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SALTASH TOWN COUNCIL 
 

Minutes of the  Meeting of the Personnel Committee held at the Guildhall on 
Thursday 25th June 2026 at 6.30 pm 
 
PRESENT: Councillors: J Brady, R Bullock (Vice-Chairman), L Mortimore 

(Chairman), J Peggs, P Samuels and B Stoyel. 
 
ALSO PRESENT: S Burrows (Town Clerk / RFO) 
 
APOLOGIES:   

 

__________________________________________________________________ 

 
14/26/27 CIVILITY AND RESPECT PLEDGE REMINDER. 

 
The Chairman reminded Members that the Town Council has adopted 
the Civility and Respect Pledge. 
 
Members were reminded of their obligations under the Code of 
Conduct. Debate is to be respectful, focused on the issues, and 
conducted in accordance with the Code of Conduct. 
 
 

15/26/27 HEALTH AND SAFETY ANNOUNCEMENTS. 
 
The Chairman informed those present of the actions required in the 
event of a fire or emergency. 
 
 

16/26/27 DECLARATIONS OF INTEREST: 
 
a. To receive any declarations from Members of any registerable (5A of 

the Code of Conduct) and/or non-registerable (5B) interests in 
matters to be considered at this meeting. 
 
None received. 

 
b. The Town Clerk to receive written requests for dispensations prior to 

the start of the meeting for consideration. 
 
None received. 
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17/26/27 TO RECEIVE AND APPROVE THE MINUTES OF THE 
EXTRAORDINARY PERSONNEL COMMITTEE HELD ON 14 MAY 
2026 AS A TRUE AND CORRECT RECORD. 
 
Please see a copy of the minutes on the STC website or request to see 
a copy at the Guildhall. 
 
Following a vote (5 in favour, 0 against, 1 abstentions), it was proposed 
by Councillor Mortimore, seconded by Councillor Bullock and 
RESOLVED to amend minute 10/26/27 to appoint South West Councils 
at cost of £2,372.50 plus VAT to £8,050 plus VAT.  
 
Following a vote (5 in favour, 0 against, 1 abstentions), it was proposed 
by Councillor Mortimore, seconded by Councillor Bullock and 
RESOLVED that the minutes of the Extraordinary Personnel Meeting 
held on 14 May 2026 were confirmed as a true and correct record. 
 
 

18/26/27 TO REVIEW THE PERSONNEL BUSINESS PLAN DELIVERABLES 
AND CONSIDER ANY ACTIONS AND ASSOCIATED 
EXPENDITURE; 
 
The Chair informed Members that there have been various 
achievements met by the Personnel Committee that require adding to 
the deliverable sheet.  
 
Following a vote (5 in favour, 0 against, 1 abstentions), it was proposed 
by Councillor Peggs, seconded by Councillor Bullock and RESOLVED 
that authority be delegated to the Town Clerk to review and update the 
deliverables accordingly, and that those deliverables which have not yet 
been achieved be considered in greater detail at a future meeting of the 
Personnel Committee. 
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19/26/27 TO RECEIVE THE PERSONNEL COMMITTEE BUDGET 
STATEMENT AND CONSIDER ANY ACTIONS AND ASSOCIATED 
EXPENDITURE. 
 
The Town Clerk advised the Committee that expenditure against 
budget code 6656 – Staff Training was higher than might ordinarily be 
expected at this stage of the financial year (month two). However, 
sufficient funds remained available within the overall staffing budget. 
Members were therefore invited to consider consolidating the three 
existing staff training budget codes into a single budget heading to 
simplify budget management and monitoring. 
 
The Town Clerk also recommended removing the designation “P&F” 
from the staffing cost budget headings, as this reference was no longer 
required following the transfer of responsibility for these budgets to the 
Personnel Committee. 
 
Following a unanimous vote (6 in favour, 0 against, 0 abstentions), it 
was proposed by Councillor Mortimore, seconded by Councillor Bullock, 
and RESOLVED that the three staff training budget codes be combined 
into a single 
budget heading, and that the designation “P&F” be removed from the 

relevant 
staffing cost budget headings. 
 
 

20/26/27 TO CONSIDER RISK MANAGEMENT REPORTS AS MAY BE 
RECEIVED. 
 
Nothing to report. 
 
