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Date:  15 July 2014 
 
NOTICE IS HEREBY GIVEN OF A MEETING OF THE STAFFING COMMITTEE TO BE HELD ON 
TUESDAY 22 JULY 2014 AT 10.00 A.M. IN THE COUNCIL CHAMBER, TOWN HALL, PENRYN 
FOR THE TRANSACTION OF THE UNDERMENTIONED BUSINESS. 
 

 
 

 

  
Town Clerk 

 
AGENDA 

 
 

1. ELECTION OF CHAIRMAN 
 To elect a Chairman for the civic year 2014–2015 

 
2. ELECTION OF VICE-CHAIRMAN 
 To elect a Vice-Chairman for the civic year 2014–2015 

 
3. APOLOGIES 
  
4. MINUTES 
 To approve as a correct record, minutes of the meeting of the Staffing Committee held on 

3 February 2014 [Page 1] 
 

5. STAFF APPRAISALS 
 To consider a proposal for a staff appraisal framework [Pages 2–3] 

 
6. REVIEW OF THE STAFFING STRUCTURE 
 To consider a proposal for a review of the staffing structure [Pages 4–5] 

 
7. EXCLUSION OF THE PRESS AND PUBLIC 
 To resolve that in accordance with Section 1 of the Public Bodies Admission to Meetings Act 

1960 the public be excluded from the meeting during consideration of the following items 
by reason of the confidential nature of the items. Proceedings, apart from any resolutions 
passed, shall remain confidential. 
 

8. LIVING WAGE 
 To consider the implications of registration with the Living Wage Foundation 

 
9. REPORT OF STAFF EXIT INTERVIEW 
 To receive a report of a staff exit interview and consider any necessary recommendations 

to Council 
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Membership 
Councillors: 
Mrs M V Bennett 
Mrs G A Grant 
J Langan 
Mrs M K May 
M J Mullins 
E L Wilkes 
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MINUTES OF THE MEETING OF PENRYN TOWN COUNCIL’S STAFFING COMMITTEE HELD ON MONDAY 
3 FEBRUARY 2014 AT 7.30 PM IN THE COUNCIL CHAMBER, PENRYN  
 
 

Present: 
 

Councillors: Mrs M V Bennett, Mrs G A Grant, M J Mullins and E L Wilkes 
 

 
1. ELECTION OF CHAIRMAN 
 

RESOLVED that Councillor M J Mullins be elected as Chairman of the Staffing Committee for the civic 
year 2013–2014. 
 
Proposed by Councillor E L Wilkes and seconded by Councillor Mrs G A Grant 

 
2. ELECTION OF VICE-CHAIRMAN 
 

RESOLVED that Councillor J Langan be elected Vice-Chairman of the Staffing Committee for the civic 
year 2013–2014. 
  

 Proposed by Councillor M J Mullins and seconded by Councillor Mrs M V Bennett 
 

3. APOLOGIES 
 
 Apologies were received from Councillor J Langan (work) and Mrs M K May (Cornwall Council 

business). 
 
4. MINUTES 
 

RESOLVED that the minutes of the meeting of the Staffing Committee held on 25 February 2013 be 
approved as a correct record. 
  
Proposed by Councillor E L Wilkes and seconded by Councillor Mrs G A Grant 
 

5. EXCLUSION OF THE PRESS AND PUBLIC 
 
RESOLVED that in accordance with Section 1 of the Public Bodies Admission to Meetings Act 1960, 
the public be excluded from the meeting during consideration of the following item by reasons of the 
confidential nature of the item.  Proceedings, apart from any resolutions passed, shall remain 
confidential. 

 
 Proposed by Councillor Mrs G A Grant and seconded by Councillor Mrs M V Bennett 
 
6. COMPLAINT AGAINST THE TOWN CLERK 
 

RESOLVED that no further proceedings shall be taken. 
 
Proposed by Councillor Mrs G A Grant and seconded by Councillor Mrs M V Bennett 
 
There being no further relevant business, the meeting was declared closed at 8.00 p.m. 
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PENRYN TOWN COUNCIL 
 

 

STAFFING COMMITTEE                22 JULY 2014 
 

Staff Appraisals 
 

Author:  Michelle Davey, Town Clerk 
 
1. Background 
 
It is good practice to carry out regular staff appraisals to ensure that staff have the opportunity to 
raise any issues and that they are receiving the appropriate level of training and are aware of what is 
expected of them in their respective roles, as well as what they expect of the Council as an employer.  
Although some appraisals have been carried out over the past two years, this has been somewhat 
intermittent and it would be beneficial to have an appropriate procedure in place to ensure that 
appraisals do take place in a proper and timely manner. 
 
