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Staffing Panel – Terms of Reference
Alwoodley Parish Council
1. Remit
1.1 The Staffing Panel is responsible for considering matters relating to the employment, welfare, and management of Council staff, in accordance with the Council’s Standing Orders, employment policies, and relevant legislation.
1.2 The Staffing Panel acts in an advisory and recommendation-making capacity to the Full Council, unless specific authority has been delegated by resolution of the Council.
2. Membership
2.1 The Staffing Panel shall comprise four councillors, appointed annually by the Council at the Annual Meeting.
2.2 The quorum of the Panel shall be three members.
3. Chair and Vice-Chair
3.1 The Chair of the Staffing Panel shall be elected annually at the first meeting of the Panel, before any other business is conducted.
3.2 The Panel may also appoint a Vice-Chair if it considers this necessary.
3.3 The Chair and Vice-Chair shall hold office for one year.
4. Voting
4.1 Only members appointed to the Staffing Panel may vote and participate in decision-making.
4.2 In the event of an equality of votes, the Chair of the Panel shall have a second or casting vote.
5. Meetings
5.1 The Staffing Panel shall meet as required to fulfil its remit.
5.2 The Panel shall report its considerations and recommendations to the Full Council for decision, where required.
5.3 Meetings of the Staffing Panel shall not normally exceed two hours. Any unfinished business shall be carried forward to the next meeting unless, in exceptional circumstances, the meeting is extended by a vote of the Panel.
5.4 The Staffing Panel shall operate in accordance with the Council’s Standing Orders.
5.5 The Proper Officer shall normally be responsible for issuing agendas and minutes of the Staffing Panel. Where matters relating to the Clerk are under consideration, the Panel shall appoint a nominated councillor or independent officer to undertake administrative duties.
5.6 Agendas for Staffing Panel meetings shall be published on the Council’s website, giving at least three clear days’ notice wherever practicable.
5.7 All minutes of the Staffing Panel shall be open for inspection by members of the Parish Council, subject to the provisions of confidentiality and data protection legislation.
5.8 In accordance with section 1(2) of the Public Bodies (Admission to Meetings) Act 1960, the public and press shall be excluded from Staffing Panel meetings where confidential staffing matters are being considered.
6. Delegated Authority and Limits
6.1 The Staffing Panel is authorised to consider, review, and make recommendations to Full Council on staffing matters.
6.2 The Staffing Panel does not have authority to make final decisions on contracts of employment, pay and grading, disciplinary or grievance outcomes, or staffing structures unless such authority has been expressly delegated by resolution of the Council.
7. Functions of the Staffing Panel
7.1 The Staffing Panel shall oversee staff recruitment processes and make recommendations to Full Council regarding appointments.
7.2 The Panel shall review and recommend contracts of employment, job descriptions, person specifications, and terms and conditions to Full Council.
7.3 The Panel shall arrange for the annual performance appraisal of the Clerk/RFO and report outcomes and recommendations to Full Council for approval by resolution, in accordance with Standing Order 19(c).
7.4 The Panel shall review and recommend annual salary awards to Full Council.
7.5 The Panel may appoint a member of the Panel to seek professional advice in the event of a dispute between the Council and the Clerk, where appropriate.
7.6 The Panel shall consider matters arising under the Council’s Disciplinary and Grievance Procedures and make recommendations to Full Council for decision, in accordance with Standing Orders.
7.7 Where required under the Council’s Disciplinary and Grievance Procedures, the Panel shall appoint an Appeals Panel whose members shall not be members of the Staffing Panel and appoint the Chair of the Appeals Panel.
7.8 The Panel shall consider recommendations from an Appeals Panel and make recommendations to Full Council regarding any resulting action.
7.9 The Panel shall review staffing structures and levels and make recommendations to the Council.
7.10 The Panel may appoint, from its membership, a recruitment panel when necessary and recommend appointments to Council. Recruitment panels shall normally comprise at least three councillors and may include the Clerk, except where the Clerk’s own role is under consideration.
8. Confidentiality
8.1 All matters relating to staff performance, capability, grievance, disciplinary action, pay, or personal data shall be treated as confidential in accordance with the Council’s Standing Orders, employment policies, and data protection legislation.
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