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Staffing Committee Terms of Reference 2026-2027 
 
This committee is appointed to make decisions about all staffing matters, subject to 
budget and expenditure limits decided by the Council 
Membership:  5 (either with HR experience or willing to undertake 

relevant training) 
Quorum:  3 
Meeting frequency:           Quarterly 
Attending Officers:  Town and/or Deputy Clerk and HR Officers 

 
NB: Membership to be 5 members not holding the office of Chairperson/ 
Deputy Chairperson or Mayor/ Deputy Mayor positions elected by the 
Council.  
 
Terms of Reference: 

 
1. In consultation with Finance and General Purposes and Parks and 

Amenities Committees, to establish and keep under review the staffing 
structure and budgets.  

2. To implement, monitor, review and revise policies relating to staffing.  

3. To ensure that Joint consultation arrangements with the recognised 
Trades Unions and that the terms of the recognition agreement are fully 
implemented.  

4. To establish and review salary pay scales for all categories of staff and to 
receive reports from the Deputy Town Clerk on their administration, and 
on the implementation of the Council’s Job Evaluation Scheme.   

5. To oversee the recruitment and appointment of staff, including agency 
staff where necessary.  

6. To oversee the execution of new employment contracts in line with 
NALC/SLCC model contract agreement and variations to contracts 
(including TUPE transfers).  

7. To establish and review annual appraisals and staff training programmes.  

8. To oversee any process leading to dismissal of staff (including 
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redundancy).  

9. To keep under review staff working conditions, and health and safety 
matters.  

10. To monitor and address regular or sustained staff absence.  

11. To make recommendations on staffing related expenditure to the 
Finance and General Purposes Committee as part of the annual budget 
process.  

12. To receive reports from the Deputy Town Clerk on any appeal against a 
decision in respect of pay or changes to terms and conditions. To 
consider and make recommendations to Council arising from such 
decisions, should it be appropriate or necessary.  

13. To consider a grievance or disciplinary concerning the Town Clerk, the 
Council to retain an independent person for that purpose. If there is any 
appeal this will be considered by the Mayor, the Chairperson of Staffing 
Committee together with the Chairperson of the Finance and General 
Purposes Committee. 

14. To be assured that supervision, performance management and pay 
reviews for the Town Clerk are carried out by the Mayor.  

15. To approve any legislative updates to existing policies. 

 
2. Delegated Powers 
2.1 Decisions made by this committee serve as recommendations to Council 

save the following exceptions (a) to (d) below: 
 
(a) Payment of invoices for work, services and other liabilities either previously 
confirmed by the Council or where delegated within Financial Regulations to 
the RFO and/or Committees. 
(b) The Council may consider from time to time delegating specific 
responsibilities to this Committee (within the scope of the LGA 1972 s101) but 
excluding any powers that cannot be delegated by the Council e.g. issuing a 
precept for the rate (s67 LG & FA 1992). Any such delegated responsibility 
shall be clearly identified and defined within the Council Minutes. 
(c) To set up and administer sub-committees and working parties to facilitate 
the work of this Committee and for no other purpose. The Committee shall 
determine the terms of reference and protocols for the sub-committee and 
working parties that shall report to this Committee.  No sub-committee or 
working party shall be formed or operated without terms of reference and 
protocols. 

Where matters have been delegated to this Committee for approval, it shall 
comply with all Council’s policies, protocols, systems and procedures including 
Standing Orders and Financial Regulations and any other statute or codes within 
legislation. 
 

• To authorise the Deputy Town Clerk in consultation with the HR Adviser to 
carry out the recruitment and appointment of staff, including agency staff 
where necessary, within agreed budget. 
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• To authorise the Deputy Town Clerk to administer annual appraisals and staff 
training programme. 

• To authorise the Deputy Town Clerk to monitor staff working conditions, and 
health and safety matters 

2.2 Should a matter be delegated to the Town Clerk for determination this shall be in 
consultation with the Chairperson or Vice-Chairperson and Mayor or Deputy Mayor. 
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