Okehampton Town Council

Personnel Sub-Committee
DRAFT Terms of Reference

Okehampton Town Council

The Personnel Sub-Committee is a sub-committee of Okehampton Town Council’s (‘the
Council’) Policy & Resources Committee (P&R).

Membership
The core constitution of the Personnel Sub-Committee shall be the Mayor, and the Chair of
each of the Council’'s Committees.

The Chairman of the Committee shall be chosen from the Members serving on the
Committee, excluding the Mayor. Attendance at meetings of the Sub-Committee will be
strictly limited to those Members serving on the Committee.

Any Members who are related to a member of staff must leave if confidential matters relating
to any employee are to be considered’.

In accordance with Standing Order 19d, in the event that the Mayor and Chairman of the
P&R Committee are related* to each other and/or the Chairman of the Personnel Sub-
Committee the following will apply:

i) In the event that the Mayor and Chairman of Policy & Resources Committee are
related, the Clerk’s Line Managers will be the Mayor and Vice- Chairman of
Policy & Resources Committee. The Vice-Chairman of Policy & Resources
Committee will take the place of the Chairman on the Personnel Sub-Committee.

ii) In the event that two Committee Chairmen are related, only one will be a
member of the Personnel Sub-Committee, being the Chairman of Policy &
Resources Committee if relevant, or as agreed by Full Council, the other being
replaced by the relevant Committee Vice-Chairman.

* In this instance ‘related’ means — spouse, civil partner, parent, child, brother or
sister.

Purpose

This committee is appointed to make recommendations about staffing matters to the P&R
Committee, for ratification by either that Committee or the Full Council, as set out in the
Terms of Reference of the P&R Committee, and may make resolutions as set out in relevant
staffing related policies.

Responsibilities

1. To oversee the recruitment and appointment of staff and made recommendation of
appointment to the P&R Committee apart from that of the Town Clerk for which the P&R
Committee should make recommendation to full Council.

To arrange new employment contracts and changes to contracts.

To oversee any process which could lead to the dismissal of staff (including
redundancy)
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4. To consider any appeal against a decision in respect of pay and make recommendation
to the P&R Committee.

5. To consider any process, including appeal from a member of staff regarding a grievance
or disciplinary matter and make resolutions in accordance with the relevant policies

6. To supervise and performance manage the Clerk’s work, and handle grievance and

disciplinary matters, and pay disputes arising from the Clerk in accordance with relevant
policies.

Reporting
The Committee shall report to meetings of the P&R Committee as and when necessary.
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