[image: image1.png]




	St John the Evangelist CE Aided Primary School

Personnel Committee - Terms of Reference

	Purpose and Function

	To advise the Governing Body on issues affecting staff

	Duties / Responsibilities


	To ensure that the school maintains and regularly reviews all statutory and good practice policies relating to personnel issues, including, but not limited to:
· Staff recruitment

· Safer recruitment

· Leave of absence

· Staffing and pay policy

· Discipline and grievance policy

· Performance Management policy

· Capability policy

· Allegations of abuse made against staff

· Safeguarding

To ensure staff are aware of the policies and procedures in place which are applicable to them

To monitor and where appropriate, to ensure compliance with those policies for which the personnel committee has responsibility

To consult with other committees and/or the full governing body where appropriate with regard to the impact of salaries on the school budget and any other related personnel costs

To ensure that a minimum of two governors have safer recruitment training

To be actively involved in the recruitment of new staff

To ensure that staffing procedures (including recruitment procedures) follow equalities legislation

Ensure all relevant policies reflect the school's Church foundation
To ensure that the school is staffed sufficiently for the fulfilment of the school’s development plan and the effective operation of the school

To establish and oversee the operation of the school’s Appraisal policy

To consider safeguarding and equalities implications when undertaking all committee functions


	Core Membership


	Headteacher
Mrs Naomi Marshall (Chair)

-
Mrs Janine Hamlett
Mrs Gail Robinson

	Additional Membership


	Co-opted members as required

	Meetings



	Quorum


	3

	Attendance
	Committee members shall attend no less than 60% of committee meetings annually



	Absence of Chair

Absence of Clerk


	In the absence of the chair, the committee shall choose an acting chair for that meeting from among their number

In the absence of the clerk the committee shall choose an acting clerk for that meeting from their number (someone who is not the Headteacher)



	Voting
	Any decisions taken must be determined by a majority of votes of committee members present and voting – but no vote can be taken unless a majority of those present are governors



	Frequency, time and venue of Meetings


	Termly, additional as required

	Reporting arrangements


	Draft minutes to be circulated with the agenda for the next meeting of the Full Governing Body and will be presented at that meeting by the chair (or in their absence another member of the committee)



	Secretary

Agenda and Papers


	The agenda to be circulated via e-mail prior to the meeting

Items for any other business to be timetabled at the start of the meeting.

Items to be added to the agenda to be notified to the Clerk at least 10 days in advance of the meeting.



	Review of Terms of Reference
	Annual.      Last date of review 15/9/2022