 

21/26/27 TO CONSIDER HEALTH AND SAFETY REPORTS AS MAY BE 
RECEIVED. 
 
Nothing to report. 
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22/26/27 TO RECEIVE THE DRAFT UPDATED PERSONNEL COMMITTEE 
TERMS OF REFERENCE AND CONSIDER ANY ACTIONS. 
 
The Chair introduced the revised draft Terms of Reference for the 
Personnel Committee for Members' consideration. 
 
Some Members expressed concern that they had not had sufficient 
opportunity to review the draft Terms of Reference prior to the meeting. 
In response, the Chair confirmed that the document had been included 
within the meeting reports pack and had been made available to 
Members via the Council’s website. 
 
As some Members indicated that they had not yet had the opportunity 
to fully consider the draft document, a suggestion was made to defer 
consideration of the Terms of Reference until the next meeting of the 
Personnel Committee, scheduled for October. The Chair advised that 
the draft had been available for review and emphasised the importance 
of adopting clear Terms of Reference to support the effective 
governance of the Council and the work of its officers.  
 
Consequently, the Chair expressed a preference for the matter to be 
considered at the current meeting. 
 
Councillor Brady then requested that the vote be recorded. 
 
Following a recorded vote (4 in favour, 2 against, 0 abstentions), it was 
proposed by Councillor Mortimore, seconded by Councillor Peggs and 
resolved to RECOMMEND to approve the Personnel Committees 
Terms of Reference, to Full Council to be held on 2 July 2026, as 
attached. 
 

Brady Against 

Bullock For 

Mortimore For 

Peggs For 

P Samuels Against 

Stoyel For 

 
 

23/26/27 TO RECEIVE AND NOTE A REPORT ON THE LOCAL 
GOVERNMENT PENSION SCHEME. 
 
It was RESOLVED to note. 
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24/26/27 TO RECEIVE A REPORT ON THE ARMED FORCES EMPLOYER 
RECOGNITION SCHEME AND CONSIDER ANY ACTIONS AND 
ASSOCIATED EXPENDITURE. 
 
Members agreed that it was both important and appropriate for Saltash 
Town Council to support the Armed Forces Employer Recognition 
Scheme. Members expressed a strong desire to see the principles of 
the scheme embedded within the Council’s HR policies and practices. 
 
Following a unanimous vote (6 in favour, 0 against, 0 abstentions), it 
was proposed by Councillor Stoyel, seconded by Councillor P Samuels 
and RESOLVED to: 
 
1. Delegate authority to the Admin Officer to undertake a detailed 

review of the requirements for achieving the Armed Forces Employer 
Recognition Scheme Bronze Award and assess how these align with 
the Council’s HR policies and practices. The Admin Officer should 
seek professional HR advice where necessary and report back to a 
future meeting of the Personnel Committee with recommendations to 
support the Council’s application for the Bronze Award; 

 
2. Note that progression to Silver Award status may be considered after 

a minimum period of 12 months, to delegate to the Town Clerk to 
further review and develop appropriate HR policies. 

 
 

25/26/27 TO REVIEW TEAM COMPLIMENTS AND CONSIDER ANY ACTIONS 
AND ASSOCIATED EXPENDITURE. 
 
Members were pleased to receive further complimentary feedback 
regarding staff performance and expressed their appreciation for the 
team's continued professionalism and excellence in delivering services 
on behalf of the Council. 
 
It was RESOLVED to note. 
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26/26/27 TO NOTE THE APPOINTMENT OF; 
 
a. The Administration Assistant; 

 
It was RESOLVED to note the Administration Assistant commenced 
employment on 5 January 2026. 
 

b. The Communications and Engagement Officer; 
 
It was RESOLVED to note the Administration Communications and 
Engagement Officer commenced employment on 18 May 2026. 
 

c. The Causal Caretaker. 
 
It was RESOLVED to note the Casual Caretaker commenced 
employment on 27 April 2026. 

 
 

27/26/27 PUBLIC BODIES (ADMISSION TO MEETINGS) ACT 1960 
 
Following a unanimous vote (6 in favour, 0 against, 0 abstentions), it 
was proposed by Councillor Mortimore, seconded by Councillor Stoyel 
and RESOLVED that pursuant to Section 1(2) of the Public Bodies 
(Admission to meetings) Act 1960 the public and press leave the 
meeting because of the confidential nature of the business to be 
transacted and in accordance with Saltash Town Council Standing 
Orders and Terms of Reference. 
 
