
To: Chairman and Members of HR Committee 
Other Council Members – The Press – FOR INFORMATION 

 
 

 
The Memorial Hall, High Street, Newmarket Suffolk CB8 8JP 

 
    You are hereby summoned to attend a meeting of the 

    HUMAN RESOURCES COMMITTEE 
    Monday 13th July 2020 at 7pm on Zoom 

 
 
 
  

 
 
 
 
 

 
 
 
 

A G E N D A   
1. CHAIR TO ANNOUNCE that proceedings are being recorded and to advise that all participants will be muted 

by the host of the meeting who will unmute the individual the Chairman has invited to speak 
2. APOLOGIES To receive and accept apologies for absence 
3. REGISTER OF INTERESTS Declaration of Members’ Interests & to remind Councillors of the need to keep up 

to date their Register of Members’ Interests and to consider any requests received for Members’ 
Dispensations. 

4. MINUTES OF PREVIOUS MEETING To receive and confirm the minutes of the meeting held on 8th June 2020 
and any matters arising. 

5. PUBLIC PARTICIPATION ‘An invitation to members of the public to put questions or statements of not more 
than 3 minutes duration. Resolutions can only be made on items that are on the agenda, but Councillors are 
very happy for matters relating to the Town to be brought to their attention. 

6. ACCOUNTS - To receive the financial accounts for Human Resources for Month 3: June 2020. 
7. HELPLINE COVER – to receive an update on proposals for staff handling helpline calls in future. 
8. MEMBER/OFFICER PROTOCOL – to review, in light of recent issues  
9. EXCLUSION OF THE PRESS & PUBLIC  

To resolve that under the Public Bodies (Admissions to Meetings) Act 1960, the public and press be 
excluded for the remainder of the meeting because of the likely disclosure of private and confidential 
information relating to individuals. 

10. ELLIS-WHITTAM – to review and approve authorised contacts (herewith). 
11. TERMS & CONDITIONS OF EMPLOYMENT – to receive a report outlining options for improving employee 

terms and conditions (herewith).  
12. RECOVERY PLAN – to receive an update on staffing implications in relation to the draft recovery plan. 
13. STAFF APPRAISALS – to receive an update. 
14. STAFF TRAINING – To consider requests for training. 
15. Date of next meeting – Monday 10th August 2020. 
16. Items for inclusion on next Agenda. 

Membership from June 2020 
Councillor Bowen 
Councillor Caesar – Vice Chair 
Councillor Drummond 
Councillor Hood 
Councillor Hulbert 
Councillor Jefferys 
Councillor Kerby 
Councillor O’Neill - Chairman 
Councillor Yarrow 
 

The meeting is held in public and the public are encouraged to attend and participate. Just occasionally matters 
such as contractual or staffing matters do have to be held in the confidential part of the meeting. 
Members of the public and press may not orally report or comment about a meeting as it takes place if present 
at a meeting of the Council, but otherwise may: 
a: film, photograph or make an audio recording of the meeting; 
b: use any other means for enabling persons not present to see or hear proceedings at a meeting as it takes place 
or later; c: report or comment on the proceedings in writing, during or after a meeting or orally after the 
meeting. 
This meeting is being held on the online Zoom platform and is being recorded. Any member of the public in 
attendance who does not wish to be included in the recording can disable their video although this would 
prohibit their ability to participate in the meeting at the appropriate time. 

Signed    Debbie Baines, Town Clerk   7th July 2020 



Blan
k



Minutes of Human Resources Committee held on 8th June 2020 

Page 1 of 5 

Minutes of a Meeting of the Human Resources Committee 
Held on Monday 8th June 2020 at 7:00pm via Zoom 

Attendance: 
Councillor R Hood (Chairman) Councillor P Hulbert 
Councillor O Bowen  Councillor M Jefferys 
Councillor S Ceasar  Councillor C O’Neill 
Councillor A Drummond Councillor K Yarrow 

Also Present:  Deborah Sarson – Acting TCM, Debbie Baines – Town Clerk, Cathy Whitaker – RFO, 
Julie Ashton – Minute Assistant and 1 Member of the Public. 

Minute Action by 

As the outgoing Chairman, Cllr Hood took the chair for this item 
H/20/06/1 TO ELECT A CHAIRMAN 

Cllr Jefferys nominated Cllr O’Neill, Cllr Hulbert nominated Cllrs Hood and 
Caesar who both declined.  A named vote was requested and the vote was 
taken as follows: 

Votes for – Cllrs Bowen, Caesar, Jefferys, O’Neill and Yarrow 
Votes against – Cllrs Drummond, Hood and Hulbert. 

