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Seaford Primary School 
Minutes of Personnel Committee 

Tuesday 11 March 2008 at 6.00 p.m. 
 

Present: Julia White (Chair), Malcolm Anderson, Jon Reynard (Head), Liz Treglown, 
James Trollope, Jo Tucker, Elizabeth Morgan-Jones (Clerk). 
 
1. Welcome – especially to Jo attending her first meeting of this committee. 
 
2. Apologies – none. 
 
3. Minutes of the last meeting held on 31.10.08 had been previously circulated 
and were approved and signed.  The confidential minutes were read, approved and 
signed. 
 
4. Matters arising 
 
4a. Ref 4b.2 Coding issues and self-certification 
The LA had advised the Head that staff may self-certificate for seven days, after 
which it must be the GP who signs them off.  If the GP was consulted before the 
seven day certificate expired then the GP’s certificate was back-dated. 
 
4a.2 The current staff absence in Year 3 was compliant in that certificates were 
being received regularly. 
 
4b. Ref 6 Performance Management Policy Review 
This was still ongoing.  The Head was aiming to produce the draft by the next 
meeting after which it would be forwarded to staff. 
 
4c. Ref 7 School Staffing Structure Review 
This had yet to be started.  It was important in view of possible staff changes for this 
to ready for the next meeting. 
 
4d. Ref 8 Pay Policy Review 
The Committee Chair was working on this and was intending to bring the revised 
version to the next meeting. (This was later amended during Item 9 and delegated 
to Jo Tucker as caretaker of policies and procedures.) 
 
5. Staffing 
5a. Teachers 
 
5ai. Year 2 request for job share – recorded as a confidential minute. 
 
5aii. Health Enquiry – recorded as a confidential minute. 
 
5b. Support Staff 
5bi. Future requirements for children with Statements of SEN 
 
5bi.1 The Head outlined the details of the possible future needs of pupils with Special 
Educational Needs.  This might include up to three pupils who would require full time 
individual needs assistants. 
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5bi.2 If this became the case the Head would consider making these posts job 
shares because of the high demands these children bring.  It might be possible for a 
TA who currently worked in the morning only to take on this role in the afternoon. 
 
5bi.3 The statements of all pupils were currently reviewed annually although East 
Sussex was reviewing the way SEN pupils were funded. 
 
5bii. MDSA Health Enquiry – recorded as a confidential minute. 
 
5biii. Caretaking Assistant 
 
5biii.1 This had been raised at the Premises meeting and reported on at the last 
governor’s meeting. 
 
5biii.2 The Head felt this post would provide a valuable addition to staffing, helping 
the existing cleaning staff and relieving some of the pressure on the Site Manager.  
It would be good if this could start in the new financial year. 
 
5biii.3 After governors received an overview of the Site Manager’s job it was agreed 
for the Head to ask Paul to provide a Job Description and Person Specification with a 
recommended salary banding for the new post and for this then to be looked at 
alongside the Single Status descriptions. 
 
5biii.4 It could then be discussed at the next meeting or before if necessary. 
 
6. Information on students in school ï update. 
 
6.1 Currently there were two second year B.Ed Hons students: one working with 
Chris Lamberth in Year 5 and one in Year 6. 
 
6.2 It had been arranged for two Final Year PGCE students to have their final 
placements in Year 2 after Easter.  This would help with the management of the 
SATs tests. 
 
6.3 The Head confirmed that Year 5 parents had been notified of the placement and 
that Year 2 parents would be notified in due course. 
 
7. Staff Training Report 
 
7.1 The Head circulated a list of courses that teachers had or would be attending.  
Copy in Minute Book.  The committee noted that the school had taken advantage of 
free and low priced events to keep within budget.  On the whole teachers had been 
directed on to these courses rather than request a place. 
 
7.2 In addition there would be an INSET day on 21.04.08 planning around the new 
Numeracy Framework when teachers would have the opportunity to prepare games, 
activities and puzzles for maths.  This would be followed by each teacher being 
released from the classroom for one day in Term 5 in order to continue this work.  It 
was necessary to plan carefully for the resources required. 
 
7.3 The Head was pleased he had been able to call in a favour from education 
consultant Roy Leighton to use one of his ‘Charity Days’ to come to SPS for an INSET 
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day on 30.06.08.  He specialised in ‘Creative Training’ for staff including their 
work/life balance.  Governors would be welcome to attend on this occasion. 
 
7.4 The Head confirmed that the INSET on 21 April would be good for both teachers 
and TAs.  It was noted that TAs were only required to attend four of the five yearly 
INSET days. 
 
7.5 The Head was not aware of any requests for training that could not be met.  ICT 
training was recently provided internally when needed. 
 
7.6 Team Leaders were currently co-ordinating current CPD requests. 
 
7.7 The Head was pleased to announce that the Deputy Head had been asked to run 
a workshop on Coaching and Mentoring Staff for a forthcoming Headteachers’ 
Conference. 
 
8. Employee Wellbeing 
 
8a. Stress Management - overview 
The Head felt that generally things were generally OK at present. 
 
8b. Vulnerable staff - recorded as a confidential minute. 
 
9. Committee membersô roles and responsibilities 
 
9.1 The Committee Chair wished to propose that individual members should take 
responsibility for different areas of the committee’s remit as laid down in the Terms 
of Reference.  Members (excluding the Head and Chair of Governors) would be 
asked to look at four key areas, taking responsibility for one and assisting with a 
second. 
 
9.2 After discussion members agreed to trial this system for the next two meetings 
with the following foci: 
Employee wellbeing and stress management – Lead = Liz, Assistant = James 
Recruitment, staffing structure & promotions – Lead = James, Assistant = Jo 
C Zone, Review & Policy development – Lead = Jo, Assistant = Julia 
Training, monitoring statistics (staff & governors) & Performance Management – 
Lead = Julia, Assistant = Liz. 
 
9.3 These key areas should be standard items on the agenda. 
 
[7.00 p.m. Malcolm Anderson left the meeting.] 
 
9.4 It was hoped that individual governors would become more involved with the 
aim of becoming more efficient and knowledgeable, so creating a panel of experts, 
improving communication within the team and across the other committees where 
relevant without creating extra work for the SLT. This last point would need careful 
monitoring.  
 
9.5. Individual focus should as always be placed on the governors’ monitoring role, 
as well as their involvement in strategy development.  
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9.6 The Head felt that this model might be suitable for the whole governing body at 
the curriculum meetings, and possibly for the other committees. 
 
10. Any other business 
 
10.1 Amendment to Terms of Reference – was required to reflect the 
responsibility for Employee Wellbeing and Stress Management. 
 
10.2 The Clerk to amend that document and circulate. 
 
11. Date of next meeting 
 
Monday 12 May 2008 at 8.30 a.m. 
 
The meeting closed at 7.25 p.m. 
 
 
Action: 
4b. Ref 6 Performance Management Policy Review 
The Head was aiming to produce the draft by the next meeting. 
 
4c. Ref 7 School Staffing Structure Review 
The Head should have this to ready for the next meeting. 
 
4d. Ref 8 Pay Policy Review 
Jo Tucker to continue the review and liaise with the Head prior to bringing the 
revised version to the next meeting.  
 
5biii.3 Caretaking Assistant 
The Head to ask Paul to provide a Job Description and Person Specification with a 
recommended salary banding for the new post and for this then to be looked at 
alongside the Single Status descriptions. 
 
10.1 Amendment to Terms of Reference  
The Clerk to amend that document and circulate. 
 
 
    
 
 
 
 
 


