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To the Members of the Staffing Sub-Committee:
Councillors: Katherine Bird, Lynn Bird, Len Gates, Steven Hardstaff and Richard Kidd

You are hereby summoned to attend a meeting of the Staffing Sub-Committee to be held in The Town Council
Offices, 68B High Street, Andover on Wednesday 11 July 2018 at 6.30pm when it is proposed to transact the
following business:-

Wendy Coulter

Town Clerk
5 July 2018

AGENDA

CHAIRMAN OF THE COMMITTEE

To elect a Chairman of the Staffing Sub-Committee for the municipal year 2018/2019.

VICE CHAIRMAN OF THE COMMITTEE

To elect a Vice Chairman of the Staffing Sub-Committee for the municipal year 2018/2019.

APOLOGIES FOR ABSENCE

To receive and accept any apologies for absence.

DECLARATIONS OF INTEREST

To receive and note any declarations of interest relevant to the agenda.

MINUTES

To approve the minutes of the previous meetings held on 8 February 2018 — attached at Appendix A.

PUBLIC PARTICIPATION

There is an opportunity for members of the public to make statements or ask questions on items on the agenda or on
other items relevant to the Town to which an answer will be given, or if necessary a written reply will follow or the
questioner will be informed of the appropriate contact details. Each person is limited to 3 minutes and the total
amount of time set aside will be 15 minutes.

APPRAISALS

To note that the Deputy Town Clerk will carry out the Appraisals for the Receptionist, Allotment Officers and
Committee Officer.

The Town Clerk will carry out the Appraisal for the Deputy Town Clerk.

The Appraisals will take place during July and August to be reported back to the next Staffing Committee meeting.

Members are asked to appoint Members from the Staffing Sub Committee to carry out the Town Clerk’s Appraisal
which will also have to take place during July or August.

OFFICE AIR QUALITY

To receive a report on Air Quality in the Town Council Offices — report attached at Appendix B.

OFFICE SNAGGING LIST AND WORKING GROUP
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To receive an update report on the Office Move, snagging list and to note that the Working Group will be meeting to
assist with resolving the snagging list — report attached at Appendix C.

TEMPERATURE AND WORKING ENVIRONMENT

To receive a report on the working conditions and temperatures in the offices during the hot weather — report
attached at Appendix D.

COMMUNITIES OFFICER

To note that monies have been set aside in Earmarked Reserves for a Community Officer for a period of 2 years.

To note that recruitment for the Communities Officer will be carried out during August 2018.

EXCLUSION OF THE PRESS AND PUBLIC

TO PASS A RESOLUTION to exclude members of the public and press from the meeting at items 11, 12, 13, 14 and 15
due to consideration of confidential staffing matters.

PART 2 — CONFIDENTIAL ITEMS
ALLOTMENT ADMINISTRATION
To receive an update on allotment administration — report attached under separate cover for Members only.
OFFICE CLEANING
To consider a report on office cleaning — report attached under separate cover for Members only.
STAFF ANNUAL LEAVE DATES
To note the staff annual leave dates — report attached under separate cover for Members only.
STAFFING ISSUES
To consider staffing issues.
ANDOVER TAX ISSUES
To receive an update on Andover Tax Issues.

The Chairman will close the meeting.
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Minutes Staffing Sub-Committee

Time and date
6.30pm — Thursday 8" February 2018

Place

Town Council Offices, 66C High Street, Andover

Attendees: ClIr L Gates (Chairman), Clir R Hughes, Clir L Gregori (arrived 6.54pm), Clir R Kidd.

Other Councillors

Lyn Bird

The Chairman opened the meeting 6.51pm

Officers Present: Tor (Committee Officer) (taking the minutes)

SS 37/17

SS 38/17

SS39/17

APOLOGIES FOR ABSENCE

Apologies were received and accepted for Clir S Hardstaff.
DECLARATIONS OF INTEREST

No declarations of interest.

MINUTES
It was proposed by ClIr R Hughes and seconded by Clir R Kidd that the minutes of the Staffing Sub-Committee
meeting held on 26 October 2017 be signed, by the Chairman, as a correct record.

A vote was taken which was unanimous

RESOLVED: that the minutes of the Staffing Sub-Committee meeting held on 26 October 2017 be signed, by
the Chairman, as a correct record.

It was proposed by ClIr R Hughes and seconded by Clir R Kidd that the minutes of the Extraordinary Staffing
Sub-Committee meeting held on 26 January 2018 be signed, by the Chairman, as a correct record.

A vote was taken which was unanimous.
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SS 42/17

SS 43/17

SS 44/17

RESOLVED: that the minutes of the Extraordinary Staffing Sub-Committee meeting held on 26 January 2018
be signed, by the Chairman, as a correct record.

PUBLIC PARTICIPATION

No public were present.

Clr L Bird expressed concerned about staff morale. Clir L Bird expressed that the staff needed to be kept
boosted up as stress related illness is a very real problem.

Clir L Gates noted that all were aware of the situation and it has been suggested that the office is shut whilst
the Town Clerk is off.

Clir L Bird offered help in the office.