The Chairman informed Members that the meeting is now in Part Two. 
 
The Chairman reminded Members that items discussed are of the 
strictest confidence and must not be discussed or shared with others. 
Engaging in such conduct may bring the Town Council into disrepute. 
 
Members are to refrain from taking notes in part two confidential 
session and to refer to the private and confidential reports provided. 
 
All Members are subject to GDPR, Data Protection Regulations and the 
Code of Conduct. 
 
Please ensure all CONFIDENTIAL papers are returned to the Town 
Clerk immediately after this meeting. 
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28/26/27 TO RECEIVE AND APPROVE THE MINUTES OF THE PRIVATE AND 
CONFIDENTIAL PERSONNEL COMMITTEE HELD ON 30 OCTOBER 
2025 AS A TRUE AND CORRECT RECORD. 
 
Following a unanimous vote (6 in favour, 0 against, 0 abstentions), it 
was proposed by Councillor Mortimore, seconded by Councillor Bullock 
and RESOLVED that the minutes of the Private and Confidential 
Personnel Meeting held on 30 October 2025 were confirmed as a true 
and correct record. 
 
 

29/26/27 TO RECEIVE REPORTS ON STAFF TRAINING AND CONSIDER 
ANY ACTIONS AND ASSOCIATED EXPENDITURE: 
 
a. Training attended; 

 
It was RESOLVED to note. 

 
b. Training requested; 

 
Following a unanimous vote (6 in favour, 0 against, 0 abstentions), it 
was proposed by Councillor Peggs, seconded by Councillor Stoyel 
and RESOLVED to approve the Town Clerk’s attendance at the 
SLCC Practitioners’ Conference in March 2027 and to delegate 
authority to the Town Clerk, in consultation with the Chair and Vice 
Chair of Personnel, to make the necessary booking arrangements. 
The Town Clerk shall report the final associated cost to the Chair and 
Vice Chair of Personnel for approval prior to commitment of 
expenditure. All costs shall be met from Budget Code 6656 – Staff 
Training and remain within the approved budget provision. 
 

 
 

30/26/27 TO RECEIVE AND NOTE AN UPDATE ON PHASE 1 OF THE 
APPOINTMENT OF SOUTH WEST COUNCILS. 
 
Due to the private and confidential nature of Agenda Item 18, the 
associated report is contained within the confidential minutes of the 
Personnel Committee. 
 
The Personnel Committee expressed its thanks to staff for their 
constructive engagement throughout the process. 
 
It was RESOLVED to note. 
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31/26/27 TO RECEIVE A STAFFING REPORT FROM THE TOWN CLERK AND 
CONSIDER ANY ACTIONS AND ASSOCIATED EXPENDITURE. 
 
Due to the private and confidential nature of Agenda Item 19, the 
associated report and resolution is contained within the confidential 
minutes of the Personnel Committee. 
 
Councillor Brady left the meeting part way through Agenda Item 19. 
 
The Chair asked the Town Clerk to leave the meeting. 
 
 
 

32/26/27 TO RECEIVE A REPORT FROM HUMAN RESOURCES SUPPORT 
CONSULTANCY AND CONSIDER ANY ACTIONS AND 
ASSOCIATED EXPENDITURE. 
 
It was RESOLVED to note. 
 
 

33/26/27 TO RECEIVE A REPORT FROM THE CHAIRMAN OF THE 
PERSONNEL COMMITTEE AND CONSIDER ANY ACTIONS AND 
ASSOCIATED EXPENDITURE. 
 
Due to the private and confidential nature of Agenda Item 21, the 
associated report and resolution is contained within the confidential 
minutes of the Personnel Committee. 
 
 
The Chair asked the Town Clerk to return to the meeting part way 
through. 
 
 

34/26/27 TO CONSIDER ANY ITEMS REFERRED FROM THE MAIN PART OF 
THE AGENDA. 
 
None. 
 
