PARISH OF GODALMING

Tel: 01483 523575 Municipal Buildings
Fax: 01483 523077 Bridge Street
E-Mail: office@godalming-tc.gov.uk Godalming
Website: www.godalming-tc.gov.uk Surrey GU7 1HT
Sir/Madam

| HEREBY SUMMON YOU to attend the Full Council Meeting of the Godalming Town Council to be
held in the Council Chamber, Municipal Buildings, Bridge Street, Godalming on THURSDAY, 20
JULY 2017 at 7.00pm.

DATED this 14" day of July 2017.

Andy Jeffery
Acting Clerk to the Town Council

The meeting will be preceded by prayer with the Revd Jane Vlach officiating — all who wish to
participate in prayers are most welcome to do so; however, anyone not wishing to participate may
leave the chamber or sit quietly for the short duration of the prayers. All individuals’ decisions in this
matter are respected.

AGENDA

1. THE TOWN MAYOR to sign as a correct record the Minutes of the Meeting of the Council
held on the 11 May 2017.

2. TO RECEIVE apologies for absence.

3. PETITIONS/STATEMENTS/QUESTIONS FROM MEMBERS OF THE PUBLIC

THE TOWN MAYOR to allow members of the public to ask the Council questions, or make a
statement or present a petition. This forum to be conducted in accordance with Standing
Order 4.

4. DISCLOSABLE PECUNIARY INTERESTS AND NON-PECUNIARY INTERESTS

To receive from Members any declarations of interests in relation to any items included on
the Agenda for this meeting required to be disclosed by the Localism Act 2011 and the
Godalming Members’ Code of Conduct.

5. TO RECEIVE official announcements, letters, etc.

6. TO RECEIVE Chairmen’s reports of the Committees as under:

Audit Committee

There were no recommendations.

Members of the Public have the right to attend all meetings of the Town Council and its
Committees and are welcome.



10.

Policy & Management Committee

Safequarding Policy

The Policy & Management Committee recommends that Full Council resolves to adopt the
Safeguarding Policy (Safeguarding Policy attached for the information of Members).

Planning Notifications

The Policy & Management Committee recommends that Full Council resolves to amend
Standing orders to contain an additional order SO 32.xvi

32. The Council’s proper Officer shall do the following:

xvi.  After consultation with the Chairman of the Policy & Management Committee, and
where appropriate the Chairman of the Joint Burial Committee, along with the
appropriate  Ward Members, respond on behalf of Godalming Town
Council/Godalming Joint Burial Committee to interested parties planning notification
letters received by Godalming Town Council or the Joint Burial Committee relating to
applications on premises adjacent to council land/property.

Acting Responsible Finance Officer

The Policy & Management Committee recommends that Full Council resolves to extend the
appointment of Mrs R Tong as the Acting Responsible Finance Officer until the conclusion of
the Resources Working Group review and the adoption by the Council of a future permanent
staffing structure.

Staffing Committee

Staff Appraisal Scheme

Staffing Committee recommends that Full Council adopts the revised staff appraisal policy
(copy attached for the information of Members).

TO RECEIVE the minutes of the undermentioned Committees:

Meetings Dated

Policy & Management Committee 25 May 2017
13 July 2017
Staffing Committee 15 June 2017

GODALMING JOINT BURIAL COMMITTEE — REPORT

TO NOTE FOR INFORMATION the report of the Godalming Joint Burial Committee of its
proceedings on the 15 June 2017.

TO AUTHORISE the Clerk to sign or, where appropriate to have sealed on behalf of the Town
Council any orders, deeds, or documents necessary to give effect to any of the matters
contained in the Reports received at this meeting or in any Resolution passed by the Council.

DATE OF NEXT MEETING

The date of the next Full Council meeting is scheduled to be held on Thursday, 14 September
2017 at 7.30 pm in the Council Chamber.

FC/Agenda/20Jul17



11.  ANNOUNCEMENTS

Brought forward by permission of the Chairman. Requests to be submitted prior to
commencement of the meeting.

