
DURRINGTON TOWN COUNCIL – HR POLICY
This policy sets out the recruitment, pay and appraisal system for employees at Durrington Town Council.

The HR and Finance Committee is responsible for the recruitment process and appraisal system of all employees.  

Recruitment

When an employee leaves their role at the Town Council the role will be reviewed by the HR and Finance Committee and the Clerk.  Whilst the review is taking place, the Clerk may temporarily employ/contract out necessary services.  

The Committee and Clerk will provide the Town Council with details including projected annual costs, including quotes for contracted services/employment of personnel in line with the role required.
Recruitment of employees will commence once the Town Council has made its decision on the above.  The Clerk and HR and Finance Committee will interview any prospective employees.  Contracted services may begin once the Town Council has approved the provider.   

Employee Pay

In April 2019 all Durrington Town Council employees moved onto the National Joint Council for Local Government Services (NJC) Pay Scales as adopted by the National Association of Local Councils (NALC).  The HR and Finance Committee reviewed and updated all roles and responsibilities for employees (less the Clerk who is already on these scales) and set a Spinal Column Point (SCP) for each employee to move to, the committee also set a specific range of SCPs for each role outlined in the table below.    
	ROLE
	NJC PAY SCALE RANGE
	NUMBER OF EMPLOYEES

	Administrative/Office Staff
	7-32
	2

	Youth Manager
	13-17
	1

	Youth Worker
	1-5
	1

	Cleaner
	1-5
	2

	Pavilion Caretaker
	1-5
	1

	Village Steward
	1-5
	1

	Cemetery Gardener
	1-5
	2


Performance
As of April 2019 an Appraisal System for employees’ performance has been introduced.    Performance will be assessed against objectives/roles set by the Clerk and HR and Finance Committee and agreed by employees.  Feedback Forms from users of facilities/amenities may also be used during the appraisal process.  Employees in SCPs 1-5 will be appraised twice yearly (October and February) using the draft template at Annex A.   Employees in SPC 7 and above will be appraised twice yearly (October and February) using the draft template at Annex B.  The Clerk will conduct the appraisals of employees that she is line manager for and report to the HR and Finance Committee once completed.  The HR and Finance Committee shall conduct the appraisal of the Clerk.  
The Clerk will monitor performance throughout the year, any concerns with an employee’s performance will be addressed in the following manner:  

a) When an employee is showing signs of poor performance an informal meeting will be held between the Clerk and the employee outlining the areas of concern for the employee to address.

b) If these concerns are not addressed a formal meeting will be held between the employee and the HR and Finance Committee to set out a statement of concern and to hear evidence from the employee.  The meeting will adjourn for the Committee to determine whether formal action is required.

c) When formal action is decided an initial warning letter will be written to the employee outlining the reason for it, duration of the review, what is required in terms of improvement in performance, consequences as a result of failing to meet those improvements, assistance an employee might seek, right of appeal.

d) A final warning letter will be provided to the employee when performance has not improved in the timescale expected and outlined in the initial warning letter.  A formal meeting will also be held.  A new time frame will be set out for performance to improve.  At the meeting an employee will be informed that if they fail to make the improvements a final formal meeting will be held to discuss the termination of the employee’s contract on the grounds of capability.

e) If the employee still fails to improve their performance, the Committee will set a date for a formal meeting with the employee to terminate their contract.  
Employees who go above and beyond their objectives will be considered for a pay scale increase within their respective range as outlined above.  This will be conducted by the Clerk and the HR and Finance Committee and will be submitted to the Town Council for approval.
Employees with satisfactory performance will not receive an incremental scale increase but will receive the annual NJC (within scale) percentage increase.  All pay increases will be effective from 1st of April of each year.  Any increases will be approved by the Town Council.
APPROVED AT FULL COUNCIL MEETING HELD ON 24TH SEPTEMBER 2019