2. Discussion 
 
In an organisation the size of Penryn Town Council, it is important not to over complicate the 
appraisal process by introducing complex forms and processes.  However, it is crucial that those who 
are carrying out the appraisals should have the appropriate training to do so correctly and fairly.  
Appraisals should also not be too daunting for the staff as they need to feel able to speak freely about 
any issues they may have and not to feel that appraisals are an opportunity for disciplinary matters 
to be aired.  Disciplinary procedures are already in place for this and should not be a part of the 
appraisal process.  It is suggested that an appropriate appraisal format for the current staff structure 
is as follows: 
 
Appraisee        Appraisers 
Town Clerk       Town Mayor and Chairman of the Staffing Committee 
Finance Officer      Town Mayor and Town Clerk 
Customer Support Officers  Town Mayor and Town Clerk 
Caretaker        Town Mayor and Town Clerk 
Assistant Caretaker    Town Clerk and Caretaker 
 
A programme should be drawn up with the appraisals to be carried out in the order as shown above.  
All appraisers should receive appropriate training prior to carrying out appraisals.  Following the 
appraisals process, a report should be presented to the Staffing Committee which may or may not 
decide to make recommendations to Council as a result. 
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3. Recommendation 
 
That an Appraisals Procedure be drawn up for approval by Council in accordance with the above 
recommendations and appropriate training be sourced for appraisers. 
 
4. Appendices 
 
None. 
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PENRYN TOWN COUNCIL 
 

 

STAFFING COMMITTEE                22 JULY 2014 
 

Review of the Staffing Structure 
 

Author:  Michelle Davey, Town Clerk 
 
1. Background 
 
Since the formation of a Unitary Council, the Town Council has taken on an increasing number of 
services, most notable and time-consuming of which is the One Stop Shop.  In addition, the Council is 
now considering working with Falmouth Town Council on a Neighbourhood Plan, investigating the 
feasibility of taking control of the Port of Penryn, supporting the formation of a Town Team, as well 
as running the public conveniences and the many other services that the Town Council already 
provides.  With this in mind, it is an opportune moment to consider whether the current staffing 
structure is still fit for purpose. 
 
2. Discussion 
 
The current staffing structure is as follows: 
 
Town Clerk – 37 hours/wk 
Finance Officer – 37 hours/wk 
Customer Support Officer – 22 hours/wk 
Customer Support Officer – 15 hours/wk 
Caretaker – 37 hours/wk 
Assistant Caretaker – 15 hours/wk 
 
The workload of the Town Clerk is such that there is a need to delegate some tasks to other staff in 
order to ensure that instructions of the Council are carried out in a timely manner.  Currently, the 
Clerk’s ‘to do list’ keeps growing and only the more pressing and important tasks are being 
completed.  Although a number of tasks are already delegated to all staff as appropriate, it would be 
beneficial to be able to delegate some of the higher level tasks.  Clearly, it would be unfair to do so 
without an appropriate level of recompense.  Therefore, it is suggested that it may be time for the 
Town Council to consider appointing an Assistant Clerk. 
 
It is important to recognise the distinction between an Assistant and a Deputy Clerk.  An Assistant 
will support the Clerk and help them to carry out their role, but without the responsibility that goes 
with the role of Deputy who is there is take control in the absence of the Clerk.  Therefore, it is 
suggested that an appropriate payscale would be at a similar level to the Finance Officer.  
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Furthermore, if an appropriate candidate(s) can be found among the current staff, then this would be 
preferable to going through a recruitment process which would be both costly and unnecessary. 
 
Another change that the Town Council may wish to consider is to appoint a general handyman and 
gardener.  Most Town Councils employ grounds staff directly rather than contract out this work and 
although this would also require the Council to purchase the necessary equipment, it would be 
worthwhile to carry out an exercise to look at the cost-benefit of doing so. 
 
3. Recommendation 
 
That the Town Clerk liaises with the Chairman of the Staffing Committee, Town Mayor and Deputy 
Mayor to consider the implications of possible changes to the staffing structure and reports back 
with recommendations for consideration at the next Staffing Committee. 
 
4. Appendices 
 
None. 
 