FC/Agenda/20Jul17
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SAFEGUARDING POLICY

PHILOSOPHY: Every child and vulnerable person irrespective of their age, culture, disability,
gender, language, racial origin, socio-economic status, religious belief and/or sexual orientation has
a right to be protected from harm and to feel safe and protected.

DEFINITIONS:

e The term child, or young person, is used to refer to anyone under the age of 18 years.

e The term vulnerable adult includes people with learning disabilities, older people, people with
physical or sensory disabilities, people with mental ill health, people with physical illnesses
and people with drug/alcohol problems.

OBJECTIVES:

¢ All hirers of Godalming Town Council community premises organising activities or events are
to provide an environment where all participants feel secure and valued.

e All hirers organising activities for children/vulnerable adults on a regular, commercial or
educational basis are to have a safeguarding policy.

e Procedures are in place for the protection of Godalming Town Council employees and
volunteer workers.

PROCEDURES:

e Godalming Town Council is to have a named Safeguarding Officer (SO).

o Contact details for the Safeguarding Officer are to be clearly displayed at all Godalming Town
Council community buildings and on its website.

e Terms and conditions for hirers organising activities for children/vulnerable adults on a
regular, commercial or educational basis are to include a requirement to have a safeguarding
policy.

e All incidents or concerns related to safeguarding reported to the Godalming Town Council
Safeguarding Officer are to be treated seriously and managed in accordance with Surrey
County Council MASH safeguarding policies.

Adopted on

Date of Review
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Appraisal Scheme Guidance

Introduction

The appraisal scheme provides the Council with a framework to regularly review an employee’s
performance, and the employees with an opportunity to give feedback to their employer.

Who should undertake appraisals?

The Town Clerk will usually appraise those who report directly to the Town Clerk. Managers who
report to the Town Clerk would usually appraise the staff reporting to them and share the reports
from these appraisals with the Town Clerk.

The Staffing Committee will appoint a small Appraisal Panel (2 or 3) from within its number to
appraise the Town Clerk.

Summary reports from all appraisals will be shared with the Staffing Committee

Appraisals and performance management

Appraisals are an important part of the performance management process. Due to the nature of the
Council’s management structure, the appraisal process for the Town Clerk differs to that of other

staff.

The performance management process for the Clerk

Council sets
annual
business plan

Regular Town Clerk's objectives

determined by Staffing
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The performance management process for other staff

Council sets
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business plan
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Regular
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Core aspects of the performance management process

The Council’s Business Plan
The Plan sets the Council’s objectives for the next year. These objectives can be part of longer term
aims.

The role of the Staffing Committee
The Staffing Commitee will:

ensure that annual appraisals are being conducted for all staff;

e appoint the Appraisal Panel to undertake the Town Clerk’s appraisal;
be responsible for reviewing the performance management process to ensure it continues to
meet the Council’s needs;

o will countersign the appraisals for all staff; and

¢ will hear any grievances raised by staff in relation to their appraisal. *

*subject to compliance with the ACAS Code of Practice on the conduct of grievance procedures
The annual appraisal and mid-year review

The annual appraisal and mid-year reviews and catch-up meetings will follow the format set out in
this document with supporting forms for the annual and mid-year reviews.

The role of regular catch-ups

Catch-ups should be conducted every six weeks or so. Meetings may be more frequent where staff
are new to their post, the employee requires more regular support or, the manager is concerned that
the employee needs particular attention. Equally catch-ups can take place less frequently where
appropriate. However, they should always take place at least every 8 weeks/2 months.

11 April - Draft for consideration by Godalming Town Council’s Staffing Sub Committee



Catch-ups provide the opportunity for regular discussions on progress against objectives highlighting
where additional support may be needed or, in exceptional situations, where objectives should be
amended. They also provide an opportunity to discuss a range of other day to day matters such as
annual leave or TOIL arrangements; recent or planned absence; workload pressures; progress with
learning and development plans etc

Structure of the appraisal meeting and mid-year review

The appraisal meeting and mid-year reviews are in two parts. The first part looks back over the
appraisal period. It looks at:

the extent to which the objectives have been met;

noting any particular achievements

whether the job description has changed;

whether the learning and development objectives have been achieved; as well as
noting any other general comments.

