Carlton Parish Council
For the attention of all members of the Staffing and Recruitment Committee
You are hereby summoned to attend the Staffing and Recruitment Committee meeting, 6th September 2022 at 7pm. at Carlton Methodist Church.
Helen Phillips
Clerk to Carlton Parish Council
Agenda 
11. Apologies for Absence
To receive apologies for absence and consider the reasons for absence.
12. Declarations of Interest
To receive disclosures of personal and prejudicial interests from Councillors on matters to be considered at the meeting.
13. To Receive the Minutes of the meeting held on 14th July 2022.
(for information only) (pages 2- 4)
14. To consider annual review of policies:
a. Equal Opportunities Policy (staffing) 
b. Sickness and Absence Policy
c. Health and Safety Policy
15. To consider excluding the press and Public Bodies (Admission to Meetings) Act 1960 for the following items.

16. To consider the Contract Review document of the Clerk/RFO	

17. To receive an update from the Line Manager of the Clerk/RFO

18. Date & Time of Next Meeting









	
Item 13

Minutes of the Staffing and Recruitment Committee meeting held on the 14th July 2022 at 7.00pm at the Methodist Church.
Present: Councillors Bell, Deller, and Quinn

1. Election of Chair

Councillor Bell was elected as Chair of the Staffing and Recruitment Committee for the year 2022-23

Resolved: That Councillor Bell be appointed Chair of the Staffing and Recruitment Committee for the year 2022-23

2. Apologies and reasons for absence

Resolved: That the apologies from Councillor Taylor be received and the reasons for absence be approved.

3. Declarations of Interest

There were no Declarations of Interest.
4. Minutes from the last Staffing & Recruitment Committee meeting.
The minutes of the last meeting had been considered and approved at a parish council meeting.
Resolved: That the minutes be noted with no action to be taken.
5. Terms of Reference

The committee considered the Staffing and Recruitment Terms of Reference. It was agreed that the Terms of Reference be provided for approval at the council meeting on 26th July 2022

Resolved: That the Staffing and Recruitment committee Terms of Reference be provided to the council at the meeting on 26th July 2022 for approval.	
	
[bookmark: _Hlk109156710]Recommendation to council: That delegated authority be given to the Staffing and Recruitment committee to “review applications, shortlist and interview suitable candidates, be included in the Terms of Reference”

6. To consider excluding the press and Public Bodies (Admission to Meetings) Act 1960 for the following items.

A motion was put forward to exclude the press and public.

Resolved: That the motion to exclude the press and public be approved.





7. Probationary Review of the clerk/ RFO 

7.1	The committee considered the appraisal that had taken place between  the clerk/ RFO and the line manager. It was felt that it was a fair assessment of the work of the clerk/ RFO, and an action plan had been agreed.

Resolved: That 

i) the annual appraisal of the clerk be noted as a fair assessment and the committee approved the action plan.

Recommendation to council: That

ii) the appraisal of the clerk/RFO be noted; and

iii)an action log be displayed and utilised during all ordinary parish council meetings and subsequent committee meeting, where appropriate.

7.2	The committee considered the training of the clerk/RFO. 

It was suggested that the clerk/RFO currently had training ongoing that needed to be completed.

Resolved: That no further training be approved until the clerk/RFO had completed the outstanding training.

7.3    The committee considered the timesheets and hours worked for the clerk/RFO. 

A discussion took place with regard to the Clerk/RFO’s overtime, and it was considered that the Line Manager be provided with approval to consider overtime requests between council meetings.

Recommendation to council: That 

i)	the clerk/RFO contacts the Line Manager with requests for overtime approval; and
ii)	the council give approval to the clerk/ RFO’s Line Manager for approval of overtime claims, between council meetings.

7.4 	The committee considered the requirement for an increase to the standard hours     
contracted to the clerk/RFO.

Recommendation to council: That no additional hours be provided in the clerk/ RFO’s contract of employment at this time.

8. Salary Review

The committee considered the annual pay review and incremental increase for the clerk/ RFO. 

Recommendation to council: That 

i) the clerk/ RFO is awarded an incremental pay increase; and

ii) the Staffing and Recruitment committee receive a copy of the clerk/ RFO’s contract of employment, for information.

