

HARLYN PRIMARY SCHOOL	 	PERSONNEL COMMITTEE
Terms of Reference

Composition 
The membership of the committee will depend on availability of governors and the extent to which individual experience is considered a priority irrespective of type of governor.

Quorum 
Three governors, who are not Parent Governors or school employees, plus the Headteacher or Deputy Head. 

Functions 
The Committee shall work at all times within the limits of authority granted by the Governing Body. In cases where immediate action is required and there is not reasonable opportunity to consult the Governing Body then the Chairman of Governors will be consulted for approval. 

The Committee shall take full account of the school's educational priorities as set out in the School Development Plan. 

The Committee shall act on behalf of the Governing Body to: - 
1.	Support and encourage the entire staff team to promote good morale and job satisfaction. 
2. 	Ensure that the School establishes and maintains personnel policies in accordance with relevant national legislation and both national and local good practice. 
3. 	Ensure that the School has clear personnel policies relating to recruitment, appointment, retention, discipline and grievance, dismissal, and redundancy. 
4. Review the School's appraisal systems for both teaching and non-teaching staff. 
5. Conduct the annual review of the School's pay policy. 
6. 	Be responsible, in consultation with the Headteacher, for the placement of teachers on the appropriate point on the pay spine. 
7. 	Ensure that the Governing Body's appointment policies are known to all members of the staff and candidates for appointment.                                                 
8. Make arrangements to ensure that selection panels are available at short notice for appointments that are not delegated to the Headteacher alone. 
9. Appoint staff, in accordance with the Governing Body's policy on the delegation of specified levels of appointment. 
10. For Headteacher and Deputy Headteacher appointments: 
[i] to draw up the job description, person specification, advertisement, and relevant information for applicants, and 
[ii] to select candidates for interview, to interview, and to recommend the successful candidate to the Governing Body for appointment. 
11.	Ensure that staff have updated job descriptions. 
12. 	Make arrangements when necessary for obtaining professional and legal advice in     personnel matters. 
13.	Ensure positive relationships with relevant professional associations and unions. 
14.	Liaise with the Premises Committee on Health and Safety issues. 
15. 	Ensure that the School maintains an Equal Opportunity Recruitment Policy. 

Liaison with the Finance Committee 
Any proposed actions that might result in variances from the School's Budget must be referred to the Finance Committee and must not be implemented unless such variances are approved by the Finance Committee, within the limits of authority granted to it by the Governing Body. 
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