TERMS OF REFERENCE

 PERSONNEL COMMITTEE

Composition

Five named members of the Governing Body.  Associate members may not be appointed to the Committee.

Quorum
Three governors

Clerking

Each meeting of the committee must be clerked.  The clerk can be the clerk to the governing body, a governor or an employee at the school.  The clerk cannot be the Headteacher of the school. 
Objectives

To assist in the administering of the staffing requirements for the school both in the teaching and support areas.

To approve procedures for the recruitment and appointment of staff.

To consider applications from staff for secondments or leave of absence.

To consider and approve policies regarding early retirement and redundancy.

To follow established procedures when advertising, selecting and appointing new members of staff.

To make recommendations to the Finance Committee on staffing needs to meet the requirements of the curriculum.

Activities
To authorise and monitor expenditure within the staffing budgets with delegated powers for day-to-day matters, including supply cover, being passed to the Headteacher.

Training requirements be delegated to the appropriate committee with appropriate recommendations as necessary.

Appointments and Promotion of Staff below leadership group where not delegated to the Headteacher under The Staffing Regulations 2003
Before making any appointment governors must consider any advice from the Headteacher (except in the case of his successor).

	1. Teaching Staff
	Temporary appointments:  Head with approval of Chairman of Personnel Committee

	
	

	2. Teaching Staff
	Permanent appointments below leadership group:  Head with Chairman of Personnel Committee, Chairman of Governors and any member(s) of the Personnel Committee


	3. Internal Allocation of
Teaching and

Learning

Responsibility

Allowances
	Head in consultation with Chairman of Personnel Committee (if there are more applicants than allowances available panel of Head and at least one committee member through informal interview)

	
	

	4. Teaching Staff
	Supply:  delegated to Head

	
	

	5. Support Staff
	All Support Staff appointments except those who would be on the senior management team:  Headteacher but Chair of Governors and Chair of Personnel Committee and any member(s) of the Personnel Committee for Support Staff on the senior management team.

	
	

	
	Members of appointment/interview panels should not include staff governors (except where they are the line manager)


Note – Where appointment of staff below the leadership group  has been delegated by the Governing Body to the Headteacher 1-5 above will not apply but the Headteacher must report decisions taken under delegated powers to the next meeting of the full governing body.
Shortlisting

A selection panel to shortlist candidates (other than Head or Deputy Head) will include the Headteacher.

Advertising – Staff Other than Head or Deputy Head

Unless the governors decide to appoint to the vacancy a person already employed to work at the school, they must advertise the vacancy as they think fit.

Headteacher and Deputy Headteacher

Arrangements for the appointment for these posts to be made/agreed by the full Governing Body in accordance with Staffing Regulations.

Policies and Procedures

The Personnel Committee is responsible for producing, approving and monitoring the application of policies on personnel-related matters.
Meetings

Committee meetings will be held on an as required basis but at least once a term.

Minutes will be circulated to members within seven days of the meeting, and presented with the agenda for the next full governors meeting.

The Chairman of the Personnel Committee will report the work of the committee to the regular meetings of the governing body.

The committee will liaise with such other committees and invite members of other committees to attend its meeting as should be deemed appropriate.

Any matters which may be in conflict with the work of another committee must be referred to the Governing Body.

Note:

The procedures agreed for inclusion in these terms of reference must take into account other policies and procedures on personnel issues that the governing body have agreed and adopted as well as any priorities included in the School Improvement/Development Plan.
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