9. Role of the Line Manager and the Mentor of the clerk/RFO

A discussion took place regarding the Line Management and Mentoring of the clerk/ RFO. It was felt that there was no need to continue with the mentoring of the clerk/ RFO as there are other sources that the clerk could contact for advice and guidance.

Resolved: That	

i)	Cllr Quinn remain in post as line manager for the clerk/ RFO. And that Cllr Mann no longer performs the role of Mentor and steps back to allow the clerk autonomy in role; and
ii)	The Clerk/RFO receives advice and guidance from other sources.

10. Date & Time of Next Meeting

Resolved: That the next meeting be scheduled for 8th September 2022 at 7pm. (venue to be confirmed).

The chair thanked councillors for attending and closed the meeting at 8.28pm.


Item 14: Annual review of policies

14a. Equal Opportunities Policy:

Carlton Parish Council

EQUAL OPPORTUNITIES POLICY (STAFFING)

The Council has a duty to have regard for equal treatment of all in everything that it does – Equality Act 2010, Section 149.
 
INTRODUCTORY STATEMENT 
 
Carlton Parish Council aims to ensure that no job applicant or worker receives less favourable treatment on the grounds of race, colour, gender orientation, nationality, religion, ethnic or national origin, age, gender, gender reassignment or marital status, sexual orientation or disability.  Selection criteria and procedures are regularly reviewed to ensure that individuals are treated on the basis of their relevant merits and abilities.  All workers will be given equal opportunity and access to training to enable them to progress both within and outside the organisation.  The Council is committed to a programme of action to make this policy effective and will bring it to the attention of employees. 
 
IMPLEMENTATION 
 
In order to meet these aims Carlton Parish Council will undertake the following: 
 
1. Employment 
 
1. All workers and job applicants will be treated equally.  There will be no discrimination on these grounds in the terms and conditions offered to workers or job applicants. 
 
1. All individuals will be selected and treated on the basis of their relevant merits, skills and abilities.  This principle will apply to recruitment, promotion, training, and development. 
 
1. A standard application form will be used, and short listing/interviewing will be conducted objectively by at least two people using the same criteria. 
 
1. The selection process will be reviewed from time to time to ensure that the process is based upon skills, knowledge and abilities which are appropriate to the particular job. 
 
1. An appropriate procedure will be put in place to deal with discipline and grievances, and this will be reviewed regularly. 
 
2. Training and Development 
 
1. Training opportunities will be made on a non-discriminatory basis. 
 
1. Annual appraisals of all staff will be undertaken together with a survey of skills interests and experience. 
 
1. A commitment to training and development will be incorporated into the annual budget and work planning. 
 
3. Service Delivery 
 
1. Carlton Parish Council will strive to ensure that the services it offers are accessible and follow equal opportunities principles. 
 
1. Carlton Parish Council will review publications and written information, including its website, to reflect its commitment to equal opportunities and diversity. 
 
1. Reports and written material will be monitored and made available in other formats where possible (e.g., large print on request). 
 
4. Monitoring 
 
1. Monitoring will be central to this policy both in recruitment of staff and delivery of services. 
 
1. Appropriate records will be kept and reports will be made to the Council or its committees/subcommittees as appropriate. 
 
5. Positive Action 
 
1. Should inequalities become apparent, positive action may be taken, in the best interests of the organisation, to redress the imbalance, wherever possible. 
 
1. Staff who feel that they have been discriminated against may use the Council’s grievance procedure. 
 
1. All other users and stakeholders may use the Council’s complaints procedure if they feel that they have been discriminated against. 
 
Date of adoption: 29-06-2021				Date of Review: June 2022


14b. Sickness and Absence Policy:

Carlton Parish Council

SICKNESS ABSENCE POLICY
 
Should you be unwell and unable to come to work, you must comply with the following Carlton Parish Council sickness policy:  
 
1.  PURPOSE AND SCOPE  
The purpose of this policy is to ensure that the operational efficiency of Carlton Parish Council can be maintained whilst employees are absent from work for sickness or injury related reasons.  It also seeks to provide guidance, security, and support to employees during periods of ill-health.   
 
2.  PROCEDURE  
Employees who are unable to attend work through sickness, accident or personal circumstances must notify their line manager of the reason for their absence by no later than 10am on the first morning of absence.  If your line manager is not in the office, you should make every effort to speak to someone who can be briefed on your workload and any urgent matters that may require attention.  If possible, you should give an indication of how long you expect to be absent so that arrangements can be made for cover if required.   
 