There were no abstentions and the following was agreed: 

H/20/06/1.01 Resolved 
That Cllr O’Neill be elected as the Chairman of the HR Committee for 
2020/21. 

Cllr O’Neill took the chair 
H/20/06/2 TO ELECT A VICE CHAIRMAN 

Cllr O’Neill nominated Cllr Caesar.  There were no other nominations.  A 
named vote was requested and the vote was taken as follows: 

Votes for – Cllrs Bowen, Caesar, Drummond, Hood, Hulbert Jefferys, O’Neill 
and Yarrow. 

There were no votes against, or abstentions and the following was agreed: 

H/20/06/2.01 Resolved 
That Cllr Caesar be elected as the Vice Chairman of the HR Committee 
for 2020/21. 

H/20/06/3 CHAIRMAN TO ANNOUNCE THAT PROCEEDINGS ARE BEING 
RECORDED AND TO ADVISE THAT ALL PARTICIPANTS WILL 
BE MUTED BY THE HOST OF THE MEETING WHO WILL 
UNMUTE THE INDIVIDUAL THE CHAIRMAN HAS INVITED TO 
SPEAK 

Item 4
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The Chairman opened the meeting and announced that proceedings were 
being recorded.  All participants would be muted and would be unmuted 
when the Chairman invited individuals to speak.  There were no other 
requests to record the meeting. 
 

H/20/06/4 APOLOGIES FOR ABSENCE 
Apologies were received from Cllr Kerby. 

 
H/20/06/5 DECLARATION OF MEMBER’S INTERESTS AND TO REMIND 

COUNCILLORS OF THE NEED TO KEEP UP TO DATE THEIR 
REGISTER OF MEMBER’S INTERESTS AND TO CONSIDER ANY 
REQUESTS RECEIVED FOR MEMBER’S DISPENSATION 
None noted. 

 
H/20/06/6 TO RECEIVE AND CONFIRM FOR ACCURACY THE MINUTES 

OF THE MEETING HELD ON MONDAY 10TH FEBRUARY 2020 
AND ANY MATTERS ARISING 
Members received the minutes of the Human Resources Committee Meeting 
held on Monday 10th February 2020 and the following was agreed:  
 
H/20/06/6.01 Resolved 
That the minutes of the Human Resources Committee meeting held on 
Monday 10th February 2020 be adopted and would be signed as a true 
record by the Chairman of the Human Resources Committee after the 
meeting. 
 
There were no matters arising. 
 

H/20/06/7 PUBLIC PARTICIPATION AN INVITATION TO MEMBERS OF 
THE PUBLIC TO PUT QUESTIONS/STATEMENTS OF NOT MORE 
THAN 3 MINUTES DURATION.  NO RESOLUTIONS CAN BE 
MADE BUT COUNCILLORS ARE VERY HAPPY FOR MATTERS 
TO BE BROUGHT TO THEIR ATTENTION 
None noted. 
  

H/20/06/8 TO RECEIVE THE FINANCIAL ACCOUNTS FOR HUMAN 
RESOURCES 
The HR accounts for May 2020 were received and noted. 
 

RFO left the meeting. 
H/20/06/9 HELPLINE COVER 

Acting TCM gave an outline of the plan to gradually increase the NTC staff 
cover on the helpline.  There had been 74 calls received last week and 
volunteers were still required to cover the busy shifts.  The volume of calls 
would continue to be monitored and NTC staff would progress to providing 
full cover during the week as volunteers and councillors return to work. 

 
 
H/20/06/10 EXCLUSION OF THE PRESS & PUBLIC 
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With the vote being unanimous, it was: 
 
H/20/06/10.01 Resolved 
To resolve that under the Public Bodies (Admissions to Meetings) Act 
1960, the public and press be excluded for the remainder of the meeting 
because of the likely disclosure of private and confidential information 
or staff matters. 

 
The Public left the meeting. 
H/20/06/11 ***STAFF UPDATE*** 

Acting TCM gave an update on the report that had been sent to Members.   
 

Town Clerk joined the meeting 
Town Clerk confirmed that she had yet to submit her notice but that her 
employer had been informed and that a month’s notice was required. 
 
