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PERSONNEL COMMITTEE MEETING

HELD AT COTTINGHAM PARISH COUNCIL OFFICES, 9 THE COTTAGES, 
MARKET GREEN, COTTINGHAM

AT 3:00PM THURSDAY 24TH AUGUST 2023
M I N U T E S
Present:

Councillors:  Kemp, Marten, Ward & C Cantrell



Clerk: Pape



There were no members of the public present.
265
TO APPOINT A CHAIRMAN

Clerk Pape opened the meeting.

It was proposed by Councillor Ward, seconded by Councillor C Cantrell and agreed unanimously that Cllr Marten be elected as Chair. 

Resolved: that Councillor Marten be elected as Chair for the 2023/4 municipal year
266
DECLARATIONS OF INTEREST

There were no declarations of interest.

267      TO RECEIVE APOLOGIES


Apologies received from Cllr P Cantrell


Resolved: Apologies accepted

268      TO DISCUSS STAFF APPRAISAL PROCESS


268.1   The Clerk distributed a template Annual Performance Appraisal Form. It was agreed that Cllr Marten will undertake the appraisals of both Clerks later in the year once clear objectives have been set.

Resolved: Cllr Marten to undertake staff appraisals later in the year.

269      TO DISCUSS OFFICE OPENING HOURS


269.1   The Clerk informed Cllrs that, due to ongoing staffing issues, the office had remained closed to the public for the past few months. Cllrs discussed reopening the office and it was agreed that with effect from Tuesday 5th September 2023 the office will open to the public 10am – 12pm on a Tuesday and Thursday, this will be advertised on the Parish Council website and Facebook page.


Resolved: with effect from Tuesday 5th September 2023 the office will open to the public 10am – 12pm on a Tuesday and Thursday

269.2   Cllrs discussed lone working and agreed this was not viable during office opening hours. Cllrs agreed a Councillor should be present in the office on the mornings the office is open to the public to avoid lone working and requested a rota system be introduced.

Resolved: Rota to be introduced for Cllrs to be present within the office to prevent lone working when the office is open to the public


269.3   The Clerk informed Cllrs that the office would need to remain closed on Tuesday 26th September 2023 to accommodate the scheduled office internal audit, Cllrs were in agreement.


Resolved: Office will be closed to the public on Tuesday 26th September 2023


269.4   Cllrs requested the office purchase a video doorbell for enhanced security.


Resolved: Office to purchase video doorbell.

270     Exclusion of the Press and Public: It is recommended that the public and press be excluded from the Meeting for the consideration of the following matters on the grounds that it involves the likely disclosure of confidential information as defined in Section 1 (2) of the Public Bodies (Admission to Meetings) Act 1960

Cllrs agreed the press and public be excluded from the meeting.

Resolved: that the press and public be excluded from the meeting

271      TO DISCUSS EXCESS HOURS ACCRUED
271.1   The Clerk informed the Committee that her workload continued to be excessive, this was due to the increased volume of work in the office. Whilst an additional Clerk had been appointed to work 15 hrs per week with effect from 1st May 2023, Clerk Pape had continued working excess hours to ensure the smooth running of the office. At the Personnel Committee meeting of 9th February 2023, it had been resolved that her excess hours worked up until 31st January 2023 be taken as pay, she has since accrued a further 80 excess hours worked. As it was not presently feasible for time off in lieu to be taken, Cllrs agreed that the 80 excess hours worked be taken as pay.

Resolved: that the Clerk to be paid for 80 excess hours worked.
271.2   Cllr Kemp expressed her concern that it was not sustainable for Clerk Pape to continue working such excess hours and proposed a part time administrative member of staff be recruited, Cllrs were in agreement. Cllr Marten requested she met with the Clerks to ascertain a job description for an administrative assistant. Cllrs also discussed funding options to recruit a Town Centre Officer 
Resolved: Cllr Marten to meet with the Clerks to discuss a job description for the potential recruitment of an administrative assistant.
272      TO DISCUSS OFFICE CHRISTMAS CLOSURE
272.1   The Clerk informed Cllrs it had previously been resolved at the Personnel Committee meeting of 17th April 2023 that the office close on Thursday 21st December 2023 and reopen on Wednesday 3rd January 2024, it was detailed in the staff contracts that staff were expected to work on both Cottingham Day and the Cottingham Christmas Festival with the staff being compensated for this work with 5 working days off over the Christmas and New Year period when the office is closed. The Clerk informed Cllrs that as Clerk Price worked part time she would be entitled to take some of this time off in lieu outside of the office Christmas Closing days
Resolved: Clerk Price to take 5 days’ time off in lieu, some of this would be outside of the office Christmas closure
273     MEMBERS’ POINTS OF INFORMATION AND AGENDA ITEMS FOR THE NEXT MEETING (DISCUSSION ITEMS ONLY) AND TO SET DATE FOR NEXT MEETING


Items for next agenda:


To receive update on office staffing requirements


To receive update on office opening hours


Date of Next Personnel Meeting Thursday 28th September 2023, 1.30pm
There was no other business and the meeting closed at 3:43pm 
Signed: …………………………….…………………………….
(Chairman of the Parish Council)
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