MINUTES OF THE PERSONNEL COMMITTEE

OF BIRCHWOOD TOWN COUNCIL HELD AT PARKERS FARM, DELENTY DRIVE

ON TUESDAY 04 AUGUST 2026 AT 5.00 PM

Committee Members Present
Clir lan Atkin (Chair)

Clir David Ball
Clir Tim Price
Clir Nigel Reeves

Clir David Ellis (Ex-Officio Member with Voting Rights)
CliIr Julie Brereton (Ex-Officio Member with Voting Rights)

Committee Members Absent

None

Also Present:
Ms Safia Kauser

Locum Clerk/RFO

Mrs Hannah Thomas Deputy Clerk/Deputy RFO

030/26-27 (P)

031/26-27 (P)

032/26-27 (P)

033/26-27 (P)

034/26-27 (P)

APOLOGIES
All Committee Members were present at this meeting. No apologies were received.

DECLARATIONS OF PECUNIARY & OTHER INTERESTS

None declared.

EXCLUSION OF THE PRESS AND PUBLIC

RESOLVED: That, pursuant to the Public Bodies (Admission to Meetings) Act
1960, the press and public be excluded from the meeting for the remainder of the
business to be transacted as it relates to confidential staffing matters and would be
prejudicial to the public interest if disclosed.

COMMITTEE MINUTES

a) RESOLVED: That the draft minutes of the Personnel Committee meeting held
on the 7" July 2026 are approved as a true record and signed by the Chair.

b) RESOLVED: That the draft minutes and confidential notes of the Personnel
Committee meeting held on the 14™ July 2026 are approved as a true record
and signed by the Chair.

RECRUITMENT OF TWO MAINTENANCE OPERATIVES

Members were inforemd that 21 applications had been received for the two
vacancies. The applications were allocated amongst Members for review, and a
shortlisting exercise was undertaken against the agreed criteria and essential
requirements.

A Member queried why the Senior Maintenance Officer had not been involved in
the shortlisting process. The Locum Clerk explained that the shortlisting exercise
was an initial sift undertaken against the agreed criteria and essential requirements.
The Locum Clerk further advised that the Senior Maintenance Officer would
participate in the interview process and have the opportunity to contribute to the
assessment of candidates at that stage.
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Members considered the outcomes of the initial sift and agreed a shortlist of
candidates. Further discussion took place regarding the number of interviews to be
scheduled, and it was agreed that seven candidates would be invited for interview,
with two additional candidates identified as reserves.

Members discussed the interview structure. It was suggested that one question
should be presented as a scenario-based exercise and that all candidates be
provided with the interview questions in advance.

RESOLVED:

1) That seven applicants be invited to interview and that the interview questions
be provided to candidates in advance of the interview.

2) That interviews take place on either 13, 18 or 20 August 2026 and be
conducted by Councillor David Ellis (representative of the Personnel
Committee), Stephen Johnson (Senior Maintenance Operative), and the
Locum Clerk or Deputy Clerk; and that the successful candidates, following
consideration by the interview panel, commence employment on 15t
September 2026, subject to satisfactory references and a medical
assessment.

HEALH AND SAFETY UPDATE

The Locum Clerk provided an update following a visit by a Worknest Health and
Safety Consultant on 14 July 2026. Councillor Ellis attended part of the visit,
alongside the Locum Clerk, Senior Maintenance Officer and Deputy Clerk.

Members were advised that the visit had originally been intended as a follow-up to
the 2025 Health and Safety Audit. However, due to recent staffing changes and a
number of outstanding actions, the consultant instead focused on reviewing current
health and safety arrangements, demonstrating the Worknest portal, and providing
guidance on accessing and updating actions and making use of the available health
and safety toolkit.

The Locum Clerk outlined the consultant's recommendations in relation to staff
training and compliance. Members were informed that a number of mandatory
training modules were available through the Worknest training portal and that any
outstanding training was expected to be completed during the month. The online
mandatory training included:

Health and Safety Awareness

Fire Awareness

Fire Wardens

Display Screen Equipment

Manual Handling

Stress

Violences and aggression

Driving for work

Working at Height

It was reported that a number of courses had already been completed and that the
remaining training was scheduled to be completed during the month.

Members noted and approved the recommendation that both the Deputy Clerk and
Senior Maintenance Officer undertake L8 Legionella Awareness training due to
their responsibilities in relation to legionella monitoring and water testing.

In relation to COSHH, Members noted the recommendation that COSHH
documentation be updated using the Worknest template. No additional COSHH
training was considered necessary at this time.
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Members also considered the recommendation that the Senior Maintenance Officer
undertake the IOSH Managing Safely course. It was noted that enquiries would be
made to ensure any reasonable adjustments required could be accommodated
before arrangements were confirmed. Training costs were noted.

