitment schedule for the post.
The CEO told the meeting that the appointment panel the last time this post was filled comprised Councillors Elizabeth O’Keeffe and Jeff Beck, the CEO and an officer from West Berkshire District Council.

Proposed: Councillor Martin Colston

Seconded: Councillor Billy Drummond 
Resolved: To appoint Councillors Elizabeth O’Keeffe and Jeff Beck, the CEO and an officer from West Berkshire District Council as the selection panel for the recruitment of the Council’s Democratic Services Officer.
16. Community Services Manager
The CEO told the meeting that he had discussed the recruitment for this post with the current holder, David Ingram. Mr. Ingram had discussed the matter with colleagues in different sectors and suggested that the Council firstly “test the market” before commencing a formal recruitment campaign.

The Subcommittee agreed this approach and agreed that the CEO work with Mr. Ingram on this and report back at a later date.  
17. Exclusion of the press and public

Proposed: Councillor Martin Colston

Seconded: Councillor Elizabeth O’Keeffe
Resolved that the press and public be excluded from the meeting for the following items of business because publicity would be prejudicial to the public interest by reason of the confidential personal nature of the business to be transacted.
18. Staff Structure Review
The meeting considered the report from the CEO and the Staff Structure Review prepared by Local Council consultants for the Council. It was noted that the report was aspirational and should be presented to staff as such.



Proposed: Councillor Martin Colston

   Seconded: Councillor Nigel Foot



Resolved: To agree the CEO’s report and consult staff on the content and proposals in the Staff structure review prepared by LCC.
19. Staff Matters
19.1 Interim arrangements from 6 October to 3 January 2023, pending the recruitment of the Democratic Services Officer


Proposed: Councillor Nigel Foot

  Seconded: Councillor Vaughan Miller
Resolved: To approve interim arrangements from 6 October to 3 January 2023,
pending the recruitment of the Democratic Services Officer
(The CEO left the meeting while the above matter was considered)

19.2 Amendment to Maternity Cover contract
The CEO told the meeting that extra resources were required in the council’s Corporate support, arising from absences, (sick leave, maternity leave and while the DSO post was vacant). He pointed out that the council was also working on transferring the Cemetries management software from the old CAS system into Omega, which would sync it with the Councils’ accounts software. Since joining the Council as maternity cover an officer had proven to be a valuable and helpful officer and the CEO asked that her contract be amended to allow to provide a further 6 hours per week, working from home, in addition to her current contract for 3 days a week in the Town Hall to provide extra resource towards the above matters.


Proposed: Councillor Martin Colston

  Seconded: Councillor Vaughan Miller
Resolved: To amend the contract to change from 3 days in the Town Hall to 3 days in the Town Hall plus 6 hours working from home.
19.3 Arrangements for CEO’s annual appraisal


Proposed: Councillor Martin Colston

  Seconded: Councillor Vaughan Miller
Resolved: To appoint Councillors Martin Colston, Elizabeth O’Keeffe and Jeff Beck to form a panel to complete the CEO’s annual appraisal (scheduled to meet at 4.00 pm on 24 October 2022.)
19.4 Change to the Parks and Open Spaces Officer’s job title


The CEO told the meeting that since January this officer had been line-managing the Council’s Facilities Officer and from next January he would be managing the Council’s new grounds maintenance contract. He has received the training required and a salary increase to reflect these changed roles. However, his job title remained unchanged. It was recommended that this should be changed from Officer to Supervisor to better reflect his current and proposed role.



Proposed: Councillor Vaughan Miller

  Seconded: Councillor Elizabeth O’Keeffe
Resolved: To change the job title, from Parks and Open Spaces Officer to Parks and Open Spaces Supervisor (no change required to salary, terms or conditions)
19.5 Facilities Officer

The Subcommittee was asked to approve three days compassionate leave.          The Facilities Officer was now on annual leave and expected to return to work next week.


Proposed: Councillor Martin Colston

  Seconded: Councillor Elizabeth O’Keeffe
Resolved: To approve three days compassionate leave for The Facilities Officer.
19.6 Arrangements for maternity leave for the Council's Civic Manager

19.7 other staff matters
A member expressed concern at the number of absences for one employee and asked for a report on this matter at the next Staff Subcommittee meeting.
The meeting finished at 8.40 pm.
Signed: _______________




Date: _____________


       Chairman
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