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Objectives
v' To provide effective and professional staff management of all matters related to the employees of the

v

Parish Council

To ensure that the Council are compliant with Employment Law, Health & Safety Law and Terms and
Conditions of Service

To provide regular reports to the Council

Staffing Committee shall have authority and consent to:-

f)
)]
h)

To perform the annual appraisal of the senior management team
To be the first point of contact for senior officers on staffing and employment policy issues.

To consider and implement any changes which are required to comply with Employment Law, Health
& Safety Law and Terms and Conditions of Service

To approve requests within the training budget for training requirements

To review job descriptions, person specifications and all contracts of employment for
recommendation to Full Council for approval

To manage long term sickness and incidents at work in line with the council’s agreed policies
To review employment policies/procedures for recommendation to Full Council for approval

To be responsible for the preparation and submission of budget proposals in respect of salaries and
employees’ training to full council

To review employees pay awards and increments for recommendation to Full Council for approval
To review staff pension arrangements for recommendation to Full Council for approval

To oversee any disciplinary investigation in line with the council’s disciplinary procedures which
includes appointing an investigator and deciding if any disciplinary action against the employee will or
will not be taken

To oversee an employee’s formal grievance(s) in line with the council’s grievance procedures

To ensure that confidentiality is maintained over all staffing matters under the Data Protection Act
1998 and the Code of Conduct by all members of the council

To ensure that all staff have an annual appraisal with quantifiable and measurable objectives.

To grant the Interview Board or Senior Management Team members the authority to make offers of
employment with the exception of the role of Proper Officer whose appointment shall be referred to



Full Council. On making an offer of employment the Interview Board shall offer no more than the base
salary agreed for the job plus 10% without reference to Full Council.

a) have due regard to the need to:

eliminate unlawful discrimination, harassment and victimisation;
advance equality of opportunity between different groups; and;
foster good relations between different groups

b) ensure that no person receives less favourable treatment on the basis of race, disability, sex, gender
re-assignment, sexual orientation, age, religion or belief, marriage or civil partnership, pregnancy or
maternity.

Schedule of meetings

« Committee meetings will be as and when required, at the discretion of the Chairman of the
Committee or the Senior Management Team

« Meeting summons shall be published in a conspicuous place as soon as possible, prior to a
Committee meeting.

Membership
« This committee has a fixed number of seats to ensure a concise decision making process.

o  The quorum of this Committee is 3, and the maximum number of Councillor seats is 5. The Chairman
of the Council is excluded from sitting on the committee.

« Non-Councillors may not be appointed to this committee.

« All Committee seats are appointed by council on an annual basis at the annual meeting of council.
Following the appointment of members, the Council shall appoint the committee chair.

« A member of the Senior Management Team must attend and minute all committee meetings.

«  This committee does not allow for ex-officio members, but non-member Councillors may attend and
observe as members of the public. Any Councillors without a seat on the Committee shall be
excluded under confidential items as a member of the public.

o Non-Member Councillors may be permitted to speak at Committee Meetings at the discretion of the
Chairman of the Committee.

Onward delegation

«  The committee cannot perform onward delegation without explicit permission of the Full Council.

Policies and procedures

The Committee shall be guided by these terms of reference.

Secondary guidance should be sought from the following policies and procedures as appropriate;
« Standing Orders

« Code of Conduct

« Financial Regulations

« Internal Financial Controls Statement

« Risk Assessments (Financial and Physical)

«  Complaint Policy and Procedure

«  Councillor Conduct Policy

o Employee Handbook



« Data Protection and Privacy Policy
«  Equal Opportunities Policy

. Press and Media Policy
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