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BRINSLEY PARISH COUNCIL 

 
Minutes of the Personnel Committee meeting held on Wednesday 20

th
 February 2013 in the Parish Hall, Cordy Lane, 

Brinsley. 
 
PRESENT: Cllrs: V Wakeling, J Booth, V Syson 
 
Also present: Mrs S Frost (Clerk) 
 
1. APOLOGIES FOR ABSENCE 
  
 Apologies were received and approved from Cllr D Taylor – illness. 
 
2. DECLARATION OF MEMBERS INTERESTS 
 

There were no declarations of interest.  
 

3. MINUTES OF THE MEETING HELD ON WEDNESDAY 17
th

 OCTOBER 2013 
 

Committee resolved that the minutes of the Personnel Committee meeting held on Wednesday 17
th
 October 2012 

be signed as a true record. 
 
4. REVIEW OFSTAFF CONTRACTS AND JOB DESCRIPTIONS 
 

Mr Richard North has been with the Council since 2
nd

 January 2013 and was initially taken on temporarily. After 
discussion it was felt that Mr North can now been provided with a permanent contract for the mid-week position 
but whilst the situation still exists that there is no weekend caretaker, due to the recent resignation of Daniel 
Bowes, he will undertake to cover alternate weekends as well. He is enjoying the job and seems to have settled in 
very well. 
 
Contracts: 
 
Committee felt that all contracts needed to be brought up-to-date in light of recent staff appraisals and resolutions 
on pay, holidays, change of job titles and training requirements. 

 
5. JOB DESCRIPTIONS 
 

A full and lengthy discussion took place regarding job descriptions and Committee felt that after reviewing the 
comments made by staff when undertaking staff appraisals, they needed to be updated to reflect work currently 
being done and work that needed to be included. All job descriptions are to be updated to reflect requirements of 
duties for the Clerk, caretakers, bowls attendants, litter picker, football attendant and administration assistant. 

 
6. REVIEW OF PROBATIONARY PERIOD 
 

Committee felt that 6 months was too long a period and after reviewing the Clerks contract felt that all others 
should also read as follows: 

 
‘For all new employees confirmation of the appointment will be subject to satisfactory completion of a period of 
probationary service of not less than 13 weeks. During any such period of service you would be expected to 
establish your suitability for the post’. 
 
Committee recommend that this be inserted on all new contracts, to include Mr North’s. 

 
7. REVISION OF TIME SHEETS 
 

A review of the way the caretakers complete time sheets was discussed. It was felt the current system was too 
complicated as previously the Clerk has been advised by staff they found it difficult to understand and complete. 
Various ways in which to have a document suitable for use to put with wage slips was discussed and members 
felt that a signing in sheet would be the belter alternative. 
 
Committee recommend that a weekly signing in sheet for each caretaker is produced and for this to be trialled for 
1 month. 

 
 
 
 
 



 

2 

 
8. TIME MONITORING, METHOD OF RECORDING, IMPLEMENTATION AND LENGTH OF MONITORING 

PERIOD 
 
 Cllr Syson gave some background information as to why this matter had been put forward for discussion. Cllr 

Wakeling said it was to get a true idea of how long each job takes members of staff. 
 
 Cllr Syson said the best way to do this was by undertaking a time and motion study in view of future schemes the 

Council wish to undertake and it was a way to ensure residents are getting a good service from the Parish 
Council. This will involve staff undertaking self-evaluation for a 1 month period. 

 
 Committee recommend close monitoring and scrutiny to look at allocation of duties, gauge spare capacity, and 

highlight areas that are omitted or unable to be covered due to current workloads. Staff will need reassurances 
from the Parish Council about the rationale behind the exercise. 

 
9.  UPDATE ON WEEKEND CARETAKER POSITION  

  
The Clerk advised that a further advert has been placed on the noticeboards for a weekend caretaker, with an 
open response time. To date no applications had been received. 
 

 
 
 The meeting closed at 12.15 pm 
 
 
 
  ………………………………….…………   Chairman ……………….……………………. Date 


