Tuesday 23rd June 2015
To all members of the Council Staffing Committee: Chair, Vice-Chair, Cllrs. Alan

Baines; Terry Chivers; Pat Nicol; Mike Sankey and Jan Chivers
Dear Staffing & Resources Committee members

Re: STAFFING & RESOURCES COMMITTEE MEETING ON MON 29TH JUNE 
You are summoned to attend the Staffing & Resources Committee Meeting which will be held on Monday 29th June at Crown Chambers, 7 Market Place, Melksham at 7.45pm  following the Planning Committee meeting, to consider the agenda below.

With very best wishes, 

Yours sincerely

Teresa Strange

Clerk
AGENDA

1. Welcome and Apologies 
2. To elect a Chair & Vice Chair of the Staffing Committee for 2015/16.

3. To receive Declarations of Interest
4. 
 Public Participation
5.  
To consider if any agenda items should be held in Committee in line with Standing Orders. (Items 7 & 9)
5. 
Staff Training: 

a) To consider policy statement on staff training. 

b) To note recent staff training attended and booked

c) To note Clerk’s CPD (Continuous Professional Development) Record & SLCC Branch Training programme
6. Items following review of Risk Register by Finance Committee: 

a) To review lone working policy


b) To consider procedure for handling difficult members of the public

c) To consider options for enhanced security for 1st Floor office 
d) To consider training options for staff on handling difficult members of the public
e) To consider IT recommendations:

i)  Councillor email addresses

ii) Remote access to email


iii) Cloud storage


iv)  Windows Upgrade

7. Clerk’s report on Staff Appraisals including Officers’ objectives.
8. To consider updated Job Descriptions: 

a) Finance Assistant


b) Assistant Parish Officer & Minute Taker


c) Parish Caretaker 


d) Allotment Warden


e) Office Cleaner


i) To consider having a job description



ii) To consider for cleaning Pavilion

9.  Contracts: 

 a)  To review salary scales for staff.
    b)  To approve continuation of contract following initial period (Fin Asst)
    c)  To review Travel Allowance & Fuel reimbursement 

    d)  To note Clerk’s working hours.

10. Crown Chambers Office accommodation:
a) To consider changes to reception area.

b) To consider seeking quotations for decorating office.

c) To note Health & Safety record.

11. To note ACAS advice updates: 
a) Fit for Work 

b) Holiday Pay 
Copy to: All Councillors

