MATCHING GREEN C of E PRIMARY SCHOOL
Little Laver Road, Matching Green, Harlow, CM17 0QB

Notice of a meeting of the Personnel and Staffing Committee to be held at the school on Tuesday 11th June 2019, at 6.00 p.m.
AGENDA

Members: DP, MNa, JS, DO(chair), TN, AW, MD

1	APOLOGIES FOR ABSENCE
Apologies from Donna Pike.

2	DECLARATION OF INTERESTS
MNa declared Ist Response works for the school

3	ANY OTHER BUSINESS
           None
4	MINUTES OF PREVIOUS MEETING
To confirm the minutes of the meeting of the committee held on 28th February 2019  these were agreed and signed by the Chair.

5	MATTERS ARISING from 28th February 2019
	To consider matters arising from the minutes not covered elsewhere on 
the agenda.      * indicates agenda item below
Action:  AW to circulate the document ‘Parents/carers code of conduct’ for review by the committee. E-mailed and agreed by the committee

6       Staffing 
· Current Staffing
The Head explained the problems arising with a member of staff on sick leave.  It is believed that this member of staff has been seeking employment after May half term, whilst on sick leave due to work stress. So therefore a letter has been sent to her from AW outlining that if she is seeking work to start after May half term then there is the possibility for her to bring forward her resignation date.  The teacher has made contacted with the TA and cover teacher and has been writing on Facebook.  A parent came to me to say that this member of staff had suggested they sap numbers, so that she could stay in contact with a pupil.  AW advised that this is not appropriate and will monitor.  Contact may also been made with a parent in the future which is felt to be inappropriate in the circumstances.

SW explained that the new insurers insist those on sick leave agree to give details of their doctor and consent for the insurance company to make contact with the doctor.  to inform the insurance people of some details.  If these details are not given then the insurance people may not pay.
The meeting discussed this further and requested that AW refers to HR guidance if  referring the matter to HR if the teacher refuses to give the consent required by the insurers. 

The sick leave is now in its 4th week so the teacher can be referred to Occupational Health.  The teacher’s last day on the current doctors note is Thursday 13th June, so should therefore be returning to work on Friday 14th June.  should return on Thursday of this week.  SW referred to the contents of the contract which does mention sick notes and compliance with requests for any Doctor contacts etc.	Comment by Amy WAREHAM: To be moved to the end of the second paragraph.  
It appears this contract had come from an ECC template so the matter should be referred to HR.
AW informed the committee that HR advised that the keys that this member of staff has needs to be returned and that due to the length of the sickness absence, if the member of staff wished to come on site they had to be invited by the Headteacher.  If this member of staff were to return to work it would need to be a phased return. The intention was the teacher’s return to work would be phased and at the invitation of the Head.  The request for the return of the school keys had been met.

The reports for the class whose teacher who is on sick leave, are being done written by the two teachers covering the class, the TA and AW. several staff who are with the class.  AW explained that she had supported the two teachers in planning for the term and that they were both managing the class well considering the circumstances. Query? Are the two people that are covering the class qualified or is one a TA? Both teachers are fully qualified.   The Head explained how the two staff with the class were doing very well and the Head had helped with planning for the term.
Amy Swanton will be taking year 3 and 4 next year term.  She is familiar with the school and has accepted the post and as she is an experienced teacher she can take on some responsibilities. Miss Roach will also be able to take on more responsibility as she will be considered a RQT from September. A letter has gone out to parents explaining the resignation of a teacher.  
The NQT, Mathew Reed will be taking years 5/6.  

Query?  What does RQT mean?
Recently Qualified Teacher is RQT


Denise Howe start in the office on 23rd September 2019.


· 2019/2020 Staffing Structure
The staffing structure was tabled at this meeting.
 

7	HEAD TEACHER’S ITEMS 
The Staff Wellbeing Days have been well received and so far – this is going well and 2 requests have been received.  put in so far for a days leave.

8        GDPR audit update 
There are some actions to be completed in order to be fully compliant but there are no major issues.  The audit action planned will be shared at the FGB in July.  
	
9	SCHOOL POLICIES
       - Sickness Absence Management Procedures 
       - Grievance Procedure 
       - Probation Procedure – the meeting discussed the probationary period for teachers which is 6 months and is in the teachers’ contracts.
The policies were agreed by the meeting.

10     AOB
MD said she would do well- being Wellbeing and Mindfulness training for staff as part of the INSET days on Tuesday 3rd September for the morning.  on July 3rd for 2hours.
MD shared that on September 14th in Harlow there is mental health first aid training which she understands is something that AW would like to explore with the staff.  
On Tuesday 21st May MD came and did a Wellbeing and Mindfullness workshop with the children in MD had also done wellbeing with Darwin class. It was really well received and the children have still continued to use the notebooks that they were given.  MD plans on a catch up session with the Darwin children and will be coming in to work with the children in Shakespeare Class on the Tuesday 25th June.  

Query? How is the staff well being?
It is generally good despite not having the usual staffing structure, howver it is felt that the staff are all working as a team and that morale is high.  but staff in Darwin class are worried about the teacher on sick leave returning and criticising their work with the class.  The Head had reassured them this would not occur as the teacher must be invited in by the Head.

[bookmark: _GoBack]The meeting discussed the role of the caretaker and how this is being managed by members of the SLT. the need to constantly supervise him to keep all areas of the school clean and tidy.

11	DATE AND TIME OF NEXT MEETING
	Tuesday 22nd October 2019 5.45pm Pay
                                                   6.00pm Personnel and staffing
                                                    7.00pm Finance

The meeting closed at 6.59pm




Signed……………………………………………………..Date……………………………………..