APPRAISALS

It was agreed that the proposed format looks good but that care needed to be taken with objectives to ensure
that staff continue to be checked.

Clir R Kidd proposed and Clir L Gates proposed that the appraisal template be approved with the agreed
amendments.

A vote was taken which was unanimous

RESOLVED: that the appraisal template be approved with the agreed amendments.

CiLCA TIMETABLE

It was agreed that the Town Clerk and the Committee Officer obtaining their CiLCA qualification was a priority.
It would be ideal for it to be completed by the end of the year (2018). It was noted that all work is to be done
for CiCLA on a Monday.

The Committee supports the Town Clerk’s decision that Mondays are kept free for CiCLA assessment to
complete CiCLA by May 2019.

It was agreed that the Town Clerk or Committee Officer would update the committee at each meeting.

It was proposed by Clir L Gregorio and seconded by Clir R Hughes that the timetable for CiLCA completion be
noted and updates be received at each meeting.

A vote was taken which was unanimous.

RESOLVED: that the timetable for CiLCA completion be noted and updates be received at each meeting.
GDPR - IMPACT ON STAFFING

The Officers are currently working on the data mapping and data held. Nothing is being held anything unless
needed for business or is legally required by statute.

It was proposed by ClIr L Gregorio and seconded by ClIr R Kidd that the Committee note the report and directs
the Town Clerk that GDPR takes priority over non-statutory activities and that the Committee receives regular
progress updates.

A vote was taken which was unanimous

RESOLVED: that the Committee note the report and directs the Town Clerk that GDPR takes priority over

non-statutory activities and that the Committee receives regular progress updates.

EXCLUSION OF THE PRESS AND PUBLIC
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It was proposed by ClIr R Kidd and seconded by Clir R Hughes that the press and the public be excluded from
the rest of the meeting.

A vote was taken which was unanimous.

RESOLVED: that the press and the public be excluded from the rest of the meeting.

CONFIDENTIAL MINUTES

It was proposed by CliIr R Kidd and seconded by Clir L Gates that the minutes of the Extraordinary Staffing Sub-
Committee (confidential) meeting held on 26 January 2018 be signed, by the Chairman, as a correct record.

A vote was taken which was unanimous

RESOLVED: that the minutes of the Extraordinary Staffing Sub-Committee (confidential) meeting held on 26
January 2018 be signed, by the Chairman, as a correct record.

STAFFING LEVELS

It was discussed that extra staff was needed as there is no spare capacity for unexpected things like GDPR or
illness etc. There is already approval for a receptionist and a Community Officer.

The role of Deputy Clerk will be in place from next financial year.

Request timelines from the Town Clerk.

Town Clerk as confirmed that the Communities officer needs to be brought on as soon as practical.

Whatever staffing issues need to be resolved they need to be expedited as soon as possible. If the lack of
staffing is not resolved then we cannot move forward.

Clir L Gregori proposed and Clir R Kidd seconded that the report be noted and recommended the Town Clerk
moves forward as soon as practicable in recruiting the replacement Allotment Officer and Communities Officers
and generates a timeline for staffing and reports back on progress.

A vote was taken which was unanimous.

RESOLVED: that the report be noted and recommended the Town Clerk moves forward as soon as practicable
in recruiting the replacement Allotment Officer and Communities Officer and generates a timeline for

staffing and reports back on progress.

ClIr L Gregori suggested that the Deputy clerk has responsibility for the officers and reports to Town Clerk on
staffing issues. Town Clerk should be the Proper Officer and Responsible Financial Officer.

It was discussed that two organisational charts were needed, one for now and one for the future.
It was noted that as soon as the Organisational Chart was agreed it needed to go on the website.

It was proposed by ClIr R Hughes and seconded by ClIr R Kidd that the Draft Organisational Chart be noted and
be updated and brought back to the next meeting.

A vote was taken which was unanimous.
RESOLVED: that the Draft Organisational Chart be noted and be updated and brought back to the next

meeting.

8.05pm
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Report

AIR QUALITY IN TOWN COUNCIL OFFICES

Produced for: Date of Report:
Staffing Sub-Committee Tuesday 3 July 2018

Summary of Key Issues

To receive a brief overview from ClIr V Pond regarding concerns over Air Quality in the Town Council Offices.
To note a report on the Budget for works to the offices.

To note the costs for installing a window in the Town Clerks’ office.

To note any further recommendations for works/spend would need to be considered by full Council.

To note actions already taken.

Current Situation

At the Council meeting held on 21 June 2018, Cllr V Pond raised the issue of Air Quality in the Office. Below is further
information.

The Council agreed a Budget for the upgrading of the new Town Council Offices. Below is a brief report on the current
spend and reimbursement progress.

Air Quality in the Town Council Offices

Office air quality. It follows an article in Facilities Monthly Journal. Apparently "we spend 90 per cent of our lives
indoors, often working up to 8 hours a day in poorly ventilated offices, occasionally alongside ill colleagues. We
frequently take preventative measures to stop ourselves becoming unwell - like washing hands and using alcohol gels
- yet we rarely take into account how the air we breathe could be making us ill. Studies have shown that reduced
(Internal Air Quality) IAQ can lead to headaches, lethargy, sore throats and eye irritation and from an employer's
perspective reduced productivity levels due to restricted mental ability". The town clerk only has a fire door from
which to get fresh air - a window is required as a matter of urgency. A window survey is required for the rest of the

building. — Clir V Pond.




