Windlesham Parish Council
Personnel Committee - Terms of Reference 2026-2027

The role of the Personnel Committee is to consider all matters relating to the
appointment and management of Council staff.

Membership of the committee will consist of a maximum of 9 members, consisting of a
maximum of 3 representatives from each village. To ensure that each village remains
adequately represented in the event of a member’s absence, any nominated substitute
must be a member of the same village committee as the original appointed
representative. Non-members of the Council may be appointed to serve on the
Committee in an advisory capacity. Such appointments shall be made by
recommendation to Full Council and confirmed by a resolution of the Council.

Non-councillor members, advisory members, subject-matter experts and other invited
attendees shall withdraw from the meeting for any item of confidential or exempt
business unless the Committee resolves that their continued attendance is necessary
for that item. Any person permitted to remain must comply with the Council’s
confidentiality and data protection requirements and must not disclose confidential
information or personal data without lawful authority.

2. The Chairman and Vice-Chairman of Council, if not nominated members of the
committee, may attend as ex-officio members.
3. Membership of the committee will be determined at the Annual Meeting of the Council
and casual vacancies shall be filled from the membership of Full Council.
FUNCTIONS:

The Personnel Committee will have the following duties and shall be empowered, within
the current structure, to:
Re: Recruitment

a)

b)

Have full delegated authority to recruit in accordance with operational need, subject to
budget availability and to oversee the full employment process for all positions. To
delegate responsibility to the Parish Clerk or to an interview panel as they consider
appropriate.

Appoint a panel/sub-committee of Councillors to be responsible for interviewing, as per
the recruitment policy. This would consist of the Chairman, or Vice Chair of Personnel,

and a nominated member from each village committee.

Re: Staff

c)

Provide support to and management of the Parish Clerk. Monitor and manage hours of
working, home working, annual/flexi/compassionate/time off in lieu leave and absences
and sick leave and delegate authority for the day-to-day management of the Clerk to the
Chairman of Council in conjunction with the Chairman of Personnel.

Review employee’s remuneration and make recommendations thereon to the Council.
Review Conditions of Employment, Contracts of Employment and Job Descriptions as
appropriate to ensure they meet the needs of the Council and comply with relevant
legislation and established good practice.



Re:

Re:

f) Review the staffing structures in conjunction with the Clerk to ensure they are sufficient
to deliver the aims of The Council.
g) Ensure an appropriate Appraisal system is in place and monitor the effectiveness of the

system.

h) Provide appropriately trained Members to conduct the Appraisal(s) of the Parish Clerk.

i) Set appropriate SMART objectives for the Parish Clerk based on the aims and priorities
of The Council.

j) Inconjunction with the Clerk, ensure appropriate arrangements are in place to support
staff development and training and to ensure that such trainingis in line with the
allocated funds.

k) Make appropriate recommendations to The Council where an identified training need
would exceed the allocated funding.

Policies and legislation
) Develop, implement, and review Employment related Policies using appropriate

employment law

m) Manage the Council’s compliance with Employment legislation.

n) Manage Disciplinary and Grievance procedures in accordance with appropriate council
policy and processes and review them as necessary, including considerations of
workplace culture and behaviour.

o) Where necessary recommend appropriate actions to The Council.

p) Ifrequired appoint an appeals panel drawn from Members of the Personnel Committee
or from an external body as appropriate to the circumstances.

External Support
q) Give authority and award contracts to HR Services (current retained HR advice provider)

and Surrey ALC and or any appropriate body/company to conduct necessary reviews
and make recommendations to the committee

Delegated Spending Authority

In order to undertake its functions, the Personnel Committee is authorised to spend to the
following limits:

1) Upto £10,000 in recruitment costs (advertising, external support etc) per recruitment
campaign, allocated from the HR and legal fees budget when such expenditure is
agreed by a resolution of the committee.

2) Tothe upper level of the agreed salary scale banding for any new employee, subject to
budget availability.

3) Allexpenditure requirements in excess of the authorised limit to be agreed in advance
of expenditure commitment by resolution of the Council.

The Chairman shall:

a) Agree the minutes of the Personnel Committee at Full Council meetings subject to
approval.



