
 

 We publish these draft minutes on the website as soon as possible after each 
meeting, as part of our commitment to communicating council decisions and 
transparency. Please note that these remain a draft until they are approved and 
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 Minutes of the Meeting of the Staffing Committee, St Ives Town Council held in the 

Committee Room, The Guildhall, St Ives on Thursday 10 July 2014 at 7.00 pm 

 

 PRESENT 
 

Chairman - Councillor L Taylor 

Vice-Chairman – Councillor R Tulley 

 

 COUNCILLORS 

 

 Glanville R 

Laity N 

Symons J 

 

Tanner S 

Williams T 

 

 OFFICERS 
 

Town Clerk 

Assistant Town Clerk 

 

 

 

APOLOGIES FOR ABSENCE   – were received from Councillor M Armstrong. 

 

 

S.1 APPOINTMENT OF COMMITTEE CHAIRMAN 

 

 RESOLVED – that Councillor Taylor be appointment Committee Chairman for the 2014/15 

council year. 

 

 

S.2 APPOINTMENT OF COMMITTEE VICE-CHAIRMAN 

 

 RESOLVED – that Councillor Tulley be appointment Committee Vice-Chairman for the 

2014/15 council year. 

 

 

S.3 MINUTES 

 RESOLVED – that the chairman signs as a true and correct record the Minutes of the 

meeting of the Committee held on 6 February 2014. 

 

 

S.4 PUBLIC SPEAKING 

 

 

 None 

 

 

S.5 DECLARATIONS OF INTERESTS 

 

 None. 
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S.6 TOWN CLERKS REPORT 

 

 Members considered the Clerk’s update, presented at the meeting. 

 

 RESOLVED – that the report be noted. 

 

 

 

S.7 STAFF HOLIDAY REQUESTS 

 The Clerk circulated a written report, setting out the current contractual arrangements and 

how the annual leave request system had evolved to work in operation with the increasing 

staffing of the council. 

 

The Committee Chairman explained that this item had been included on the agenda to move 

away from the antiquated system of holiday request approvals currently in place. 

 

Following discussion in which the arrangements for the various teams within the council 

were considered, it was 

 

 RECOMMENDED – to Council that annual leave requests be delegated to the relevant 

line manager and that in the case of the Clerk, annual leave requests be delegated to the 

Mayor or the Deputy Mayor.  Holiday requests should give notice of at least the length of 

time to be taken, unless in exceptional circumstances. 

 

 

S.8 TIME OFF IN LIEU 

 Councillor Taylor had proposed that Time off in Lieu cards should be reviewed at Staffing 

Committee meetings and to be part of salary reconciliation meetings, in order to 

demonstrate the council’s commitment to be aware of and monitoring TOIL arrangements. 

 

The Clerk presented a report setting out the staff members that the TOIL system applied to, 

and advising that there was not currently a TOIL card system in operation.   

 

During discussion it was questioned whether there would be a stipulated time period within 

which TOIL hours should be claimed and whether there were arrangements in place to buy 

back additional hours worked by staff.  It was noted that other organisations have practices 

such as reclaiming TOIL within the same month  and limiting TOIL carry forward to 10 

hours a month. 

 

 RECOMMENDED – to Council that a TOIL card system be introduced and should reflect 

the existing operational arrangements which reflect the fact that staff are required to have 

flexibility in their working hours and so this flexibility is reciprocated by enabling staff to 

structure their week in a way which accommodates the demands of the council and their 

work / life balance.  The draft TOIL card circulated was accepted as a suitable template for 

use. 

 

 

S.9 HOLIDAY PLANNER 

 Councillor Taylor had suggested a holiday planner to be introduced in the office to help 

keep track of staff holidays.  Following discussion, it was 
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 RESOLVED – that a holiday planner be implemented. 

 

 

S.10 STAFF APPRAISALS 

 It was noted that staff had been advised that staff appraisals would be held in the second 

week of September.   

 

Following experience of using the staff appraisal form last year, it had been agreed that the 

prompt questions should be reviewed to avoid repetition and for clarity.  A draft proposed 

appraisal form was circulated. 

 

 RESOLVED – that the format of the draft appraisal form be approved. 

 

 

S.11 APPRAISAL PROCESS  

 

 The Clerk presented a report on the appraisal process, drawing on experience from previous 

years and taking into account the staff structure of the council. 

 

Following discussion it was 

 

RECOMMENDED – to Council that 

 

 (1) The Town Clerk be appraised by any two from a pool of:  Mayor, Deputy Mayor 

and Chairman of Staffing Committee; 

 

 (2) The Town Clerk carry out the appraisals for the Assistant Clerk, Visit St Ives 

Information Manager and the Neighbourhood Plan Project Officer; and 

 

 (3) Line Managers to carry out the appraisals of their team members, with the Clerk to 

sign off all appraisals conducted by Line Managers. 

 

 

S.12 STAFF HANDBOOK 

 The Clerk reported that the staff handbook was in the process of being drafted. 

 RESOLVED – that this item be deferred to the next meeting of the Staffing Committee. 

 

 

S.13 CORRESPONDENCE 

 

 None. 

 

 

S.14 EXCLUSION OF PRESS AND PUBLIC 

 RESOLVED “that in accordance with the Public Bodies (Admissions to Meeting) Act 1960 

(as extended by s.100 of the Local Government Act 1972), the press and public be excluded 

from the meeting during the consideration of the following matters on the grounds that it 

involves the likely disclosure of exempt information as defined in Part 1 of Schedule 12A 

of the Local Government Act 1972 by virtue of the paragraph specified against the item. 
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S.15 REPORT ON BENCHMARKING OF CLERK’S POST (Paragraphs 1,2&3) 

 The Clerk reported that the advice from CALC was that the Clerk’s post was not yet in a 

position to be benchmarked as the post demanded more work hours than could be fulfilled 

in a single post.  Steps to be taken over the summer months aimed to bring greater clarity 

for report to a future meeting. 

 RESOLVED – that the report be noted. 

 

S.16 REVIEW OF CONTRACTS – CLERICAL OFFICER 

 The Clerk presented the written update report.  Following consideration, it was 

 

 RESOLVED – that the revised contractual arrangements for the Clerical Officer, as set out 

in the report, be approved. 

 

 

S.17 CONSIDER THE POSSIBILITY OF INCREASING THE CLERICAL ASSISTANT’S 

HOURS BY AN ADDITIONAL DAY 

 

 The Clerk presented the written report and in the ensuing discussion there was consideration 

of the business case for the additional administration hours to be worked and the need to 

operate within budget.  Operational changes to the work area were also taken into account.  

It was noted that the development of the Guildhall wedding package was one of the factors 

to be taken into account. 

 

 RESOLVED – that the clerical assistance in the office be increased on the principle of an 

average of an additional day a week, with necessary office equipment to be provided, on a 

short term basis pending long term review and provided that the administration staffing 

budget was not exceeded. 

 

 

Meeting closed at 8.20 pm                                                                                                                                                                                                 Chairman  

 


