Overview and Governance of Henfield Parish Council Personnel Policy  

The following document is intended to provide a high-level summary of how employees of Henfield Parish Council can expect to be appointed, paid, managed, developed and how issues are resolved if and when they arise.  It also sets out where responsibility lies for ensuring people issues are appropriately overseen and the process to be followed.  Personnel Policy of HPC is supplemented by the adoption of NALC’s Member/Officer Relations Protocol (which is attached to our Code of Conduct).

This high-level overview is supported by more detailed policies covering:

· Selection and Appointment of employees

· Performance management

· Personal development

· Pay and remuneration

· Disciplinary and grievance procedures

· Absence management

· Equalities and Diversity 

How do we wish to be seen as an employer?

Henfield Parish Council aims to create a positive, collaborative, inclusive and fair environment for its employees.  It seeks to achieve this through:

· treating people as individuals

· an atmosphere of mutual respect between individual councillors and HPC employees

· transparent employment policies

· remunerating our people broadly in line with Local Government

· listening to ideas, input and feedback from our people

· giving balanced but candid feedback

· ensuring, where practical, there is opportunity for personal development 

· providing a safe working environment

· monitoring and reviewing our own performance as an employer

By creating a culture that supports and encourages the diverse views of our councillors and employees, we will get closer to the community we serve.

How is Personnel Policy determined and how is it implemented? 

Personnel policy will be agreed and approved by the Parish Council. Its implementation and effectiveness will be determined and overseen by the FRC committee of Henfield Parish council. Personnel will be the focus of FRC agenda's at minimum of twice a year; the Clerk will attend these meetings. The Clerk will advise and contribute to discussions regarding staff as their line manager to ensure their management is in keeping with the policies of the Council. He/she will also undertake all necessary activities in connection with the management of salaries, conditions of employment and work of the staff. The Clerk and Councillors will need to ensure they keep up to date with personnel law and practice, taking professional advice when required. The FRC will have delegated authority to appoint Parish Council employees (apart from the Clerk who will be appointed by full council ) and will make recommendations to Parish Council relating to remuneration.

What are the responsibilities of the FRC in relation to Personnel?

The FRC has the following responsibilities:

· the selection process for the Clerk position and recommendation of Appointment to Full council.  

· the ongoing management of the Clerk, including reviewing performance and development (taking input from other Councillors).This will usually be delegated to the Chair of FRC ( VC of Council).  This includes ensuring the Clerk is managing other employees effectively.  

· the selection and appointment of other Council employees

· determining the number of roles, organisational design and job content of all employed roles

· determination of the terms and conditions of service of all Council employees, excluding pay and major benefits e.g. pension

· making recommendations to Parish Council in relation to pay and major benefits 

· ensuring all employees have an opportunity to input ideas and give feedback as well as receiving balanced feedback

The Clerk will be responsible for the ongoing management of all other Parish Council employees.

FRC  governance checklist

To ensure appropriate governance of personnel policy, the FRC will:

· ensure personnel policies (discipline, grievance, performance management etc) and employment contract templates are reviewed at least every two years

· engage the appropriate professional employment advice as and when necessary.

· review and document performance of the Clerk annually with a scheduled informal discussion at the mid year ( six month) and ensure he/she has undertaken similar reviews for others

· provide recommendations for pay review at least annually

· ensure compliance with pension regulation (including completing the return to The Pensions Regulator every three years).

· provide a brief annual report to Parish Council covering compliance with personnel policy and an assessment of how we measure up to our stated aims (above) of how we wish to be seen as an employer.

APPROVED AT THE FINANCE, RISK & CHANGE GOVERNANCE COMMITTEE MEETING – 18TH AUGUST 2020.

REVIEWED 20 DECEMBER 2022
