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Terms of Reference for the Staffing Committee


1) Responsibilities
The committee’s primary purpose (in conjunction with external HR advisors) is to ensure the council complies with the requirements of employment laws and follows best practice in providing good working conditions for staff.

2) Membership
The Staffing Committee shall consist of five councillors. The quorum of the Staffing Committee will be three members.

The Chairman of the Staffing Committee will be appointed at the first committee meeting following the Annual Town Council Meeting. All members shall comply with the Code of Conduct, Council’s Standing Orders, BSTC Member/Officer Protocol and external HR advisors advice.

3) Meetings
The Committee shall meet a minimum of twice a year, with additional meetings    scheduled as and when necessary.

Confidential matters will be discussed in private rather than in public due to the confidential nature of  business.

4) Confidentiality
All members must preserve confidentiality of all individual staffing matters  pertaining to the business of the committee.

5) Delegated Powers
In cases of emergency that will not wait until the next council meeting, the committee will have delegated  powers to work with Town Council line managers and external HR advisors on behalf of the council.

6) The Committee will:	
6.1	Oversee staffing matters of the Council and the overall performance of the staff, delegating the day-to-day line management to the Town Clerk
6.2	Receive reports from the Town Clerk in respect of attendance, sickness, return to work interviews, annual leave, maternity leave, paternity leave, adoption leave, compassionate leave, and flexible leave requirements and with delegated the powers to resolve any associated matters
6.3	Review and implement all employment policies in consultation with members of staff
6.4	Maintain the staffing levels necessary to efficiently discharge the work required by the Council and to review the workloads periodically and report any recommendations to the full Council.
6.5	Oversee the recruitment process of all staff and to delegate it.
6.6	Undertake the recruitment of the Town Clerk and Responsible Financial Officer with any associated expenditure and making the appointment, when such situation arises.
6.7	Review job descriptions, person specifications, staff establishment (including promotion, re-grading, redundancies and fixed term contracts) and to approve contracts of employment.
6.8	Maintain confidentiality over all staffing matters as required under the General Data Protection Act 2018 and the Code of Conduct.
6.9	Deal with matters relating to staff conduct and to deal with complaints against staff. 



6.10	Staff Appraisals
a.	Ensure that annual appraisals for all staff are carried out, agree and monitor any associated actions and outcomes
b.	The annual appraisal of the Town Clerk will be undertaken by the Chair/Vice Chair of the Committee.
c.	Review the appraisal of all members of staff so that they are able to oversee staff and member development including identify training opportunities and ensure that all training needs are met.
d.	Any member of staff who acts as an officer to one of the Council’s Committees will be appraised on the performance of that aspect of their duties by the Chair of that Committee.
6.11     Consider and implement any changes which are required to comply with legislation and 
Terms and Conditions of Service as laid down by the National Joint Council and recommended by the National Association of Local Councils and Society of Local Council Clerks.
6.12     Receive and consider any complaints made under the Council’s Grievance and Managing 
Employee Performance Procedure delegated responsibility take whatever action is deemed necessary. If felt necessary, it has the delegated approval (including financial) to seek outside professional assistance in order to conclude a disciplinary or grievance matter. Should there be insufficient members of the Town Council without prior knowledge of the matter or otherwise available to undertake any aspect of the process, volunteers will be sought from the membership (or officers as appropriate) of other Town/Parish Councils.
6.13       Recommend use of external HR advisors or consult with such external HR advisors, when 
needed. 
6.14       Consider such matters as may be delegated by the Council from time to time.
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