If the absence is for a period of less than 7 days, employees should complete a self-certification form (see Parish Clerk) on their return to work.  For periods over 7 days a medical certificate is required.   
 
It is the responsibility of each employee to keep their line manager advised of the circumstances that are preventing them from attending work, of their likely return date, action being taken to mitigate the effect of the illness (e.g.  GP visit) and contact details in case of work-related queries.   
 
Employees who are absent from work due to reasons other than sickness/accident are required, wherever possible, to obtain prior permission from their line manager.  The Parish Council will consider each case of absenteeism on its merits and written evidence may be required.  Where the incapacity to work arises from a voluntary action by the employee e.g.  cosmetic surgery or organ donation, then sickness absence leave and pay will be entirely at the Parish Council’s discretion and employees are strongly advised to discuss such circumstances, in confidence, with their line manager in advance of such a procedure.  Where absenteeism appears unreasonable or unwarranted, employees may be liable for disciplinary action for misconduct.   The Parish Council reserves the right to make welfare visits to the home of employees whilst they are on sick leave.   
 
You should expect a “return to work” meeting with your line manager on your first day in the office after any period of absence, this will be to ensure that you are fit to work and to update you on developments in the department and your workload.   
 
3.  SICKNESS PAY  
Sick pay will be paid in accordance with your length of service as outlined in your contract.   
SSP is paid where applicable at the current rate.   

4.  LONG TERM OR FREQUENT SHORT-TERM ABSENCE PROCEDURE  
This procedure is designed to outline the process where an employee is absent due to sickness on a long-term or frequent short-term basis.  The discussions and investigations will review the employee’s capability or capacity to undertake the work.  The aim is to ensure fair treatment for all.   
 
The procedure is non-contractual and does not form part of the terms and conditions of employment with Carlton Parish Council.  The procedure may be amended from time to time.   
 
4.1 PRINCIPLES  
1. Sickness absence issues will be dealt with sympathetically and sensitively, whilst also recognising the requirements of the Parish Council and the impact of the absence on others.   
 
1. The line manager will maintain periodic contact during the period of sickness absence.   
 
1. A full review, normally including medical reports, will be undertaken in each case.   
 
1. All periods of sickness absence (after the first seven days self-certification period) must be certificated by a medical practitioner (“sick note”) and in some cases the employer may request certification for periods of absence of less than 7 days, in which case it will pay the appropriate fee to the medical practitioner issuing the certificate.   
 
1. The employee will be consulted at each stage of the procedure, to establish the true medical position and in order that the situation can be reviewed in full.   
 
1. The employee will be advised if their employment may be at risk.   
 
1. Throughout the procedure, discussions should take place on any reasonable adjustments that might be considered, to enable the employee to return to work.   
 
1. Where possible, appropriate assistance will be provided to help the employee to return to work.   
 
1. In cases of long-term ill health, the Parish Council will, where possible, hold employment open for up to one year.   
 
1. In all cases before taking a decision to terminate an employee’s contract on grounds of ill health, managers will take into account:  
 
1. any representations from employees, including additional medical information. 
1. the employee’s length of service  
1. the employee’s most recent health situation and the likelihood of an improvement in attendance  
1. whether it is possible to hold the job open for longer and the effect of past and future absences on the Parish Council  
1. the availability of suitable alternative work or working hours.  
1. any other reasonable adjustments which could be reasonably expected to facilitate the return. 
1. the impact of the Disability Discrimination Act 1995 on the particular case, and whether this may have a bearing on the actions to be taken.   
 
1. The employee will be informed of the right of appeal against any decision taken to terminate his or her contract of employment.   
 
1. At all formal stages of the procedure, the employee may be accompanied by a colleague or trade union representative.  
1. Where it is clear early on that the employee will not be well enough to return to work, and after consultation with the employee, the employee’s contract may be terminated prior to stage 3 of the procedure, but not before the employee’s sick pay has expired.   
 
1. Where there is reason to believe that the employee is absent due to misconduct rather than genuine sickness, the matter will be dealt with as a disciplinary matter under the Disciplinary Procedure.   
 