 

35/26/27 PUBLIC BODIES (ADMISSION TO MEETINGS) ACT 1960 
 
Following a unanimous vote (5 in favour, 0 against, 0 abstentions), it 
was proposed by Councillor Mortimore, seconded by Councillor Stoyel 
and RESOLVED that the public and press be re-admitted to the 
meeting. 
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36/26/27 TO CONFIRM ANY PRESS AND SOCIAL MEDIA RELEASES 
ASSOCIATED WITH ANY AGREED ACTIONS AND EXPENDITURE 
OF THE MEETING. 
 
None. 
 
 

 DATE OF NEXT MEETING 
 
Thursday 29 October 2026 at 6.30 pm 
 
Rising at: 7.56 pm 

 
 

Signed:  

 Chairman 
 

Dated: 
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Draft Personnel Committee Terms of Reference 

Introduction  

Saltash Town Council appoints Committees to carry out specific duties on its behalf. 

All Committees must comply with the Council’s Standing Orders and Financial 

Regulations, Scheme of Delegation, and any relevant statutory requirements 

This document sets out the remit, powers, and procedures for the Personnel 

Committee. 

 

Committee Overview 

Remit: 

To oversee matters relating to the employment, welfare, development and 

performance of Council staff, including recruitment, employment policies, appraisals, 

sickness absence, annual leave, training and development, dignity at work, health and 

safety compliance, and general staff wellbeing. 

The Committee shall work within its delegated authority and approved budget. Day-

to-day line management of staff remains the responsibility of the Town Clerk 

(supported by HR Consultants as required), except where a matter relates directly to 

the Clerk or where Council policy provides otherwise. 

Urgent/emergency issues may be dealt with as they arise by the Town Clerk in 

consultation with the Chair of the Committee. 

Councillors appointed to the Personnel Committee must be willing to undertake 

appropriate employment law, equality, data protection, dignity at work, 

disciplinary/grievance and appraisal training as soon as practicable, and before sitting 

on any formal staffing panel. 

Councillors appointed to the Personnel Committee must have completed Code of 

Conduct training in accordance with the Monitoring Officer’s requirements and the 

provisions set out in the Code of Conduct. 

The Personnel Committee recognises the importance of maintaining high standards 

of governance and conduct. Any Councillor serving on the Committee who fails to 

comply with this requirement or ceases to remain compliant with these Terms of 

Reference may be required to step down from the Committee with immediate effect. 

The Council recognises that stable membership of the Committee is desirable. 

Membership should therefore be regarded as a continuing commitment, subject to 

annual appointment by Full Council. 
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A member will not be eligible for nomination to the Committee if they have been the 

subject of an upheld grievance or finding of a breach of the Code of Conduct by or 

relating to a member of staff during the previous 12 months. 

Non Members: all Councillors not appointed to the Personnel Committee may attend 

public sessions and, at the discretion of the Chair, participate in the meeting but have 

no voting rights and shall not count towards the quorum. 

Non-members: shall withdraw for confidential staffing matters unless specifically 

invited by the Committee for a defined advisory or factual purpose. Any councillor 

attending a confidential staffing item shall be bound by the same confidentiality 

obligations as Committee members and may be prevented from sitting on any later 

hearing or appeal panel relating to that matter. 

Composition: Six members  

There are no ex-officio members of the Personnel 

Committee. 

A member will not be eligible for nomination to the 

Committee if they have been the subject of an upheld 

grievance or finding of a breach of the Code of Conduct 

by or relating to a member of staff during the previous 

12 months.  

Quorum: Four members 

Meetings: Four ordinary meetings per year.  In the event of an item 

of urgency, an extra ordinary meeting can be called in 

line with legislation and Council’s adopted standing 

orders and scheme of delegation. 

Confidentiality:          The Committee shall treat all staffing matters with 

appropriate confidentiality and in accordance with 

Standing Orders, employment policies and data 

protection requirements. 

Time: 6:30 p.m. 

Venue: Guildhall  

Public attendance: The meeting is open to members of the public and 

press up until the Public Bodies (Admission to 

Meetings) Act 1960. 

Reports to: Full Town Council 
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Chairmanship: Chair and Vice-Chair to be elected by the members at 

the first committee meeting held in each Council year. 

 

Members should not take personal notes during confidential staffing items unless 

required for a formal hearing or appeal. An official confidential minute, record or 

hearing note shall be taken by the Town Clerk, an appointed note taker, or an external 

adviser as appropriate and retained securely by the Council. 

