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TERMS OF REFERENCE | HR COMMITTEE 
ADOPTED MAY 2025
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Introduction
In accordance with the Local Government Act 1972 and good employment practice, Elmton with Creswell Parish Council establishes the Human Resources (HR) Committee to oversee all staffing matters of the Council. The Committee is authorised to make decisions within its remit and acts under the delegation of the full Council. These Terms of Reference outline the Committee’s responsibilities, powers, composition, and procedures.

2. Purpose and Scope
The HR Committee is responsible for the oversight and management of all personnel matters relating to employees of the Council. This includes, but is not limited to, staff recruitment and appointment, performance appraisal of the Clerk to the Council, management of terms and conditions, grievance and disciplinary matters, and the development of employment-related policies and procedures. The Committee is tasked with ensuring that the Council meets its legal obligations as an employer under employment law and aligns with best practice as advised by the National Association of Local Councils (NALC) and the Society of Local Council Clerks (SLCC).

3. Membership
The HR Committee shall consist of five members of the Parish Council, to be appointed annually at the Annual Meeting of the Council. Members shall not include the Chair of the Council, unless no other members are eligible or available. The Chairmen of the Committee will be appointed at the Annual Council Meeting in May. Membership of the Committee may not include any employee of the Council, and councillors with a close personal connection to an employee shall declare an interest and withdraw from relevant items. 
The Clerk shall attend meetings in an advisory capacity and shall withdraw where matters concerning their own employment are discussed.

4. Quorum
A meeting of the HR Committee shall be deemed quorate where three members are present. In the absence of a quorum, the meeting may proceed for discussion purposes, but no decisions or formal recommendations may be made. Any items requiring decision shall be deferred until a quorate meeting is convened.

5. Frequency of Meetings
The HR Committee shall meet as often as required to fulfil its responsibilities, with a minimum of two meetings per year. Meetings may be convened by the Chair of the Committee, the Chair of the Council, or by resolution of the Committee or full Council. Meetings dealing with confidential staff matters shall be held in accordance with the Public Bodies (Admissions to Meetings) Act 1960, section 1(2), allowing exclusion of the press and public where confidential matters of a personal nature are to be discussed.

6. Delegated Authority
The HR Committee is granted full delegated authority by the Parish Council to make decisions in relation to: 
· The recruitment, selection, and appointment of all Council staff, including the issuing of employment contracts and job descriptions. 
· The annual performance appraisal of the Clerk to the Council. 
· Day-to-day personnel matters such as terms and conditions of employment, working hours, leave entitlements, and pay within the budget approved by Council. 
· The initiation and resolution of grievance, disciplinary, and capability procedures in accordance with the Council’s adopted policies. 
· The recommendation of new or revised HR-related policies to the full Council for adoption. 
· In cases involving dismissal, major restructuring, or significant contractual changes, the Committee shall make a recommendation to the full Council, which retains the power of final approval.

6. Recruitment and Appointment of Staff 
The HR Committee shall be responsible for managing the end-to-end recruitment process for all employees of the Council. This includes: 
· Determining the need for a new or replacement post in consultation with the Clerk and with reference to the Council’s strategic and budgetary priorities. 
· Drafting and approving job descriptions, person specifications, and advertising strategies.
· Shortlisting and interviewing candidates in a fair and transparent manner in accordance with the Council’s Equal Opportunities Policy and legal obligations under the Equality Act 2010. 
· Making formal offers of employment and issuing contracts of employment in line with the Employment Rights Act 1996. 
· Where the appointment is for the Clerk to the Council (who is also the Proper Officer and Responsible Financial Officer unless otherwise resolved), the Committee shall manage the process in its entirety and present the recommendation to the full Council for formal ratification. 

7. Appraisal and Performance Management
The Committee is responsible for conducting the annual performance appraisal of the Clerk to the Council. This process shall involve setting performance objectives, reviewing progress, offering feedback and support, and identifying training or development needs. 
A formal record of the appraisal shall be retained confidentially, and outcomes may inform decisions regarding training, pay progression (within budget and policies), and workforce planning. The Committee may also consider feedback mechanisms and performance targets in respect of other staff through consultation with the Clerk. 

8. Terms and Conditions of Employment 
The HR Committee shall ensure that all employment arrangements comply with statutory requirements, including the National Minimum Wage Act 1998, the Working Time Regulations 1998, the Employment Rights Act 1996, and relevant provisions of the Local Government Services National Agreement on Pay and Conditions of Service ("Green Book"), where applicable. 
The Committee shall review staff contracts, job descriptions, salary scales, and employment policies on a periodic basis and make appropriate recommendations to the full Council for amendments or adoption. 

9. Grievance, Disciplinary, and Capability Procedures
The HR Committee shall implement and oversee the Council’s procedures for dealing with staff grievances, disciplinary issues, and concerns regarding performance or conduct. 
The Committee shall ensure compliance with the ACAS Code of Practice on Disciplinary and Grievance Procedures and any adopted local policies. It shall act fairly and impartially in all proceedings and ensure that employees have the right to be accompanied and to appeal decisions, as required by law. 
Appeals against decisions made by the Committee shall be heard by an Appeals Panel appointed by the Council and comprising members not previously involved in the matter. 

10. Confidentiality and Data Protection 
The Committee shall handle all personal and employment information in strict confidence and in compliance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. Papers and minutes relating to staff matters shall be treated as confidential and only circulated to Committee members and authorised officers. 

11. Reporting and Transparency 
The Committee shall report its activities and decisions to the full Council as appropriate, subject to necessary confidentiality. 
A summary of non-confidential decisions shall be included in the Council’s public minutes to ensure transparency and accountability. 
All matters relating to staffing, while confidential in detail, shall be conducted with probity and in line with public expectations for openness in public service. 

12. Review of Terms of Reference 
These Terms of Reference shall be reviewed annually by full Council for approval. The Council reserves the right to amend these Terms of Reference by resolution at any time, in line with the Council’s evolving governance needs.
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