4.2 INFORMAL MEETING  
Absence levels will generally start to be of concern to managers at the following trigger points:  
1. 3 absences in a 12-week period  
1. 10 days intermittent absence over the past 12 months  
1. 3 weeks continuously off sick  
 
Where there is the case, managers will normally discuss absence levels with the employee.   The aim will be to encourage the employee to understand the manager’s concerns and to agree ways, if possible, of improving the situation.   If the employee has been of sick continuously, or it there appears to be an underlying health problem, the Parish Council will arrange for a GP’s report (or a report from another medical specialist as appropriate).   The employee’s written permission must be given before the medical practitioner is approached. 
 
Please note that the above approach is reasonable and fair but that the employee’s contract of employment might state the following.  This too is reasonable and fair.  Ensure that the provision in the contract is reflected in the council’s sickness policy. 
 
“The Council shall have the right at any time to require you to submit to examination by an independent medical practitioner selected by the Council, to obtain a confidential report on your condition from such practitioner and to discuss with such practitioner the findings of his/her examination and his/her prognosis of your likely recovery and or fitness to resume work and any recommended treatment”. 
 
4.3 THE PROCEDURE 
 
4.3.1 STAGE ONE – first formal meeting 
A first formal meeting will be arranged where:  
 
1. In the case of long-term sickness absence, there is no clear date of return.   
1. In the case of frequent short term sickness absence, there has been no improvement in the weeks subsequent to the informal meeting.   
 
The line manager will notify the employee in writing of the meeting to discuss the employee’s sickness absence.  The employee will be advised of the concerns and that this is the first formal stage of the procedure.  He or she will be advised of the right to be accompanied by a colleague or trade union representative and will be given the opportunity to state his or her point of view.    
Medical reports may normally be reviewed to assess whether there is any underlying health problem, and if so, what this is.  Alternatively, permission to access medical records may be sought at this meeting.   
 
There will be a discussion on ways to assist the employee to return to work, where appropriate.   Unless there is a clear date for return (e.g.  in the case of a broken limb), the manager should advise the employee that employment cannot be held open indefinitely.  He or she should state that there will normally be two further meetings, after which the employee’s contract may need to be terminated on grounds of capability.   
The issues discussed at the meeting will be recorded and a date set for a second formal meeting.   
 
4.3.2 STAGE TWO – second formal meeting 
The employee will be informed in advance of the meeting in writing and advised that he/she may be accompanied by a colleague or trade union representative.  At the meeting the employee’s absence will be reviewed.  Medical reports will be reviewed again where appropriate.  An up-to-date medical report will normally be sought prior to the second formal meeting; the report will be discussed at the meeting.   
 
If at the second formal meeting, the employee’s absence is still a cause for concern, the manager should advise the employee that there will be one further meeting, after which the employee’s contract may need to be terminated on grounds of capability.   
 
The issues discussed at the meeting will be recorded and a date set for a third formal meeting.   
 
4.3.3 STAGE THREE – third formal meeting  
The employee will be informed of the meeting in writing and advised of his/her right to be accompanied by a colleague or trade union representative.  The meeting will be held by the Chairman of the Parish Council.  A letter will advise the employee that it is possible that termination of employment on the grounds of ill health may be an outcome of the meeting, but that the employee will have the opportunity to state his/her point of view, which will be fully considered.   
 
Medical information should again be reviewed at this meeting.  The employee’s absence should be discussed again.  An up-to-date medical report will be sought prior to the third formal meeting and the employee should be asked for his or her views.  The report will be discussed at the meeting.  Where there is any lack of clarity, or a dispute on the medical information, a second, independent medical report may be sought.   
 
If absence levels have not reduced at this stage and if the hearing manager believes, on an assessment of medical information and after discussion with the employee, that there is no likelihood of improvement in the foreseeable future, the employee’s contract will be terminated on the grounds of capability.  Before taking this step, the manager must consider again, and discuss with the employee, whether any reasonable adjustments might be made, to enable the employee to return to work.   
 
If a decision to terminate employment is taken, the employee will be provided, soon afterwards, with a letter outlining the reasons for the termination of his/her contract, the date on which the contract will terminate, and details of the right of appeal.   
 