Members were advised that the consultant had reviewed the Council's risk
assessments and recommended that they be updated using the Worknest template
and to include a risk rating matrix. Officers would update the assessments
accordingly.

The benefits of Worknest's Employee Assistance Programme (EAP) were noted.
However, Members were advised that similar provision may already be available
through the Council's Legal & General insurance arrangements and that this would
be investigated further.

RESOLVED:

1) That the update on health and safety matters following the Worknest visit be
received and noted.

2) That the Deputy Clerk and Senior Maintenance Officer undertake L8
Legionella Awareness training and that the associated costs be approved.

3) That the Clerk ensures that all staff complete the outstanding mandatory
training online via the Worknest training portal.

4) That Officers update the Council's COSHH documentation and risk
assessments in accordance with the recommendations of the Worknest Health
and Safety Consultant.

5) That Officers review the Council's Legal & General insurance arrangements to
determine whether an Employee Assistance Programme is already provided.

6) That Officers discuss the IOSH Managing Safely course with the Senior
Maintenance Officer, including any reasonable adjustments that may be
required prior before any booking is confirmed. The costs for the first delegate
be approved and that the second delegate be considered at a later date.

STAFFING UPDATE AND EMPLOYMENT CONTRACTS

Employment Contracts

The Locum Clerk reported that the Maintenance Team had now been issued with
employment contracts and the updated health and safety handbook and policy.
Members were advised that revised contracts for the Deputy Clerk and Senior
Maintenance Officer (SMO) were still being prepared, although both officers had
received the relevant health and safety documentation.

The Locum Clerk suggested that the Council may wish to consider placing the
Senior Maintenance Officer on the NJC salary scale. Members were advised that
this would need to be considered before a revised contract could be issued and
that, if approved, NJC terms would be applied from 1 April 2027, including any
relevant NJC pay awards. It was agreed to transfer the current hourly rate to the
NJC pay point 22.

Cooled Drinking Water and Hot Weather Conditions

The Locum Clerk advised that the Health and Safety Consultant had recommended
that sun protection, including caps, be provided to the Maintenance Team.
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Members were informed that suitable caps were currently being sourced from a
supplier previously used by the Council for PPE and that sun protection was
presently being provided. Members also considered arrangements for providing
drinking water to staff during periods of hot weather. Officers had investigated the
installation of a water cooler; however, Members considered that the associated
costs would not represent value for money. The Deputy Clerk suggested that
insulated, branded water bottles be provided to enable staff to keep drinking water
cool throughout the working day and to encourage regular hydration. Members
agreed that the provision of insulated water bottles, together with bottled water,
would be the preferred option.

Deputy Clerk Training

Members noted that the Deputy Clerk had successfully completed both the ILCA
and FILCA qualifications and that enquiries had been made regarding progression
to the Certificate in Local Council Administration (CiLCA). It was reported that the
current cost of the CiLCA qualification was approximately £495, together with an
additional fee payable to ChALC for training support, the cost of which had not yet
been confirmed.

RFO Vacancy

The Locum Clerk reported that the Responsible Financial Officer (RFO) job
description had been updated and that the vacancy had been advertised on the
Council's website and social media channels. Members were advised that the
vacancy would also be advertised via Indeed.

RESOLVED:

1) That the update regarding employment contracts be noted.

2) That the Senior Maintenance Officer be placed on NJC SCP 22, with effect from
1 April 2027, and that the Locum Clerk prepare an updated job description and
contract of employment for consideration by the Committee prior to issue to the

employee.

3) That insulated water bottles be provided for the Maintenance Team and that
bottled drinking water be made available during periods of hot weather.

4) That the Deputy Clerk be supported in undertaking the CiLCA qualification when
available and that the associated costs be approved.

5) That the update regarding the RFO recruitment process be noted.

SICKNESS ABSENCE

Members received an update regarding an employee currently on sickness
absence and noted the actions taken in accordance with the resolution of the
previous meeting. The current position was noted and the proposed next steps in
the process.

ITEMS FOR A FUTURE AGENDA

The following items were noted for inclusion within the next meeting agenda:
e Senior Maintenance Officer’s job description and contract.
e Shortlisting of the applications for the RFO role.
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The Chair informed members that another meeting may need to be convened if
necessary.

RESOLVED: That the next meeting of the Personnel committee be scheduled to
take place on Tuesday, 1%t September 2026 at 5.00pm.

There being no further business, the Chair closed the meeting at 7.08pm.

Signed. ... Chairman Dated: .....cooviiii