The second part looks forward to the next appraisal period. It provides an opportunity to:

e discuss the objectives to be set; and
¢ identify the learning and development needs.

Using the Record of Appraisal form

The form is produced as a Word document to allow flexibility. The form is not intended to restrict the
amount which can be written or the number of objectives which can be set.

Setting objectives
All team and individual objectives should be written as SMART objectives.

The number of objectives set will depend on the ‘size’ of each objective and the other work which a
member if staff is tasked with.

If appropriate objectives should have supporting information such as ‘milestones’ to be achieved or
additional information to clarify how the objective should be met or what support might be available.

Appendix A gives some example templates for drafting SMART objectives
Record keeping

A written record of the appraisal, mid-year review and, catch-up meetings will be given to the
employee for their own records and copies will be kept in the employee’s personnel file.

The written record of appraisal, mid-year review and, catch-up meetings for the Town Clerk will be
held by the Chairman of the Staffing Sub-Committee on behalf of the Committee, as well as in the
Town Clerk’s own personnel file and a copy given to him/her.

Should the Chairman of Staffing Committee change then these records will be made available to
them and any other member of the Staffing Committee appointed to conduct an appraisal meeting
(either full or mid-year)

Seeking agreement

Wherever possible agreement should be sought for the objectives set. It is important for the appraiser
to listen carefully to any concerns raised by the ‘appraisee.” However if agreement cannot be

11 April - Draft for consideration by Godalming Town Council’s Staffing Sub Committee



reached then the disputed objectives can be referred to the Staffing Committee who will consider
whether to amend, withdraw, or retain them after having considered the matter.

Wherever possible, agreement should be sought for the other aspects of the appraisal (i.e. looking
back at past achievements, training required, etc). However, where agreement cannot be reached a
note of the employee’s comments/objections will be kept together with the appraisal report.
Training

All managers who conduct appraisals should receive relevant training.

At least one of the Councillors who forms part of the appraisal panel for the Town Clerk must have
received relevant training.

The relationship between the Town Clerk’s appraisal and the appraisals of other members of
staff

For clarity, the Town Clerk appraisal process is entirely independent from that of other members of
staff. In other words, if for any reason any stage of the Town Clerk’s appraisal is delayed in full or in
part - then this should not delay any element of the (including objective setting) appraisal process
progressing for any other member of staff.

11 April - Draft for consideration by Godalming Town Council’s Staffing Sub Committee



APPENDIX A

Objectives should always be written meeting the SMART criteria although by adding ‘Challenging’
to the criteria, the objectives can be used to stretch and develop people.

Challenging The objective should ideally stretch the individual beyond the current level of
performance or into a new area

Specific The objective should provide clarity about the outcome required

Measurable The objective must include some means by which it will be possible to identify
whether it has been achieved.

Achievable The objective must be challenging and testing but realistic.

Relevant The objective must be appropriate to the member of staff’s role and also fit within
the team objectives. Alternatively, there can be one or two personal objectives
which are loosely connected with the team objectives but support staff
development. (Note that the Staffing Sub-Committee would need to approve
expenditure for staff development.)

Time bound A time-frame must be given.

It might be useful to define interim milestones which can be discussed at the 6
monthly review or more frequently.

Templates which can be used as the basis for writing CSMART objectives

Example 1 — For delivering a one-off piece of work
By...DATE ...to have written the ........... Plan to deliver the............

This objective might lend itself to setting milestones such as:
By...DATE...to have presented an outline project plan to the line manager.
You might also want to include additional information such as:

“You should use Microsoft Excel to detail the activities which fall under the plan, together with
dates and responsibilities.”

Example 2 — To raise the standard of current performance
To meet the deadlines for........... on 95% of occasions during the second half of the year.

