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Purpose / role of the Committee: 
1. The role of the Committee is to advise the Parish Council on the appointment of a Future Parish Clerk. 
2. To undertake the Clerks annual performance review, against appropriate competencies. 

3. To annually review the Clerks rate of salary using guidance of National Pay Scales

4. To agree the Clerks role development

5. To agree the Clerks training needs.
Responsibilities of the Committee:

1. Advertise the vacancy for Clerk and receive job applications/CVs.
2. Draft a job description and define the competencies necessary for the role of Clerk.
3. Make recommendations on terms and conditions, working hours, salary, and expenses in line with national agreements.
4. Evaluate the job applications/CVs received for the post of Clerk with reference to the job description and competencies and select candidates for interview.
5. Convene an Interview Panel to interview the short-listed candidates and select the most suitable candidate for appointment.
6. Provide feedback to unsuccessful candidates if requested.
7. Draft an offer letter for the successful candidate and agree a start date.
8. Arrange a hand-over session with the previous Clerk.
9. Set objectives for the Clerk’s first 3/6 months in post.
Membership: 
1. Members of the Committee will be Chignal Parish Councillors  
2. Non-members may be invited to the Committee meetings from time to time, to advise on aspects concerning employment matters, for example, staff from the Essex Association of Local Councils. 
3. Meetings will be held in private to ensure that personnel information remains confidential.
4. The Committee will comprise the Chairman of the Council and at least two other members.
5. A secretary will be elected from amongst the Committee members to take minutes and organise meetings in conjunction with the Committee Chairman.
Accountability: 
1. The Committee will elect a Chairman and a secretary. The Chairman will be responsible for reporting recommendations for decisions by the full Parish Council.
Sharing of information and resources: 

1. Committee members will share information and resources usually by email.
2. Confidential information will be identified and dealt with sensitively, in accordance with data protection requirements. 
3. Topics for the agenda will be generated by members of the Committee. 

4. Meeting papers will be circulated by email at least 4 days before each Committee meeting.
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