Budget for Works in the new Council Offices

When the initial costs were considered for the new Council Offices additional alterations such as the toilets and new
fire doors were not factored in. This meant that once the additional costs were known, Council approved additional
monies to be spent.

The agreement was that the Landlord would reimburse the Town Council for the costs to install the Fire Alarm System
and the new Fire Door that had to be installed in the Town Clerks’ Office. Officers are continuing to negotiate for the
Council to be reimbursed for these costs. Once these costs have been reimbursed it will free up some of the Budget
Monies for use on other costs. Some of these costs are considered in the next report.

Currently, without the reimbursements the Budget for the Offices has been used.

Installing Additional Window

When it became clear that the Fire Door in the Town Clerks’ Office would be the only source of light and air, quotes
were requested to install an additional window.

The costs range from £5600 to £10,000.

If Members are minded that a window should be fitted as a matter of urgency, a recommendation will need to go
back to Council for additional funds.

Alternatively, Members could recommend that a Budget be created for inclusion in 2019/2020 for additional costs.

Window Survey

Clir Pond’s report mentions a window survey. Ideally the offices should have an air quality and air flow survey carried
out. This is something that ought to be carried out by a professional, not staff or Members.

If Members are minded that this should be done, costs will be sought for carrying out the survey.

Steps Already Taken

The Town Clerk has recently purchased 2 additional air conditioning units which have been placed in the Allotments
Office and main office.

During the hot weather, where safe to do so, small windows have been left open to allow cool night air into the
building.

All windows are opened during the day.

Thermometers have been placed in all strategic areas of the offices. When the temperature has reached 30 Degrees
Centigrade the Town Clerk has sent the staff home.

Financial Implications
Financial Implications are outlined in the report. Further costs will be sought if Members are minded to make
recommendations.

Legal and Policy Implications
The Town Council has a duty to provide support and care for its staff.

Recommendations
To consider the report and discuss any recommendations to put to Policy and Resources Committee or Council as
necessary.

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 66C, High Street,
Andover, Hampshire. SP10 1NG.

Tel: 01264 335592 Email: townclerk@andover-tc.gov.uk Website: www.andover-tc.gov.uk

Distribution: To all Councillors
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Report

OFFICE MOVE AND SNAGGING LIST

Produced for: Date of Report:
Staffing Sub-Committee Wednesday 4 July 2018

Summary of Key Issues

To note an update on the Office Move.

To note a snagging/to do list.

To make recommendations to the Policy and Resources Committee as to which items can be resolved immediately
and which will require budgeting for 2019/2020.

To note that the Working Group will meet to assist with resolving the snagging list.

Current Situation

On 16 March 2018 the Town Council Officers moved into the new Office Accommodation at 68B High Street, Andover.
The move went well albeit with some initial problems as the builders were still working on the toilets, new fire exit and
front door.

A snagging list has been created and whilst officers have managed to resolve some of the issues, the Working Group
will meet and assist with the final issues.

Snagging/To Do List

The Snagging List has been created from some issues that have arisen and some requests from Members. ltems which

are (*) are essential and required by law:

Toilets — flushes not working correctly (will come under guarantee from Builders).

(*) Fire Doors — Fire door plates (quick release) are required by law for fire doors which need to be open i.e. door into
reception and Town Clerks’ Office door. (£99 each)

(*) Fire Escape ladder (£210.57)

Guardrail leading from fire escape. (up to £10,000 including installation)

Door Bell for front door.




Decorating main office.

Decorating remaining offices.

Town Clerks’ Office window. (up to £10,000)
Air quality and air flow survey.

Deputy Clerks’ Office window (poor state & does not open, will need replacing)

Budget for Works in the new Council Offices

As mentioned in the previous report, the Budget for the Office Move as agreed by full Council has been used. Officers
are working with the landlord for reimbursement for the Fire Alarm System and the new Fire Door. This will mean
that approximately £10,000 will be released back into the agreed Budget.

Priorities and Recommendations to Policy & Resources Committee

As noted above, the fire door plates and fire escape ladder are essential. The total cost for these items is £408.57.
The remaining list requires prioritisation and recommendation to Policy and Resources. Either to carry out the works
this year and request additional monies from Earmarked Reserves or to include the items to be completed in
2019/2020 with a Budget included in the main Council Budget. It is usual to have a Budget set aside for maintenance
works to buildings.

Financial Implications
Financial Implications are outlined in the report. Further costs will be sought if Members are minded to make

recommendations.

Legal and Policy Implications
The Town Council has a duty to provide support and care for its staff.

Recommendations
To consider the report and discuss any recommendations to put to Policy and Resources Committee or Council as

necessary.

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 68B, High Street,
Andover, Hampshire. SP10 1NG.

Tel: 01264 335592 Email: townclerk@andovertc.co.uk Website: www.andover-tc.gov.uk

Distribution: To all Councillors
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