Members involved in confidential staffing matters must not discuss those matters with 

councillors, staff or third parties who are not properly involved in the matter. 

Term of Appointment: appointments shall be made for a term of one year, with 

members expected to commit to serving for up to four years to ensure continuity and 

stability in staffing matters. 

Legal and Governance Framework: 

The Committee operates under the following legislation and policy documents (non-

exhaustive): 

Local Government Act 1972, including delegation and committee arrangements 

Public Bodies (Admission to Meetings) Act 1960 

Localism Act 2011 

Employment Rights Act 1996, as amended, including relevant provisions of the 

Employment Rights Act 2025 as they come into force 

Equality Act 2010, including the Public Sector Equality Duty 

Worker Protection (Amendment of Equality Act 2010) Act 2023 

Data Protection Act 2018 and UK GDPR 

Health and Safety at Work etc. Act 1974 

Management of Health and Safety at Work Regulations 1999 

Working Time Regulations 1998 

National Minimum Wage Act 1998 and National Minimum Wage Regulations 2015 

Trade Union and Labour Relations (Consolidation) Act 1992 

Employment Relations Act 1999, Employment Act 2002 and Employment Relations 

Act 2004 

Pensions Act 2008 and relevant pension/auto-enrolment requirements 

Immigration, Asylum and Nationality Act 2006 and Immigration Act 2016 
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Rehabilitation of Offenders Act 1974 

TUPE Regulations 2006, where relevant 

Agency Workers Regulations 2010, where relevant 

Maternity and Parental Leave etc. Regulations 1999 

Paternity and Adoption Leave Regulations 2002, as amended 

Shared Parental Leave Regulations 2014 

Parental Bereavement Leave and Pay Act 2018 

Carer’s Leave Act 2023 and Carer’s Leave Regulations 2024 

Neonatal Care (Leave and Pay) Act 2023 and associated regulations 

Employment Relations (Flexible Working) Act 2023 and Flexible Working Regulations 

ACAS statutory Codes of Practice, including disciplinary, grievance and flexible 

working 

NJC National Agreement on Pay and Conditions of Service, where adopted by the 

Council 

Council’s adopted Standing Orders, Financial Regulations, Scheme of Delegation, 

Code of Conduct and employment policies 

Relevant case law and NALC/SLCC guidance as applicable 

Authority and Delegation 

The Committee has delegated authority to make decisions within its approved Terms 

of Reference, adopted budget, Standing Orders, Financial Regulations, and the 

Council’s Scheme of Delegation. 

The Committee may authorise expenditure within its delegated budget, provided that 

such expenditure is within previously approved limits and does not commit the Council 

to future or unconfirmed budgets. 

The following matters must be referred to Full Council or the relevant committee: 

Any matter outside the Committee’s approved Terms of Reference or delegated 

authority. 

Any matter requiring expenditure outside the Committee’s approved budget or above 

authorised limits. 

Any proposal that would commit the Council to ongoing, future, or unbudgeted 

expenditure. 

Any senior officer appointment where Full Council approval is required. 
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Any proposed amendment to Standing Orders, Financial Regulations, the Scheme of 

Delegation, or Council employment policies. 

Any matter reserved to Full Council by law, Standing Orders, Financial Regulations, 

the Scheme of Delegation, or a previous resolution of the Council. 

Terms of Reference including delegated duties and responsibilities: 

Personnel and Staffing: 

To oversee the Council’s role as employer. 

To appoint, from its membership, recruitment panels when necessary and in 

accordance with the Council’s Recruitment Policy. 

To assist the Town Clerk on recruitment processes for senior officer appointments and 

make recommendations to Full Council where required. 

To appoint, from its membership, hearing and appeal panels when necessary, 

ensuring that members have not had prior involvement in the matter and are up to 

date on relevant training, advised by the Town Clerk and or HR Consultants.   

To support the Town Clerk, where appropriate, in any process relating to dismissal, 

redundancy, capability, grievance or disciplinary matters, where required by Council 

policy. 

To manage employment matters relating directly to the Town Clerk in accordance with 

Council policy and, where appropriate, with external HR advice. 

To review staffing structures and levels biennially, or following any significant 

organisational change, and make recommendations to Full Council. 

