THE GATESHEAD HOUSING COMPANY

PERSONNEL COMMITTEE 

6 July 2004

PRESENT:

Directors


John Hamilton (Chair)

John Biggs

Ken Childs

Joseph Hattam

Malcolm McKie

Advisers



Bill Fullen

Chief Executive

Colin Stockwell
Company Secretary and Solicitor

Neil Bouch

Director of Housing Management

Jan Parkinson
Strategic Director, Human Resources, Gateshead Council 

Stuart Gibson
Company Administrator

Also Present

Janice Poole

Staff Development and Training Officer

John Stephen
Lettings Officer

20 MINUTES

The minutes of the last meeting of the committee held on 25 May 2004 were approved as a correct record and signed by the Chair.

21 MATTERS ARISING – MONITORING OF SICKNESS AND WORKING TIME



A monitoring report on sickness and working time will be submitted at the next meeting of the committee.
22 INVESTORS IN PEOPLE

A progress report was submitted on becoming an Investors in People (IiP) employer by the end of March 2005.

The requirements of an IiP employer are embodied in the following four principles: -

· Fully committed to developing its people in order to achieve its aims and objectives

· Clear about its aims and its objectives and what its people need to do to achieve them

· Develops its people effectively in order to improve its performance

· Understands the impact of its investment in people on its performance.

In order to establish a baseline position the housing service carried out an employee survey in September 2003.  The results of this identified the following five key areas for improvement: -

· Improve feedback to individuals on performance 

· Improve appreciation of employees for their efforts when they do well

· Value the contribution of employees to the decision making process

· Improve communication on how teams and individuals are performing at any given time 

· Improve information to employees about decisions that affect them. 

As well as identifying areas in need of improvement the employee survey also identified those areas that employees felt were operating well.  Details of these were reported.

An IiP working group has been established with representatives from the Training Advisory Group, senior management and employees from across the company.  The working group has developed an action plan which timetables the activity required for IiP accreditation, including measures to address the five key areas of improvement.  

Key measures introduced by the company which support the IiP action plan include the establishment of an appraisal system for all employees, regular performance management meetings between employees and managers (one-to-ones) and an induction to the company for all employees.

The working group will continue to assess the company’s position with regard to compliance with the IiP principles and indicators and propose appropriate steps to achieve accreditation.

A further key measure to be introduced in July 2004 is a new initiative called The Learning Curve, which aims to provide all employees with knowledge about services across the company.  The Learning Curve will complement the traditional methods of training and briefings and benefit caretakers and concierges, for example, who work shifts or have difficulty attending regular team briefings.

The Learning Curve programme will ensure each employee receives copies of all service guides as they are produced or amended, which they will keep in a personal folder.  To ensure that employees use this information and to help them to digest the knowledge, a simple quiz will be devised to test knowledge in a particular service area.

In September 2004, the company will carry out an employee survey to assess progress on the key areas identified as being in need of improvement.  Following analysis of the results and the completion of any subsequent actions required, the company will invite an external IiP assessor to carry out a mock assessment, prior to actual assessment early in 2005.

RESOLVED –
(i)
That the information be noted.

(ii) That the committee be provided with details of the budget allocation and the estimated cost of Investors in People.

(iii) That preparations for Investors in People assessment continue, with the intention of aiming for assessment early in 2005.

(This issue was dealt with under powers delegated to the committee and appears for information only).

23 WORK PROGRAMME – PROGRESS REPORT

The committee has been informed of progress against its agreed work programme.

RESOLVED –
That progress made on the work programme be noted and the timescales for further reports be agreed.

24 APPRAISAL PROCESS AND PROCEDURE FOR CHIEF EXECUTIVE

All employees in the company are to be annually appraised as part of the company’s service planning and performance management framework.  

As part of this system it is important that the Chief Executive is also appraised and the following key components of the Chief Executive’s appraisal process are proposed: -

· The Chair of the Board and Chair of Personnel Committee to undertake the Chief Executive’s annual appraisal.

· The Company Secretary and Solicitor (or other appropriate officer of the company) to attend the appraisal meeting to ensure a fair and proper process and that a set of agreed notes are produced of the appraisal discussion.

· The appraisal meeting to comprise three key elements: firstly a discussion of past performance (including progress, achievements and required improvements); secondly, the setting of future objectives; and, thirdly, the identification of support and training and development needs for the future.

· The appraisal to be on an annual basis in March/April each year in line with service planning.

· The key outcomes of the appraisal to be reported to the Personnel Committee on an annual basis.

It is crucial that the Chairs of the Board and Personnel Committee undergo appraisal training before appraising the Chief Executive.

RESOLVED –
That the process outlined above for appraising the Chief Executive be approved, subject to the Chair of the Board taking soundings from the other members of this committee who are not directly involved, prior to appraisal.

25 STRATEGIC EMPLOYEES – APPRAISALS

The terms of reference for this committee currently delegate to it powers to deal with the appointment, contracts of employment, appraisal and remuneration of Strategic Employees.

Timescales for appraisal are linked to other elements of the company’s business cycle.  The employees’ appraisals comprise two meetings with their manager – an appraisal and a review every 12 months.  The process is for all employees at every level.

There are 12 standards for appraisal, which set out how every employee should be appraised by their manager and what is expected from every individual employee being appraised.  Details of these were reported.  

The Strategic Employees’ manager is the Chief Executive, who has been trained in the appraisals process.  It is implicit in the appraisals system that where any employee has a manager, that manager will conduct the appraisal and will be trained to do so.  It follows therefore that the Chief Executive is the person to carry out the appraisal for Strategic Employees.  However, given the strategic role of Strategic Employees and the need for them to deliver in accordance with the company’s objectives, it is proposed that the key outcomes from their appraisals will be reported annually to this committee and the Board.

RESOLVED – (i)
That the word “appraisal” be deleted from the functions delegated to this committee in respect of Strategic Employees.

(ii) That the words “(8) To carry out appraisal of Strategic Employees and report key outcomes to the Personnel Committee and the Board”, be added to the delegations to the Chief Executive.

26 DATE AND TIME OF NEXT MEETING

The next meeting will be held on Tuesday 7 September 2004 at 2.00pm in Legal and Corporate Room 4, Civic Centre, Gateshead.

27 EXCLUSION OF THE PRESS AND PUBLIC

RESOLVED – 
That the press and public be excluded from the meeting during consideration of the remaining item in accordance with category 1 of the company’s Access to Information Rules.

28 STRATEGIC EMPLOYEES’ TERMS AND CONDITIONS OF EMPLOYMENT: LEASE CARS (Category 1)

A report was submitted informing the committee of arrangements for broadly equivalent pension provision for the Director of Finance and ICT and the Director of Property and Technical Services, compared to their previous service with the Council, recognising that they did not transfer to the company’s employment under TUPE.

RESOLVED –
That the information be noted.
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