Copythorne Parish Council — Tuesday December 10t 2019

ltem 15 — To receive and approve the Terms of Reference for the Personnel & Governance Advisory
Committee and the Media & Publicity Advisory Committee

The two Advisory Committees named above have ~ following discussions with myself — each produced a set
of proposed Terms of Reference to be added to the Council’s “Advisory Committees: Term of Reference”
document.

Proposal

The proposed Terms of Reference for the Personnel & Governance Advisory Committee and the Media &
Publicity Advisory Committee be adopted and added to the Council’s previously adopted “Advisory
Committee: Terms of Reference”.

David Rigby
Parish Clerk



TERMS OF REFERENCE : Advisory Committees

D. Personnel and Governance Advisory Committee

Aim:
The aim of the Personnel and Governance Advisory Committee is to advise, oversee and make recommendations

to the Council on all staffing matters and all policies (other than those related to financial matters) that the Council
consider necessary for its proper governance.

Responsible for - Personnel:-
1. Reviewing Parish Council staffing structures and make recommendations as appropriate to the Council.

2. Establishing and review annually contracts of employment, jo
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Responsible for - Governance:- ‘ .
1. Identifying policies where the Parish Council is mandated to take action or may take action on the basis of
best practice.
2. Define and develop policies in areas required by the Parish Council

3. Recommend policies to the Parish Council for adoption

4. Review policies in light of legal changes and best practice.



Members

e Voting Membership of the Personnel and Governance Advisory Committee shall comprise four
Councillors elected at the Annual Parish Council Meeting each May.

o The voting members of the Personnel and Governance Advisory Committee will elect a Chairman
annually.

® Membership of the Personnel and Governance Advisory Committee may be changed at any Council
meeting.

¢ Councillors may be co-opted to join during year if authorised by Council.

e Due to the nature of items to be discussed, non-councillors ma

ot be invited to join the Personnel
and Governance Advisory Committee.

¢ Three voting members shall constitute a quorum form

Meetings

¢ Are to be held in such locations that are |
minimal financial burden on the Council.

nd practical for membe ttend and that result in

* The Personnel and Governance Advisory Committ
as required to deal with matterk within it's remit or

on a half year]

is and additionally
sted to do by the C ‘

Clerk is to di
notmemb

*  As an Advisory-!
Governance Advis
meetings: within fiv

gs are not required. The Chair of the Personnel and
ired to forward fo the Clerk of the Council notes of its

ry Committee is constituted to implement the decisions of the
Terms of Reference and may only use resources as delegated by
nd Governance Advisory Committee has no mandate to make decisions

Reporting to Council

*  The Chair of the Personnel and Governance Advisory Committee must submit to the Clerk of the Council
any report arising from its meetings that includes recommendations to Council in accordance with
Standing Order 9 (*Motions for a meeting that require written notice to be given to the Proper Officer”).

* Clear and concise recommendations are required at all times to avoid ambiguity in the motions to the
Council to ensure that the intention of the resolution is conveyed to the members for them to vote.



TERMS OF REFERENCE : Advisory Committees

E. Media and Publicity Advisory Committee

Aim:

The aim of the Media and Publicity Advisory Committee is to establish clear, easy to use, channels of
communication in relation to members of the public, other agencies, fellow members, the press and
Council staff. Together with supporting the Council’s aims to provide information on important matters
affecting the community and to encourage suggestions and feedback from interested individuals and
groups.

Responsible for:-

1. Reviewing and recommending policies to the Council y

Own newsletter, website) to include distribution &
and making recommendations to Council.

Members

¢ Voting Membi

‘ Media and Publicity Advisory Committee shall comprise three
Councillors electe

Annual Parish Council Meeting each May.

e The voting members of the Media and Publicity Advisory Committee will elect a Chairman
annually.

¢ Membership of the Media and Publicity Advisory Committee may be changed at any Council
meeting.

¢ Councillors may be co-opted to join during year if authorised by Council.

e Non-Councillors may be invited to join the Committee. These persons do not have a right to
vote orto move or second a motion.

+ Two voting members shall constitute a quorum for meetings, with both in agreement for any
proposal being put to Council.



Meetings

Decisions and Delegated Powers

Reporting to Councii

Are to be held in such locations that are legal and practical for members to attend and
that result in minimal financial burden on the Council.

The Media & Publicity Advisory Commiittee will meet on a quarterly basis and
additionally as required to deal with matters within it's remit or when requested to do by
the Council.

As an Advisory Committee public notice of meetings or public admission to the Media
and Publicity Advisory Committee meetings is not required.

Agendas are to be distributed by the Chair of the Media and Publicity Advisory
Committee at least five working days prior to any meeting to all its members and to the
Clerk of the Council. The Clerk is to distribute a copy at !east three working days prior to
the meeting to all Councillors who are not members.
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