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Terms of reference for Human Resources Committee

1. Constitution and purpose

The HR Committee (the Committee) is established as a formal committee of the Board of Creative Support to focus on all areas concerned with Creative Support employees and other staffing issues.  It will act to monitor, make observations, give guidance, and deal with issues of internal complaints and appeals.
2. Membership and attendance

2.1 The Committee will be appointed by the Board and will be made up of at least three members, all of whom should be Trustees.

2.2 The Committee should elect one of its members as the Chair. The Chair of the Board may not be Chair of the Committee but may be a member of the Committee. In the absence of the Chair and/or an appointed deputy, the remaining members present shall elect a member to chair the meeting.

2.2 The Committee will be made up of Board Members, senior managers, other staff member s and service users as agreed by the Committee 

3. Key areas of responsibility
3.1 Ensure the governance of this area incorporates the following as a     minimum:        

· Monitoring, delivering and promoting equality and diversity in the workplace.
· Disciplinary and dismissal hearing matters.
· Grievance hearing matters. 
· All issues relating to Health and Safety matters.
· Ensuring the organisation is kept up to date on employment law and best       practice changes.
· Considering issues of staff recruitment and retention.
· Issues related to staff pay and conditions, TUPE transfers and staff contracts.
· Issues related to staff training and career progression. 
· Issues related to staff sourcing, staffing structures, restructuring, efficiencies and redundancies.

· Pay and Pension arrangements

· Employee Consultation and Engagement

· Reviewing HR Policy and Procedures.

· Oversight (but not audit) of GDPR

4. Reporting Responsibilities
4.1 The Committee will report back to full Board Meetings as appropriate.

4.2  The Committee will make recommendations to Management or the full Board but will not be empowered to make decisions.
5. Secretary

5.1 The Board Secretary or their nominee will act as Secretary to the Committee.

6. Frequency of meetings

6.1 The Committee should meet six scheduled times a year and report to each full Board meeting with the option of ad hoc meetings being called as necessary. 

7. Notice of meetings and minutes
7.1 Meetings of the Committee will be summoned by the secretary of the Committee at the request of any of its members. 

7.2 Unless otherwise agreed, notice of each meeting confirming the venue, time and date together with an agenda of items to be discussed, will be forwarded to each member of the Committee, any other person required to attend and all other non-executive directors no later than 5 working days before the date of the meeting.  Supporting papers will be sent to Committee members and to other attendees as appropriate at the same time.
7.3 The secretary will minute the proceedings and recommendations of all Committee meetings, including the names of those present.
7.4 Minutes of Committee meetings will be circulated promptly to all members of the committee and, once agreed, to all members of the board, unless a conflict of interest exists.
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