
 
 
 

 
OAKLEY AND DEANE PARISH COUNCIL 

Staffing Committee – Sub-committee Terms of Reference 

 

This document is provided by Hampshire ALC as a template with amendments for councils wishing to set 
up a staffing committee, sub-committee  

 

Purpose of the Staffing Committee, Sub-committee  

The Staffing sub-committee has delegated authority from the Staffing Committee to review all staffing 
matters relating to the Clerk/Proper Officer/RFO. These regulations are supplementary to, and do not 
override, the council’s standing orders and/or financial regulations.   

 

1. Membership  

a. The sub-committee shall comprise of three council members, the Chair of the Parish Council (or 
their Deputy) the Chair of the Staffing Committee (or their Deputy) and a previous Chair of the 
Staffing Committee  

b. Sub-committee meetings shall be subject to a quorum of three members.   

c. Members will be appointed at the annual meeting of the council or, in the case of the resignation 
of a member(s), at an ordinary council meeting.   

d. Non-councillor member(s) can be appointed if they have relevant professional experience. 
However, they will not have voting rights and are subject to item 2 in the same way as councillor 
members.  

  

2. Confidentiality  

All members must preserve the confidentiality of personnel discussions held at meetings. Staffing 
committee members and non-committee council members do not automatically have access to the 
staffing sub- committee, confidential reports and papers unless the Chair of the Parish Council decides it 
is in the best interests of the full council to disclose such documents.  

  

3. Chairman  

By delegated authority the sub-committee shall comprise of the Chair of the Parish Council (or their 
Deputy) the Chair of the Staffing Committee (or their Deputy) and a previous Chair of the Staffing 
Committee  

 



  

4. Conduct of Meetings   

a. The sub-committee will convene quarterly to review training options, workload and 
performance to aide in the annual appraisal of the Clerk/Proper Officer/RFO   

b. All Meetings will be held in a place and at a time convenient to sub-committee members 
and the Clerk/Proper Officer/RFO  

c. The sub-committee should carry out all matters in accordance with the council’s standing 
orders and any other related policies.   

d. Decisions arising from meetings 
will only be formally reported, providing all sensitive data is safeguarded. Decisions free from 
sensitive data will be reported to the staffing committee and to full council.   

e. Members of the press and public will not be allowed to attend meetings.  

  

5. Delegated powers of the sub-committee   

a. To have fully delegated powers under the Local Government Act 1972, section 101.  

b. The sub- committee shall have delegated powers given to them by the staffing committee to 
deal with all personnel management issues relating only to the Clerk/Proper Officer/RFO, In 
the case of an emergency an extraordinary council meeting should be convened.   

c. The sub-committee will review an annual appraisal of the Clerk/Proper Officer/RFO  

d. Review and approve the job description for the Clerk/Proper Officer/RFO  

e. Review and ensure all current employment legislation requirements are met  

f. Review the contract of employment for the Clerk/Proper Officer/RFO as necessary.  

g. Make recommendations regarding the deployment, welfare, pension, remuneration, 
recruitment, training, qualifications, health and other aspects and conditions of service 
for the Clerk/Proper Officer/RFO.  

h. Ensure relevant training is undertaken  

i. Make recommendations regarding the establishment and grading of the Clerk/Proper 
Officer/RFO  

• for the administration of the council and council facilities  

• Deal with disciplinary and grievance issues including conduct, performance, 
attendance, and sickness absence  

• Review and ensure compliance with health and safety law and matters  

• Any other personnel actions as directed by the council  

  

Additional information relating to this subject can be found in the Hampshire ALC Member Area:  

https://www.legislation.gov.uk/ukpga/1972/70/section/101


Hampshire ALC Key Topic Note: Committees and Sub Committees  

Hampshire ALC Key Topic Note: Council Meetings  

 

This document reflects our advice based on our understanding of the current legislation and 
guidance and our knowledge of the sector. It is not however intended to be formal legal advice.   

For more complex issues we are able to obtain initial specialist advice on legal, employment, 
financial and planning matters as part of your membership fee. Please contact us to access this 
service.  

  

 