4.3.4 APPEAL 
If the employee wishes to appeal against the decision to terminate employment, he/she should write to the Parish Clerk, giving reasons for the appeal.  This appeal must be made within ten working days of the date of the letter confirming termination of employment.  The employee will have the right to be accompanied by a colleague or trade union representative at the meeting, which will be held without unreasonable delay.   The employee will be given the opportunity to state his or her point of view at the meeting.  The Parish Council’s decision will be final.  The termination date of employment will not delay in order for the appeal hearing to take place.   
 
Date Approved & Adopted: 29-06-2021		Review Date: June 2022

14c. Health and Safety Policy:
Carlton Parish Council

HEALTH AND SAFETY POLICY

	This is the statement of general policy and arrangements for:  

	      	has overall and final responsibility for health and safety 
(Name of Employer/Senior manager)

	      	has day-to-day responsibility for ensuring this policy is put into practice  
(Member of staff)

	Statement of general policy 

	Responsibility of: Name/Title
	Action/Arrangements (What are you going to do?) 
 

	Prevent accidents and cases of work-related ill health by managing the health and safety risks in the workplace
	
	

	Provide clear instructions and information, and adequate training, to ensure employees are competent to do their work  
	
	

	Provide clear instructions and information, and adequate training, to ensure employees are competent to do their work  
	
	

	Engage and consult with employees on day-to-day health and safety conditions 
	
	

	Implement emergency procedures – evacuation in case of fire or other significant incident. You can find help with your fire risk assessment at: https://www.gov.uk/workplace-firesafety-your-responsibilities  
	
	

	Maintain safe and healthy working conditions, provide and maintain plant, equipment and machinery, and ensure safe storage/use of substances 
	
	

	Signed (Employer): 
	Date:
	Name (Employer):





You should review your policy if you think it might no longer be valid, e.g. If circumstances change.   
If you have fewer than five employees, you don’t have to write down your policy. 
 
	Health and safety law poster is displayed at (location):
	      


	First-aid box is located: 
 
	      
 

	Accident book is located: 
	      
 



 Accidents and ill health at work reported under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
http://www.hse.gov.uk/riddor 
To get an interactive version of this template go to http://www.hse.gov.uk/risk/risk-assessment-and-policy-template.doc 	
Combined risk assessment and policy template published by the Health and Safety Executive 08/14 
 
 All employers must conduct a risk assessment. If you have fewer than five employees, you don't have to write anything down. 
 
We have started off the risk assessment for you by including a sample entry for a common hazard to illustrate what is expected (the sample entry is taken from an office-based business).        
Look at how this might apply to your business, continue by identifying the hazards that are the real priorities in your case and complete the table to suit.                                                                  You can print and save this template so you can easily review and update the information as and when required. You may find our example risk assessments a useful guide (http://www.hse.gov.uk/risk/casestudies). Simply choose the example closest to your business.  


Company name:                                             	 	 	 	 	     Date of risk assessment:         
	What are the hazards? 
 
	Who might be harmed and how? 
 
	What are you already doing? 
 
	Do you need to do anything else to control this risk? 
 
	Action by who? 
 
	Action by when? 
 
	Done 
 

	Slips and trips 
	Staff and visitors may be injured if they trip over objects or slip-on spillages. 
	General good housekeeping is carried out. 
All areas well lit, including stairs. 
No trailing leads or cables. 
Staff keep work areas clear, eg no boxes  
left in walkways, deliveries stored immediately.    
	Better housekeeping in staff kitchen  needed, e.g., on spills. 
 
Arrange for loose carpet tile on second floor to be repaired/replaced. 
 
	All staff, supervisor to monitor 
Manager 
 
	From now on 
 
 
xx/xx/xx 
 
	xx/xx/xx 
 
 
xx/xx/xx 
 

	      
 
	      
	      
	      
	      
	      
	      

	      
 
	      
	      
	      
	      
	      
	      

	      
 
	      	 
	      
	      
	      
	      
	      

	 
	 
	 
	 
	 
	 
	



   
   Risk assessment 

You should review your risk assessment if you think it might no longer be valid (e.g. following an accident in the workplace or if there are any significant changes to hazards, such as new work equipment or work activities) 
 
For information specific to your industry please go to http://www.hse.gov.uk. 
For further information and to view our example risk assessments go to http://www.hse.gov.uk/risk/casestudies/   
 Combined risk assessment and policy template published by the Health and Safety Executive 08/14 

Date Adopted: 29th June 2021							Review Date: June 2022