MATCHING GREEN C of E PRIMARY SCHOOL
Little Laver Road, Matching Green,
Harlow, CM17 0QB

Minutes of the meeting of the Personnel and Staffing Committee held at the school on Thursday 22 February 2018


Present:
Mrs D. Pike		Mr M. Nabarro
Mrs T. Neville 	Mrs J. Stovell	Miss A. Wareham 	

Also present:  
Mr P. Clancy, Clerk to the Governors 
Mrs S. Woodhead, School Finance Manager

Apologies for absence were received from Mr D. Olley. 

01/18	DECLARATION OF INTERESTS
Governors were asked to declare any interest (pecuniary or otherwise) that they (or their spouse or other family member) may have in any matters to be discussed in this meeting. 

The following declaration was recorded:
Mrs D. Pike
-Mrs Pike indicated that she is the owner of Bluebell Forest School where some of the school’s children attend before starting at Matching or attend during school holidays. 

02/18	ANY OTHER BUSINESS
Mentoring of new teaching staff
The chairman reported that she had discussed the mentoring arrangements for new members of the teaching staff with Miss Wareham. This had arisen following a comment made on a staff questionnaire: subsequently, some amended arrangements had been introduced. 

03/18	MINUTES OF THE PREVIOUS MEETING
The minutes of the meeting of the committee held on 17 October 2017 were confirmed as an accurate record and signed by the chairman. 

04/18	MATTERS ARISING
Arising therefrom: 
(a) School website (minute 24/17a)
Miss Wareham reported that the Ofsted inspector had confirmed that the school website was compliant with statutory requirements, although could be made ‘more lively’. The head accepted this point but reminded governors that maintaining and updating the website was time-consuming. Mrs Neville asked whether staff could perhaps upload photographs to a server-based folder which could link to the website. This was felt to be too complex and governors accepted Miss Wareham’s comment about the time-consuming nature of updating the website. Nevertheless, the website was important from a marketing point of view. 

(b) School deep clean (24/18b)
The head teacher reported that the proposed changes to the school’s cleaning arrangements discussed at the last meeting were not going ahead. Micro-management of school cleaning matters was still required. 

Mr Nabarro asked if a different person could be approached to take on cleaning hours. Mr Nabarro knew of a local person who might be interested and would make some enquiries: further consideration would be given to this matter at the next meeting. 
        ACTION: Mr Nabarro, head teacher and clerk 

(c) Health and safety (25/17a)
Miss Wareham confirmed that a health and safety audit had been undertaken. Full details would be reported to the Finance and Premises Committee but there were no significant actions arising from the audit. 

PAT testing would take place on 6 March. A fire safety audit had identified that staff were leaving fire doors open: this had been addressed. 

(d) Staff wellbeing (25/17d)
The head teacher had held discussions with staff: non-teachers seemed to be more stressed than the teachers. Miss Wareham felt that this reflected the demands of their role. 

Mrs Neville asked Mrs Woodhead if she had yet started to work from home on some days as previously discussed. Mrs Woodhead reported that she had not yet commenced this arrangement as she felt this would create more demands on Miss Wareham’s time, and overall would be too stressful. Governors discussed the demands on all staff and AGREED that the position needed to continue to be closely monitored. 

(e) Catering – contingency arrangements (25/17e)
The chairman asked if contingency arrangements had now been introduced: the head confirmed this was the case and a number of ‘shelf dinners’ were now held in school. 

Mr Nabarro asked about the uptake of meals: this was not increasing but the Catering Manager had reviewed the menus on offer, and was introducing Around the World meals to encourage greater uptake. 

Current uptake was 
KS1		November 2017 to January 2018	78%
KS2		November 2017 to January 2018	61%

The school took steps to remind parents that they were able to claim Free School Meals if they received certain benefits. 



05/18	OFSTED UPDATE
An inspection had taken place on 17 January 2018. The outcome of the inspection was that the school continued to be Good. The inspector had commented that challenge for pupils could be greater and the head had amended the School Development Plan accordingly.

The head teacher would be using this positive outcome to celebrate the school in a number of ways, such as through the press and holding an Open Day. A school banner was suggested, and Mr Nabarro offered to assist with this. 						ACTION: Mr Nabarro

The predicted intake for September was low: it was hoped that the Ofsted outcome would help boost numbers 

06/18	HEAD TEACHER’S REPORT
General Data Protection Regulations (GDPR)
Miss Wareham circulated EPHA guidance on the requirements of GDPR from 25 May. Further discussion would take place at the next meeting of the governing body. 

07/18	STAFFING LEVELS 2018/19
The head reported on the school’s required staffing levels for 2018/19.

Currently, 96% of the school’s predicted budget for 2018/19 was allocated for staffing. Miss Wareham indicated that there might be a small reduction in TA time, and that she was seeking information from all staff about whether they may be leaving at the end of term 

08/18	STAFF ABSENCE DATA 2017
In 2017, staff had accrued the following absence:
Self-certificated sick leave		18 days
(maximum for one person, 5 days)
Certificated sick leave			24 days
Other absence including 
compassionate leave			10 days 		

09/18	REVIEW OF PERSONNEL POLICIES  
The following updated policies were APPROVED:
-Equality Statement 
-Sickness Absence Management
-Lone Worker 

10/18	DATES AND TIMES OF FUTURE MEETINGS

	Personnel 
Committee

	Thursday 24 May 2018 
	Tuesday 16 October 2018
	6.00 p.m.




Chairman 
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