L= Attleborough Town Council

Historic Market Town in the Heart of Norfolk

PERSONNEL COMMITTEE TERMS OF REFERENCE

Mandate

1. The mandate of the Committee is to effectively and efficiently discharge the Council's duties
as an employer under the Employment Rights Act 1996 (as amended or replaced from time to
time), also taking into account any other legislation impacting upon the employment of staff.

2. Toenable this, it has been granted full delegated decision-making authority by the Council,
subject to its not contravening the Council’s wider policies.

3. It may nevertheless make recommendations to the Council; in which case the Proper Officer
should place them on the agenda for resolution at its next scheduled meeting; and it must do
so in the event that:

e Any proposed expenditure might exceed agreed limits set by the Council.
e Permanent staff appointments following satisfactory probation periods.
4. lts Chairman should provide a report, not less than quarterly, to a meeting of the Council.
5. In carrying out its mandate, the Committee is particularly responsible for:
e The monitoring, review, and approval of:
e Terms and conditions of service and pay.
e Contracts of employment.
e Job descriptions and other employment documentation.
e Staff training needs.
o Staffing levels.
e The recruitment and selection of staff.
e Making appointment recommendations to the Council following satisfactory probation.
e The fair and impartial handling of disciplinary matters.
e The fair and impartial handling of staff grievances.

e Such other matters as may be delegated to it by the Council.

Membership

6. The Committee should comprise five members (to include the Mayor and Deputy Mayor)
appointed by the Council for a four-year term to coincide with the Council election cycle.
Casual vacancies arising should be filled for the remainder of the cycle then current.

Meetings and Procedure
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The Committee should meet as often as it deems necessary for the efficient and timely
execution of its business.

Unless otherwise directed by the Council, the Committee’s Chairman and Deputy Chairman
should be elected by its members at the first Committee meeting of each election cycle.

The quorum for a meeting of the Committee is three.

Committee decisions should be made by a majority of those present and voting. In the event
of a tie, the Committee Chairman on the day may give a casting vote.

In the interests of transparency, all Committee meetings should be open to the press and
public except to the extent that confidential or sensitive business dictates otherwise. All
confidential or sensitive business must be considered ‘below the line” in accordance with the
legal provisions then in place for the exclusion of the press and public.

Members of the Council, not being members of the Committee, may request to attend all or
part of any Committee meeting but may not do so unless a majority of the Committee
consents. In the interests of efficiency, such requests and consents should be made and dealt
with before the meeting takes place (by email or other expedient means). A confirmatory
motion to approve any such attendance should be put at the meeting concerned. If it is
passed, the Councillor concerned may participate in the discussion of the agenda item(s) for
which he/she has been admitted but may not take part in any vote. Any Councillor so
admitted shall not have access to any confidential papers unless the Committee decides
otherwise but may be briefed before the meeting by its Chairman and/or the Clerk at their
sole discretion.

The Committee, if at its sole discretion it deems it expedient, may invite outside specialists to
attend and participate in (or to observe) all or part of any meeting on a non-voting basis.

No employee may service or attend any part of a Committee meeting at which his/her
personal case is to be discussed, except to the extent that, and only for as long as, the
Committee at its sole discretion deems it necessary or desirable for him/her to be present.

All Councillors and staff attending a meeting of the Committee should be mindful at all times
of the requirements of Data Protection Act 2018 and of the need for confidentiality on any
personal or otherwise sensitive matter discussed there; and of the Council’s collective
responsibilities under employment legislation.

The agenda for any meeting should be prepared by the Town Clerk in consultation with the
Committee Chairman (or in his/her absence, with its Deputy Chairman). Minutes of all
Committee meetings should be taken, recorded in a transparent manner, and permanently
stored; and presented to the next meeting for approval. The agendas and minutes of all
Committee meetings should be posted in a timely manner on the Council’s website; but
sensitive or confidential matters should first be summarised or redacted as appropriate.

Committee meetings may take place online to the extent that the law permits or requires it.
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