[image: ]Cheddleton Parish Council

[bookmark: information-protection-policy][bookmark: cheddleton-parish-council]Committee Terms of Reference
[bookmark: training-and-awareness]Contents
1. Committee Structure and General Provisions
2. Human Resources Committee
3. Planning and Footpaths Committee
4. Community and Craft Centre Management Committee
5. Assets and Services Committee
6. Finance Committee
7. Special Committees and Working Groups

1. Committee Structure and General Provisions
1.1 In addition to meetings of Full Council, Cheddleton Parish Council shall operate the following Committees:
1.1.1 Human Resources Committee
1.1.2 Planning and Footpaths Committee
1.1.3 Community and Craft Centre Management Committee
1.1.4 Assets and Services Committee
1.1.5 Finance Committee
1.2 Committees are appointed by and solely responsible to Full Council.
1.3 Full Council may amend the membership, powers and responsibilities of Committees at any time.
1.4 Membership of Committees shall be agreed annually at the Annual Meeting of the Council.
1.5 Committees shall elect their own Chair and Vice-Chair at the first meeting following the Annual Meeting of the Council.
1.6 Resident representatives shall be appointed at the first meeting of the relevant Committee following the Annual Meeting.
1.7 Resident representatives and volunteers may participate in discussions and provide advice and assistance but shall not vote on any matter.
1.8 The Chair and Vice-Chair of the Council shall be ex-officio members of every Committee and may attend, speak and vote without requiring appointment.
1.9 The Chair and Vice-Chair of the Council may not act as Chair or Vice-Chair of a Committee unless appointed to that Committee.
1.10 Committees may authorise expenditure within approved budgets and earmarked reserves and in accordance with the Financial Regulations.
1.11 Committees shall advise the Finance Committee of their proposed projects and budget requirements for the following financial year.

2. Human Resources Committee
Membership
Five Councillors.
Quorum
Three Councillors.
Responsibilities
2.1 To oversee matters relating to the Clerk's employment and conditions of service.
2.2 To undertake the Clerk's appraisal process and annual objectives.
2.3 To oversee annual leave and TOIL arrangements.
2.4 To consider amendments to contracts of employment.
2.5 To recommend salary changes to Full Council except nationally agreed annual pay awards.
2.6 To oversee staffing policies and make recommendations to Full Council.
2.7 To appoint disciplinary, grievance and capability panels.
2.8 To oversee recruitment processes.
2.9 To determine arrangements for recruitment, including job descriptions, person specifications, advertisements, shortlisting criteria and interview arrangements.
2.10 To recommend suitable candidates for appointment to Full Council.
2.11 To review and update contracts of employment and job descriptions prior to appointment and at intervals not exceeding five years.
2.12 Annual appraisals shall normally be undertaken by up to two suitably trained members.
2.13 Completed appraisals shall remain confidential and be retained on the employee's personnel file.
2.14 To deal with matters arising under employment policies and relevant legislation including grievance, capability, sickness absence, health and safety relating to staff, staffing disputes and other employment matters.
2.15 To consider remuneration levels and pay grades and make recommendations to Full Council where financial implications arise.
2.16 Nationally agreed annual pay awards negotiated by NALC and SLCC shall be automatically implemented.

3. Planning and Footpaths Committee
Membership
Nine Councillors and one Footpaths Volunteer Representative.
Quorum
Five Councillors.
Responsibilities
3.1 To consider planning applications and submit comments on behalf of the Council.
3.2 To consider planning applications in neighbouring parishes where they may affect Cheddleton residents.
3.3 To consider planning appeals.
3.4 To consider planning enforcement matters.
3.5 To comment on street naming proposals.
3.6 To receive quarterly reports on the Footpaths Spreadsheet.
3.7 To report blocked highways and rights of way matters to Staffordshire County Council and the CROW Team.
3.8 To monitor footpaths and rights of way.
3.9 To oversee and support footpaths volunteers and projects.
3.10 The Committee Chair with support from Clerk shall prepare agendas.
3.11 The Committee Chair shall submit planning comments to the Planning Portal.

