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Committee Terms of Reference 
HR Committee 

Purpose 
To be an advisory committee reporting to full Council in a Part II agenda on all matters pertaining to 

HR and ensuring that the Parish Council complies with relevant employment legislation. 

Membership 
The Committee will comprise at least 3 Councillors, the Clerk is an advisory member in matters 
regarding policies and procedures. 
The Chairman will be selected from amongst the members at its initial meeting and thereafter at 
the meeting following the Annual Meeting in May.  
The quorum of the Committee shall be 3 members.  
Members are expected to attend any relevant training. 

Meeting Arrangements 
The Committee will meet twice a year, and as and when necessary. Meetings will be held in private 

due to the confidential nature of business.  

Confidentiality 
All members must preserve confidentiality of all individual staffing matters pertaining to the 

business of the Committee.  

The Committee shall 
• The Committee will deal with all personnel, employment, and recruitment issues making 

recommendations to Council on such matters.  

• To annually (in November) review the Clerk’s salary level, contract of employment, job 

description and conditions of service and make recommendations to the Council on any 

changes and to the Finance Committee regarding budgeting requirements. 

• To advise and make recommendations to the Council about the pension provision of the 

Clerk.  

• To delegate to the Chairman of the Council the annual review and appraisal of the 

performance of the Clerk and to report to the Council that it has been completed.  

• To ensure that an effective system of performance management is maintained for the Clerk. 

• To ensure the Council complies with all legislative requirements relating to the employment 

of staff. 

• To respond to any staff disciplinary matter in accordance with the Council’s Disciplinary 

Procedure and report to the Council on the outcome 

• To respond to any staff grievance via the in accordance with the Council’s Grievance 

Procedure and to report to the Council on the outcome. 
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• To periodically review all employment policies and procedures, including the Disciplinary and 

Grievance Procedures, and the Equality and Diversity Policy  

• To oversee the appointment and recruitment process of Council employees. 

• To ensure employees are appointed in accordance with the Council’s Recruitment 

Procedure, Equal Opportunities Statement and Guidelines on Employment Practice.  

• To recommend the appointment or termination of contract for the Clerk.  

• To review health and safety at work for all employees 
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