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BLAXTON PARISH COUNCIL

STAFFING POLICY
2024

Introduction
BPC is a small Council with 5 members.  After consideration it was decided that as the only employee is the Clerk / Responsible Finance Officer then a Staffing Committee was unnecessary.   Council did however consider that a Staffing Policy Statement was necessary.

Purpose of Staffing Policy
To clarify responsibilities in relation to the employment of the Clerk/RFO and any other staffing matters as they arise.
Blaxton Parish Council will:
1.
Ensure that a personnel folder for the Clerk/RFO is created and kept up to date.
2.
Review, monitor and revise as necessary its employment policies.
3.
Administer and manage any recruitment process including:
· agreement of the application pack to include a job advert, job description, person specification and application form
· short listing of candidates 

· setting an interview date and carrying out interviews

· select a suitable candidate for the role from those interviewed, approve appointment and agree salary to be offered

· subject to satisfactory references confirm the appointment

· approve the contract of employment and arrange its issue within the statutory guidelines
· arrange proper handover of responsibilities from outgoing to incoming employee.

4.
Make salary recommendations for new staff and regrading recommendations for existing staff. 

5.
Consider any changes to contract terms required to comply with legislation and terms and conditions of service laid down in the National Joint Council (NJC “Green Book”). 
6.
Consider any appeal against a decision made in respect of the above and if necessary seek appropriate external advice.

7.
Manage the process leading to the redundancy of staff.

8.

Monitor and address regular or sustained staff absence.

9.

Consider any staffing related expenditure.
10.
Handle grievance or disciplinary matters in accordance with the adopted policies of the Council, which must accord with the ACAS Codes of Practice on grievance and disciplinary matters.

11.
Implement, monitor and review staff pension arrangements.

Management and Performance Appraisal:
1. The Council will be the line manager of the Clerk and will appoint a liaison councillor and deputy liaison councillor who will have responsibility for day-to-day liaison with the officer in consideration of working conditions, holiday/leave arrangements; sickness; that workloads are acceptable and manageable; and their general well-being.
2. The Liaison Councillor and Deputy Liaison Councillor will be appointed each year at the first meeting following the Annual Meeting of the Council.
3. The Liaison Councillor / Deputy Liaison Councillor will jointly be responsible for taking feedback from all members to provide for a continuous process of appraising the Clerk's performance.  Any issues should be addressed and resolved immediately (or as soon as possible if training and / or additional support is required).
4. In the event that the Clerk feels that they cannot discuss any of the above matters with the Liaison Councillor they should first approach the Deputy Liaison Councillor and then if necessary the whole Council.

Review
The Staffing Policy is to be reviewed annually at the first meeting after the Annual Council meeting. 
Adopted by 



Blaxton Parish Council at its meeting on 18th September 2024
Review date:



June 2025
Version 1: 18.9.24
