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NEEDHAM MARKET TOWN COUNCIL 

 
EMPLOYMENT COMMITTEE 

 
Terms of Reference 

 
Adopted 17th July 2024 

 

(a) Purpose 
 
The purpose of the Employment Committee is to oversee the organisation, 
employment, management, and terms and conditions of employment of the 
Council, review all policies and procedures, be the first contact for all 
employer/employee matters, and advise full council accordingly on such 
matters. 
 
The Committee shall be responsible for undertaking specific functions, as 
delegated by full council under Standing Orders and detailed under section (d). 
 
(b) Membership 
 
The Committee shall comprise a minimum of three Councillors (quorum being 
three) and a maximum of six.   
 
The Committee chair shall be appointed by full council at the Annual Town 
Council meeting, or at another meeting if required. 
 
(c) Meetings 
 
The Committee shall have a set number of meetings, and these shall be 
convened by the calling of a meeting by the Clerk (in conjunction with the Chair), 
or by the chair, or two members of the Committee by written request to the 
Chair at any time. 
 
All business of the Committee shall be conducted in closed session and shall 
remain confidential, other than to other members of the council should they 
have legitimate need to have access to the information, and who will also 
respect the confidential nature of the information. 
 
Minutes of the meetings will be taken by the Clerk/appointed person and these 
shall be presented to full council in closed session at the earliest opportunity, 
and formally approved at the next meting of the Committee. Members should 
ensure that any recommendations are fully understood and agreed before the 
meeting closes. 
 
(d) Functions 
 
The Committee will be responsible, in conjunction with the Clerk to the Council 
and/or other professional advisers, for:- 
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• Developing HR strategy 

• Developing and reviewing HR policies and procedures 

• Reviewing staffing levels and structures 

• Preparing/reviewing job descriptions/person specifications 

• Overseeing staff recruitment, selection, and appointment 

• Determining and/or reviewing staff conditions of service and general terms 
of employment 

• Determining salary grading and pay, including annual staff reviews and 
other remuneration matters 

• Managing/approving leave entitlements including annual holiday, sickness, 
and special leave 

• Special conditions relating to a specific post or individual 

• Managing allowances, expenses, and subsistence 

• Supervising working hours and their reporting 

• Managing pension arrangements 

• Managing sickness absence, including investigating any health and/or 
attendance issues  

• Managing staff performance reviews/appraisals  

• Operating the Council’s HR polices, such as disciplinary, grievance, 
capability, grading, appeal, equal opportunities policy, and any others 
adopted by council 

• The health, safety and welfare of staff 

• Any other matters delegated to the Committee or deemed relevant to these 
terms of reference 

 
(e) Specific Sub-committees or Panels 
 
Smaller and specifically focussed Sub-committees should be set up to deal with  
confidential personnel matters such as capability, discipline, or grievances as 
provided for in the relevant Council procedures. 
 
A Recruitment and Selection Panel should also be set up, for example, to 
appoint a Clerk comprising of the interview panel (three Councillors and a 
professional adviser if required) who are involved throughout the recruitment 
and then the selection process. 
 
(f) Confidentiality 
 
Meetings of this Committee will usually be confidential to the members of the 
Employment Committee, with non-member Councillors, the press, and the 
public excluded. 
 
(g)  Budget 
 
The Committee will have a budget agreed at budget-setting time to cover 
expenditure that may need to be incurred, such as advertisements for new staff, 
training, professional assessments, legal advice, Occupational Health 
assessments, and Locum cover in emergency circumstances. 
 


