STAFFING COMMITTEE TERMS OF REFERENCE
To be ADOPTED 9th May 2024

	
	RESPONSIBILITIES
Membership of Staffing Committee: shall comprise of three or four Members of Mellor Parish Council at all times, with the Clerk or Acting Clerk. The Membership shall include Chairman & Vice Chairman of the Parish Council but only in their role as ex-officio members of all committees and will be in addition to the three Members to ensure decisions can be made. The Committee must maintain a minimum of three Members.

Clear and concise formal decisions are required at all times to avoid any delays in decision making. The Staffing Committee shall meet when required but not less than twice annually in October and March.

Decisions will be reached at each Meeting to ensure progression.


	
	SPECIFIC DUTIES

To consider, monitor, appoint, discuss and make decisions in relation to all aspects of:- 
Staff recruitment and appointment of Staff positions
Staff contracts
Staff Job specifications
Staff Job Descriptions
Staff Interviews
Staff applications
Staff Interviews to be scheduled 
Staff references to be sought
Staff Contracts
Staff sickness Policy
Staff Pay rates and hours
Staff reviews of Mellor Parish Council administration including Insurance, VAT returns, HMRC, Cash book updates.
To monitor Staff training to become qualified through the SLCC and appropriately oversee training courses are being booked and attended.
Monitor progression in accordance with staffing contracts.


	
	This Committee is not open to the Public and can be conducted through email to facilitate dates to set interviews, share the above information for circulation and consideration and to allow meetings to be undertaken by Zoom.

There should be a record of all Meetings by the secretary of the Staffing Committee which should remain private and confidential and should be stored on the Clerk Laptop only.

Decision making should be on a majority basis by vote.

	
	




