WESTWELL PARISH COUNCIL 
STAFFING COMMITTEE
Terms of Reference
The Staffing Committee (hereinafter referred to as ‘the Committee’) shall be responsible for overseeing the Parish Council’s responsibilities as an employer, including the terms and conditions of service for employees, and shall undertake any other staffing related review or activity as directed by the Parish Council. The Committee shall make recommendations to the Parish Council with regard to remuneration and terms and conditions of service of Parish Council employees.                        
1. The Committee shall be responsible for making regular reviews of the Clerk’s progress towards the attainment of Certified Clerk’s status as prescribed by the Society of Local Clerks and Councils, providing access to training courses as necessary.
2. [bookmark: _GoBack]The Committee shall be responsible for delivering the means to enable the Clerk’s Continuous Professional Development (CPD).
3. The Committee shall be responsible for ensuring the regular reviewing by the Clerk of all policies and protocols necessary for the work of the Parish Council.
4. Elections to the Committee shall take place at the Annual Meeting of the Parish Council.
5. The Committee shall be composed of 4 Councillors, including the Vice- Chairman of the Parish Council, appointed at the Annual Meeting of the Parish Council.(APM)
6. The Committee shall elect a Chairman at the first meeting, which should be as soon as possible after the APM.
7. The quorum for a meeting of the Committee shall be three.
8. The Clerk to the Council shall attend meetings and take the Minutes, unless there is believed to be a be a Conflict of Interest for the Clerk, in which case the Clerk shall be granted leave of absence from the meeting. In this case, Minutes shall be taken by a councillor.
9. Minutes of Committee meetings shall be marked “Confidential,” approved by the Committee and signed by the Chairman of the Committee. Minutes shall be kept in the Parish Council’s Confidential files.
10. The Committee may determine the date of its meetings, one of which shall be to receive a Report on the Clerk’s Annual Appraisal.
11. The Committee shall meet to review the report of the Staff Appraisal, and at other times as may be necessary, and decide on  recommendations to be made to the Parish Council
12. If a vacancy arises on the Committee during its term of office, a parish councillor may be co-opted by the Committee to fill the vacancy.
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