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Terms of Reference for Personnel Committee

Version 6 — adopted 9" July 2018
Constitution
The Personnel Committee is constituted as a Committee of East Preston Parish Council.

The Committees terms of reference may be amended at any time by the Council. Minor amendments
can be made within the committee itself.

The Committee may from time to time investigate, discuss or review matters outside its terms of
reference if required to do so by the Council.

Authority

The Committee is authorised by the Council to manage any activity within its terms of reference. It is
authorised to seek any information it requires from any Councillor or employee of the Council and all
such are directed to co-operate with any request made by the Committee.

The Committee is authorised by the Council to obtain external legal or other professional advice and to
secure the attendance of anyone it considers has relevant experience, expertise or knowledge with the
agreement of the Chairman of the Council and the Chairman of the Finance & General Purposes
Committee.

The Chairman of the Committee will automatically sit as a member of the council’s Audit &
Governance Committee. On occasion, the Chairman of the Committee may send another member of
the committee to Audit & Governance Committee meetings as an official, named substitute.
Membership

The Committee shall be appointed by the Council from amongst its members and shall consist of the
Chairman and Vice-Chairman of the Council and three other members.

The Committee shall elect a Chairman and a Vice-Chairman for the year at its first meeting in every
council year.

The Clerk of the Council is Secretary to the Committee; should there be matters requiring the Clerk to

absent himself, the Chairman will record that part of the meeting or delegate this task to another
member of the committee.

Attendance at Meetings

In accordance with Standing Orders the quorum necessary for the transaction of the business of the
Committee shall be not less than 3.

Frequency of meetings

Meetings shall be held at least three times per year.

Additional meetings may be called by the Council or by the Chairman of the Committee.
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Responsibilities

To determine staffing levels and management structure

To consider the salaries of all employees

To ensure that all employees are graded as per SSALC guidance
To oversee the recruitment procedures for all employees

To keep under review staff work/life balance, working conditions and wellbeing, including the
monitoring of absence

To ensure proper arrangements are in place to consider any appeal against a decision on pay issues

To consider and set objectives for the Clerk to the Council and monitor and review all staff
performance annually

To monitor the Council’s responsibilities for health and safety, welfare and employee support
To consider reports and guidance from external agencies such as external auditors

To have due regard for the Council’s responsibilities to equal opportunities generally and the
requirements of all equalities and anti-discrimination legislation

To consider the training needs of employees and councillors - to ensure that councillors and employees
attend training deemed necessary for their role

To offer new councillors a mentor from within the membership of the committee. New councillors
reserve the right not to have a mentor

To ensure that councillors’ methods of working do not bring the council into disrepute

To consider on a regular basis the performance of councillors

To ensure that inappropriate behaviour by councillors and employees is addressed

To consider risk issues generally and the specific risk issues contained in the risk registers

To consider any other matters deemed relevant to these terms of reference

Reporting Procedures
The minutes of the Committee shall be reported to the next Committee meeting

The Chairman of the Committee shall provide a written summary of each meeting for the following
Full Council meeting

Requirements of a Chairman of the Personnel Committee
Chairing meetings of the committee

Reporting to council on meetings
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8.3 Leading on the Clerk’s appraisal — pre-meeting and writing up notes

8.4 Writing the Clerk’s appraisal

8.5 Overseeing an annual Health & Safety review — inspection and reviewing protocol

8.6 Reviewing policies — e.g. Lone Working and Equality Policies

8.7 Leading the committee in responding to complaints about staff or councillors from any source
8.8 Chairing meetings to discuss complaints as in 8.7 above

8.9 Responding to any HR issues raised by council’s staff

8.10 Attending any necessary training to carry out these duties effectively
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