Acting TCM advised that HMRC had confirmed that she was self-employed 
and responsible for her Tax and National Insurance.  The Acting TCM costs 
to date were noted and included the costs relating to the Covid-19 response.  
The staff activities were also noted. 
 
The Events Manager had made a number of suggestions for events that could 
be organised for 2020/21 and also proposed holding a Civic event for 
volunteers. 
 
Staff appraisals had not taken place due to lockdown and the following was 
agreed: 
 
H/20/06/11.01 Recommendation 
That the Acting TCM and Town Clerk carry out the staff appraisals 
together. 
 
Acting TCM advised that the three-month probation period for the Caretaker 
had expired last month but she had not been able to work due to lockdown.  
The following was agreed: 
 
H/20/06/11.02 Recommendation 
That the probation period of the Caretaker be extended for three months 
until 11th August 2020. 
 
The probation period for the Administrator, who had worked throughout the 
lockdown period, had been completed satisfactorily and the following was 
agreed: 
 
H/20/06/11.01 Recommendation 
That following successful completion of the probation period, the 
Administrator be offered a permanent position. 
 
The staff annual leave and sick leave report was noted. 
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H/20/06/12 ***RECOVERY PLAN*** 

The draft recovery plan was discussed and the risk assessment for opening the 
Memorial Hall on 15th June 2020 for staff to return to work was noted.  The 
risk assessment would be ongoing and be updated to reflect Government 
guidance.  The practicalities for social distancing measures for the public 
would also be looked at along with minor adaptations for staff/public 
movements.  The following was agreed: 
 
H/20/06/12.01 Recommendation 
That from 15th June the Events Manger prepares for the return of herself 
and two other members of the administrative team to the Memorial Hall 
on 29th June 2020. 
 
The Events Manager would provide reports to full Council on staff returning 
to the Memorial Hall.  Government guidance for taking bookings and the 
opening of the Memorial Hall Gardens and public toilets was awaited.  
 
The Chairman proposed that item 13 be deferred to the end of the agenda and 
the following was agreed: 
 
H/20/06/12.02 Resolved 
That item 13 Contract Matters be deferred to the end of the agenda.  
 

H/20/06/13 ***VACANCY UPDATE*** 
Acting TCM advised that interviews had been held for the Marketing 
Administrator post prior to lockdown but it would now be difficult to justify 
the role.  The following was agreed: 
 
H/20/06/13.01 Recommendation 
That the post for the Marketing Manager be deferred and reconsidered 
in six months. 
 
H/20/06/13.02 Recommendation 
That an agency cleaner be recruited to cover the next few weeks with a 
permanent contract to be offered once the longer term cleaning protocols 
are better understood. 
 

H/20/06/14 ***TO CONSIDER A REQUEST FOR STAFF TRAINING*** 
The requests for staff training were considered and the following was agreed: 
 
H/20/06/14.01 Recommendation 
That the requests for staff training be approved.  That the Acting TCM be given 
delegated power to source additional staff training. 
 

H/20/06/15 ***CONTRACT MATTERS*** 
The arrangements for a smooth hand-over were discussed with the last day of 
the Acting TCM being 30th June 2020 and the start date of the Town Clerk to 
be agreed for a date in early July 2020.  
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The Town Clerk left the meeting. 

The report on the timeline for the decision-making process along with the 
salary and terms of employment offered to the new Town Clerk were 
discussed.  It was noted that there was a need for a document to specify the 
procedure to appoint a Town Clerk in the future to avoid any confusion.  It 
was agreed to accept the contract as issued to the Town Clerk. Further debate 
was held on the terms and conditions for all staff and the following was 
agreed: 
 
H/20/06/15.01 Recommendation 
That the contract issued to the Town Clerk, including the salary, be 
accepted and approved by Council with the Mayor to agree a formal start 
date in July with the appointee and report back to Council. 
 
H/20/06/15.02 Recommendation 
That the Acting TCM and Town Clerk review the staff terms and 
conditions and present a report to the next meeting of the HR Committee. 
 

H/20/06/16 DATE OF NEXT MEETING 
Monday 13th July 2020 via Zoom. 
 

H/20/06/17 ITEMS FOR INCLUSION ON NEXT AGENDA 
• Terms and conditions for all staff  

 
 
Meeting closed at 20:56pm 
 
 
 
 
 
Signed ______________________________      Date _________________________ 
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