
 

 

1 MEMBERSHIP THE OF THE PERSONNEL COMMITTEE - 5 including 2 ex-officio.   
 

Councillors R McKeown, A Roberts, Mark Robinson. Ex-officio members K 
Shallcross and B Gregory, were appointed to the Committee at the Annual Council 
meeting held on 10 May 2023. 

 
2  TERMS OF REFERENCE  
 

• To establish and keep under review the staffing structure of the Town Council and to 
make recommendations for any changes to the Town Council. 

• To draft, implement and review, monitor and revise policies for staff. 

• To establish and review salary pay scales and to be responsible for their 
administration and review. 

• To oversee the recruitment and appointment of staff. 

• To arrange the execution of new employment contracts and changes to 
contracts. 

• To establish and review performance management (including annual 
appraisals) and staff training programmes. 

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

• To keep under review working conditions and health and safety matters. 

• To monitor and address regular or sustained staff absence. 

• To make recommendations on staffing related expenditure to the Town Council. 

• To consider any appeal against a decision in relation to pay. 

• To consider a grievance or disciplinary matter (but not appeal stages which 
will be dealt with by the Appeals Committee). 

• To supervise and performance manage the Clerk’s work, to administer leave 
requests, record and manage absences and handle grievance and disciplinary 
matters and pay disputes. 

 
It is suggested that those items emboldened might usefully be delegated to the 
Committee without a requirement to gain specific approval. 

 
 RECOMMENDED: That  

(1) the membership of the Committee be noted.  

(2) the Terms of Reference of the Committee be agreed. 

    
 Agenda item 5 

Personnel Committee                                                   

31 May 2023 

Tracey Brown 
Town Clerk and Responsible Financial Officer 