4. Community and Craft Centre Management Committee
Membership
Nine Councillors and the Caretaker as a non-voting representative.
Quorum
Five Councillors.
Responsibilities
4.1 To oversee the operation and management of the Community Centre.
4.2 To oversee bookings and usage.
4.3 To oversee maintenance and improvements.
4.4 To oversee caretaker arrangements.
4.5 To oversee the Community Centre car park.
4.6 To oversee public toilets.
4.7 To oversee rental agreements relating to the Craft Centre.
4.8 To authorise expenditure within approved budgets and earmarked reserves.
4.9 To oversee utilities and service contracts.
4.10 To oversee health and safety matters relating to buildings.
4.11 To oversee security arrangements.
4.12 To oversee planned maintenance programmes.
4.13 To promote and market Council facilities and maximise occupancy and income.

5. Assets and Services Committee
Membership
Nine Councillors and up to three resident representatives, one from each ward.
Quorum
Five Councillors.
Responsibilities
5.1 To oversee playgrounds and recreational facilities.
5.2 To oversee burial grounds and cemeteries.
5.3 To oversee open spaces and amenities.
5.4 To oversee grounds maintenance and maintenance contractors.
5.5 To oversee tree management and environmental improvements.
5.6 To oversee memorials, benches and commemorative features.
5.7 To oversee trees, woodland and biodiversity projects.
5.8 To oversee bus shelters, noticeboards and street furniture.
5.9 To oversee flooding and drainage matters affecting Council assets.
5.10 To consider asset improvement projects.
5.11 To authorise expenditure within approved budgets and earmarked reserves.

6. Finance Committee
Membership
The Chair and Vice-Chair of Full Council together with the Chairs and Vice-Chairs of all Committees.
Chair
The Chair of the Council shall chair the Committee.
Quorum
Three Members.
Responsibilities
6.1 To review current year expenditure and budget performance.
6.2 To commence the budget-setting process in July.
6.3 To consider priorities and possible precept increases.
6.4 To receive Committee budget submissions during September.
6.5 To support the Clerk in preparing draft budgets.
6.6 To recommend the budget and precept to Full Council.
6.7 To provide a contingency period in December if required.
6.8 To support the Responsible Financial Officer in maintaining sound financial management.
6.9 To monitor reserves and earmarked reserves.
6.10 To review and maintain the Asset Register.
6.11 To oversee insurance arrangements.
6.12 To oversee banking and investment arrangements.
6.13 To review value for money and external contracts where appropriate.

7. Special Committees and Working Groups
7.1 Full Council may establish Special Committees or Working Groups for specific purposes, projects or events.
7.2 Full Council shall determine the membership, delegated powers, duration and budget.
7.3 Residents, volunteers and community representatives may be appointed.
7.4 Residents and volunteers may participate in discussions but shall not vote.
7.5 Special Committees may be allocated budgets by Full Council.
7.6 Special Committees shall report to Full Council.
7.7 Upon completion of the project or purpose for which they were established, Special Committees shall cease unless otherwise determined by Full Council.
7.8 Examples include:
a) Events Committees.
b) Complaints Committees.
c) Disciplinary Panels.
d) Appeal Panels.
e) Recruitment Panels.
f) Project Working Groups.
7.9 No Councillor who has previously been involved in a matter shall sit on any disciplinary, grievance or appeal panel relating to that matter.
7.10 Special Committees dealing with complaints, disciplinary matters or appeals shall act in accordance with the Council's adopted policies and procedures.
7.11 Appeal panels shall normally consist of three Councillors with no prior involvement.
7.12 Decisions of disciplinary and appeal panels shall be binding upon the Council and shall not require further ratification by Full Council unless required by law.

18. Review
18.1 This Scheme of Delegation shall be reviewed annually by Cheddleton Parish Council or sooner if legislation or operational requirements dictate.

Adopted by Cheddleton Parish Council on: __________________
Minute Reference: __________________
Signed: ___________________________
Chair of Cheddleton Parish Council
Date: __________________
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