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Committee Chairs’ Management Group (CCMG) Policy
1
Membership
1.1
The Mayor, Deputy Mayor, Chair of Assets & Facilities, Chair of Finance & General Purposes, Chair of Golf, Open Spaces & Climate Action, Chair of Personnel, and Chair of Planning & Highways, together with the Town Clerk. 
1.2
Vice chairs are able to stand in where the above at 1.1 are unable to attend.

1.3
Additional officers may be invited to attend a meeting where the Town Clerk feels their attendance at a specific meeting will help proceedings.
1.4
The Deputy Town Clerk & Responsible Financial Officer or Head of Place may attend meetings in the Town Clerk’s absence or when asked to do so by the Town Clerk.

1.5 
A note-taker will be provided through the Town Council Office. Minutes will be circulated to all councillors on a confidential basis after the meeting. 
2
Role of CCMG Chair

2.1
The Chair of CCMG will be elected at the Town Council’s Annual Meeting, following the election of committee chairs.

2.2
Councillors eligible to undertake this role will need to be either the Deputy Mayor, Chair of Assets & Facilities, Chair of Finance & General Purposes, Chair of Golf, Open Spaces & Climate Action, or Chair of Planning & Highways.

2.3
The Chair of Personnel is unable to take on this role due to the conflict of interest in their own role as line manager representative for the Town Clerk. 
2.4
The Chair of CCMG, in accepting this role will also be accepting further internal responsibilities related to the line-management of the Town Clerk, as well as procedural and legal matter that may arise within the Town Council – see section 6.

3
Purpose of CCMG
3.1
To hold regular meetings (approximately six-weekly) between committee chairs and the Town Clerk to review together how the Town Council’s plans, expectations and services are meeting documented requirements.
3.2 
To establish that timescales are being met according to the strategic and financial requirements set out by Seaford Town Council.
3.3 
To provide information and ensure transparency.
4
Meetings
4.1 
Meetings are non-statutory and informal, although an agenda will be issued in advance of the meeting and summary notes (minutes) will be taken at each meeting and circulated to all councillors. These minutes are confidential. 
4.2 
The Town Clerk and Mayor/chairs will refer to CCMG notes when agreeing agendas for future Full Council/committee meetings to ensure that any business discussed at CCMG that needs to be reported to Full Council/a committee is reported.
5
Jurisdiction
5.1
These meetings do not replace any Full Council or committee meetings, as clearly provided for in 4.2 above. No decision-making power can be exercised at CCMG meetings.
5.2 
Any councillor with a query about or ideas for Town Council activities can raise this with the relevant chair and request that this be discussed at the next CCMG meeting. 
6
Additional Roles of CCMG Chair
6.1 
The following specific internal responsibilities include:

a)
Alongside the Chair of Personnel, to take on the required day-to-day line management tasks of the Town Clerk.

b)
To approve, alongside the Chair of Personnel, any additional hours requested or worked by the Town Clerk, in accordance with the Town Council’s Additional Hours Policy. 

c)
To appraise the Town Clerk, alongside the Chair of Personnel, in accordance with the Town Council’s Appraisal Scheme Policy. 

d)
To work with Town Council officers cooperatively and professionally on procedural and legal matters that may arise, including seeking officer advice on Town Council Standing Orders, Financial Regulations and other adopted policy. 

e)
To act as point of contact for the Town Clerk to discuss unexpected circumstances within the Town Council and the options / approach to be taken.

f)
To act as a conduit between councillors and officers in order to encourage and facilitate an effective and positive working environment.

g)
To encourage councillors, to work in friendly and cooperative ways for the good of the town and to enhance the reputation of the Town Council in the town. 

h)
To be consulted and be involved where necessary, alongside the Chair of Personnel and the Mayor (by the advice of the Monitoring Officer), on any matters regarding member conduct.

i)
To handle, with the Chair of Personnel, any misconduct/gross misconduct claims requiring disciplinary action in relation to the Town Clerk, in accordance with the Town Council’s Disciplinary Procedure. 

j)
In the event of a grievance being raised by the Town Clerk about the Chair of Personnel, to handle this grievance in accordance with the Town Council’s Grievance Policy. 
7
Standard Agenda items for CCMG Meetings
7.1
The following standard agenda items support active discussion of issues relating to the internal management of Seaford Town Council, and the preparations for Full Council:

AGENDA ITEMS

1)
Apologies 

2)
Minutes of last meeting

3)
Matters Arising from the Minutes

4)
Update by the Town Clerk 

5)
Staffing Update

6)
Financial Position and Current Risks

7)
Update from Chair of CCMG

8)
Councillor Concerns

9)
Chair’s Reports

10)
Updates on any outstanding complaints and investigations

11)
Date and format of next meeting

12)
AOB
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