To review contracts of employment, job descriptions and person specifications 

biennially, or following any significant organisational chang – the be advised by the 

Town Clerk and or HR Consultant. 

To review staff pay, grading and job evaluation arrangements in accordance with the 

Council’s Policies, supported by the relevant specialist consultants. 

To review staff pension arrangements biennially, or sooner where legislative or scheme 

changes require, advised by the Responsible Finance Officer.  

To regularly review staffing policies and procedures to ensure they remain current, 

lawful and consistent with best practice. 

To support the Town Clerk in managing long-term sickness, welfare concerns and 

incidents at work in line with Council policies. 

To ensure that the Town Clerk has the necessary tools, training and support to manage 

staff effectively. 
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To identify appropriate sources of expert employment, occupational health, legal or 

HR advice and ensure that such advice is used when appropriate. 

 

 

 

 

Strategy and Governance: 

To undertake training appropriate to the Committee’s staffing responsibilities. 

To consider and submit to the Policy and Finance Committee annual budget estimates 

for staffing, training, occupational health, HR advice, recruitment and employment-

related expenditure. 

To consider recommendations from any sub-committees, panels or advisory groups 

operating under the authority of the Personnel Committee. 

To consider such matters as may be delegated by Full Council from time to time. 

To review the Committee’s Terms of Reference annually and make recommendations 

to Full Council. 

To review employment-related objectives within the Council’s Business Plan and the 

Committees deliverables.  

To monitor changes in employment legislation, NJC terms, CALC/NALC/SLCC 

guidance and ACAS Codes of Practice, and recommend policy amendments where 

required. 

Performance. Appraisal and Development: 

To ensure that all staff, including the Town Clerk, receive an annual appraisal and six 

monthly objective review. 

To ensure that the Chair of the Personnel Committee and Chair of the Town Council 

undertake the Town Clerk appraisal and six monthly objective review with the support 

of HR, subject to both Chairs undertaking the appropriate training. 

To receive recommendations arising from appraisals, including training, development 

and pay progression matters, in accordance with Council policy. 

To receive and consider training and development requests within the agreed training 

budget and delegated authority. 

To promote staff wellbeing, development and retention. 
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Complaints, Grievance, Disciplinary and Capability: 

To support the Town Clerk with staff disciplinary, grievance, dignity at work, capability 

and appeal matters in accordance with the Council’s adopted policies, subject to 

Members of the Personnel Committee undertaking the appropriate training. 

To ensure that investigation, hearing and appeal roles are kept separate. 

To assist with the appointment of an appropriate Investigating Officer where required. 

This may be the Town Clerk, another officer of the management team, a councillor, or 

external HR Consultants, depending on the nature of the matter, any conflicts of 

interest, and subject to undertaking the appropriate training. 

To support the Town Clerk with hearing and appeal panels when required, ensuring 

that no member has had prior involvement in the matter and are up to date with 

appropriate training. 

To ensure that employees are informed of their statutory and policy rights, including 

the right to be accompanied where applicable. 

For allegations of misconduct relating to the Town Clerk, to appoint an appropriate 

Investigating Officer, which may be the external HR Consultant. 

For grievances relating to or raised by the Town Clerk, to ensure that the Council’s 

Grievance Policy is followed and external HR advice is obtained where appropriate. 

To make decisions or recommendations regarding sanctions, dismissal, and appeal 

outcomes in accordance with the Council’s adopted policies and delegated authority, 

where serving as a member of the relevant panel. 

Health and Safety and Compliance: 

To oversee employment-related health, safety and welfare matters, including staff 

wellbeing, lone working, stress management, sickness absence and occupational 

health. 

To receive reports and recommendations from the Council’s competent health and 

safety person where they relate to staff matters. 

To ensure that required employment-related health and safety actions are progressed 

by the Town Clerk or relevant officer within agreed authority and budget. 

To consider and recommend policy or procedural changes required to comply with 

employment law, health and safety law, NJC terms and conditions, and best practice 

guidance from CALC/NALC/SLCC and ACAS Codes of Practice and other relevant 

bodies. 

To ensure that councillors involved in staffing matters understand and respect their 

confidentiality, equality, dignity at work and data protection. 
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Note: Any resolution made outside these Terms of Reference may be considered ultra 

vires and open to challenge in a Court of Law. 
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