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ISLIP PARISH COUNCIL 

Staffing Committee 

Terms of Reference 

Approved 10th June 2025 | Review date: Annual Meeting 2026 

Applies to The Parish Clerk and all councillors 

Committee Members Cllr Wiles (Chair), Cllr Miller, Cllr Richardson 

Alternate Member Cllr Cole 

Related policies Standing Orders, Data Protection Policy 

 

Version History 

Issue No Date of Approval Reference in Minute 
Book 

Details of Change Made 

1 10th January 2023 067/22 First adoption 

2 13th June 2023 Annual Meeting 
2023/24 

No change 

3 14th May 2024 011/24 No change 

4 10th June 2025 10/25 No change 

 

1. Definitions 

In this document the following terms have the meanings assigned to them below: 

 

Term Meaning 

Alternate Member A person elected to serve as an alternate if an elected member cannot 
serve on the Staffing Committee 

Chairman The Chairman of the Committee 

Clerk The Clerk to the Council 

Committee The Staffing Committee of the Council 

Committee Member Any person participating in the Committee’s work under the 
arrangements set out in the Membership and Quorum section 

Council Islip Parish Council 

Member An elected or co-opted member of the Islip Parish Council 

 

2. General 

These Terms of Reference define the Council’s specific responsibilities delegated to the Staffing 
Committee and were first approved by Islip Parish Council at its meeting held on 10th January 2023 
(minute reference 067/22). 
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The conduct of all aspects of the Committee’s work shall be treated as confidential and be governed 
by the Council’s Standing Orders. 

The Committee has no power to authorise expenditure on behalf of the Council. 

Members of the public have no rights to attend meetings of the Committee. 

 

3. Duties and Scope of Responsibilities 

The Committee shall undertake the following duties on behalf of the Council: 

Staff Appraisal 

• At least annually, conduct a staff appraisal with the Clerk. 

• Following the appraisal, submit a confidential report to the Council. The report should include, 
where appropriate, any changes in the Clerk’s responsibilities and recommendations as to the 
grading of the post and salary progression. 

• To carry out any additional staff interviews as required by the Council. 

Disciplinary Procedures 

• To hear and adjudicate upon any formal grievance issue raised by staff under this Council’s 
Grievance Procedure. 

• To hear and adjudicate upon appropriate disciplinary cases as set out in the Council’s 
Disciplinary Procedure. 

Other Duties and Responsibilities 

• Undertake such other tasks as may from time to time be remitted to it by the Council. 

4. Powers 

• Subject to the power set out below, the Committee shall have no powers other than the power 
to undertake the tasks specified under ‘Duties and Scope of Responsibilities’. In particular it 
shall have no delegated financial powers. 

• The Chairman, subject to the agreement of the Committee’s Members, shall have the power 
to invite an appropriate expert in human relations to attend disciplinary meetings to advise the 
Committee. Such invited participants shall have the freedom to participate in the enquiry but 
not to vote. 

 

5. Membership and Quorum 

Current membership (as resolved at the Annual Meeting, 10th June 2025 – minute reference 10/25): 

 

Role Councillor Appointed 

Chair Cllr Wiles 10th June 2025 

Member Cllr Miller 10th June 2025 

Member Cllr Richardson 10th June 2025 

Alternate Member Cllr Cole 10th June 2025 

 

The following persons shall not serve on the Committee: 

• The Clerk’s mentor 

• Members and Alternate Members of the Appeals Committee 
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In the event that one or more Committee Members is unable to serve, the following arrangements 
shall apply: 

• The first Committee Member unable to serve shall be replaced by the Alternate Member. 

• If any further Committee Members or the Alternate Member are unable to serve, they shall be 
replaced by qualified councillors appointed by the Council’s Chairman. 

• If the Chair is unable to serve, the revised Committee shall at the relevant meeting elect its 
own Chairman. 

The quorum shall consist of 3 Committee Members. The Alternate Member only attends a meeting if 
an elected Committee Member is unable to participate. 

6. Meetings 

• Ordinary Meetings: The Committee shall meet at least once a year. The meeting shall be 
summoned by the Chairman or by such other person appointed for the task. 

• The Committee shall set the dates for further ordinary meetings at its first meeting in the year. 

• Extraordinary Meetings: when necessary, may be held on dates between the Ordinary 
Meetings, called in accordance with Standing Orders 6(c) and 6(d). 

• Minutes: The Chairman shall be responsible for ensuring that proper minutes are kept of all 
Committee meetings and that where necessary appropriate reports are generated and 
circulated. 

It would not normally be appropriate for the Clerk to undertake the minuting of Committee meetings. 

7. Alterations to these Terms of Reference 

• The Committee has no powers to alter or temporarily suspend these Terms of Reference. 

• The Council may change these Terms of Reference in accordance with Standing Order 26(b), 
which requires a special motion with written notice by at least 4 councillors to the Proper 
Officer. 

• These Terms of Reference shall be reviewed annually at the Annual Meeting of the Council. 

 

Adopted by Islip Parish Council 
Date: 10th June 2025 
Signed (Chair): Nathan Wiles 

Next review due 
Date: Annual Meeting 2026 
Version: 4 

 