This objective lends itself to noting what both the appraiser and appraisee need to do to enable this
objective to be met. For example:

Appraiser will explore the possibility of team member attending a Time Management course.
e Appraiser will support the team member in taking one half day to tidy up and sort out personal

workspace.
e Team member to use Outlook to create a running ‘to do’ list.
e Team memberwillread .................. book on time management.

e Team member’s time management will be a regular item for discussion at catch-up meetings.

11 April - Draft for consideration by Godalming Town Council’s Staffing Sub Committee
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RECORD OF MID-YEAR APPRAISAL REVIEW

Name of employee being appraised

Name of appraiser(s)

Appraisal period

Date appraisal conducted

Review of Objectives for YEAR/YEAR
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Review of Learning and development objectives for YEAR/YEAR

Page |3



Additional Comments

Additional comments from the Appraiser

(In this section the appraiser can comment on the wider contribution or issues which have arisen during the appraisal period. This might include the

positive contribution made outside the objectives; or noting where problems have arisen. This section should note any other issues which have arisen
at the Catch-up meetings - for example with attendance.)

Additional comments from the Employee

(In this section team members are free to comment on any aspect of the appraisal. This might include the support and supervision they have received
from their Appraiser; the objectives set or, any other issues about the work or working environment.)

Signed by employee Date
Signed by appraiser Date
Countersigned by Chairman of Staffing Sub-Committee Date

Page |4



RECORD OF APPRAISAL e

quqlming

Name of employee being appraised

Name of appraiser(s)

Appraisal period

Date appraisal conducted

Job Description

Is the job description up to date? Y /N

If not please attach the job description with the proposed amendments. Please note these need to be agreed by the Staffing Sub-Committee.



PART 1 - Review of Objectives for YEAR/YEAR

Page |2



PART 1 - Review of Learning & Development Objectives for YEAR/YEAR

Exceeded objective /Fully/partially/not achieved
Comment?

Exceeded objective /Fully/partially/not achieved
Comment?

Exceeded objective /Fully/partially/not achieved
Comment?

Exceeded objective /Fully/partially/not achieved
Comment?

Page |3



PART 2 - Objectives to be Set for YEAR/YEAR
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YEAR / YEAR
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Additional Comments

Additional comments from the Appraiser
(In this section the appraiser can comment on the wider contribution or issues which have arisen during the appraisal period. This might include the

positive contribution made outside the objectives, or where problems have arisen.)

Additional comments from the Employee
(In this section team members are free to comment on any aspect of the appraisal. This might include the support and supervision they have received

from their manager; the objectives set or any other issues about the work or working environment.)

Signed by employee Date
Signed by appraiser Date
Countersigned by Chairman of Staffing Sub-Committee Date

Page |6



GODALMING TOWN COUNCIL

Disclosure by a Member' of a disclosable pecuniary interest or a non-pecuniary interest in a matter under consideration at a meeting (S.31 (4)
Localism Act 2011 and the adopted Godalming Members’ Code of Conduct).

As required by the Localism Act 2011 and the adopted Godalming Members’ Code of Conduct, | HEREBY DISCLOSE, for the information of
the authority that | have [a disclosable pecuniary interest]? [a non-pecuniary interest]® in the following matter:-

COMMITTEE: DATE:
NAME OF COUNCILLOR:

Please use the form below to state in which agenda items you have an interest.

Agenda | Subject Disclosable | Non- Reason
No. Pecuniary Pecuniary
Interest Interest
Signed Dated

T “Member” includes co-opted member, member of a committee, joint committee or sub-committee

2 A disclosable pecuniary interest is defined by the Relevant Authorities (Disclosable Pecuniary Interests) regulations 2012/1464 and relate to employment, office, trade,
profession or vocation, sponsorship, contracts, beneficial interests in land, licences to occupy land, corporate tenancies and securities

3 A non-pecuniary interest is defined by Section 5 (4) of the Godalming Members’ Code of Conduct.
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