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Introduction

Surlingham Parish Council is committed to ensure that it continues to fulfil its duties and responsibilities to residents professionally.  To that end the Council’s intention is that Councillors, staff and voluntary workers of the Council are suitably equipped with the knowledge and skills to carry out their roles, maintain effective working practices and deliver the Council’s objectives.  	Comment by Charlotte Rust Parish Clerk: SUGGESTED AMENDMENT for greater clarity on the aim of the policy-

The Council is committed to the provision of training and development for its members, staff and volunteers to help raise the council’s profile, fulfil the roles played by its members, staff and volunteers individually and as a team and maximise the potential of the Council in its role of serving the community. The Council has an overall strategy to actively respond to the needs of its parishioners. Personal development of members, staff and volunteers will help formulate, guide and facilitate this strategy.

Training and development activity	Comment by Charlotte Rust Parish Clerk: SUGGESTED IMPROVEMENT separate section ‘ Budget’ for further detail on financial budget/risks/benefits of suitable training - 

Training needs will vary considerably from year to year and consideration must be given to future training needs when the budget is set.

While the Council is mindful of its costs it also considers that appropriate training can reap financial rewards. Training can be provided through a number of sources; training can also be on variety of subjects. The Council aims to be selective with the training it uses, relevance, value for money and training provider will be considered. While there is no right for staff to request time off work for training or any obligation on its members to undergo training, the Council agrees to fund training costs provided there is a commitment to attend that course and to continue in the role for at least a year. Funding includes the cost of the course and the cost of transport to the course. There is a budget for training and agreement must be given for attendance at any course prior to the event.


Surlingham Parish Council consists of seven Councillors when all vacancies are filled and an employed part-time Parish Clerk who is also the Responsible Financial Officer.  In addition, volunteers assist the Council by undertaking various roles.

1. Some training is necessary to ensure compliance with all legal and statutory requirements.  To support this, funds are allocated to a training budget each year to enable staff and councillors to attend training and conferences relevant to their office.	Comment by Charlotte Rust Parish Clerk: Remove this section should Budget section be approved.

2. The Personnel Committee on behalf of the Council will be responsible for monitoring and meeting the training needs of staff and managing the budget. 	Comment by Charlotte Rust Parish Clerk: Amend to The council and RFO 

3. The training and development requirements of staff are identified through the annual appraisal process with a personal development plan approved by the Personnel Committee.  	Comment by Charlotte Rust Parish Clerk: SUGGESTED AMENDMENT for clarity on reasons training is required - 
Training needs may also be a result of changes in circumstance, taking on new services or incidents in the parish.	Comment by Charlotte Rust Parish Clerk: Amend to Council

4. The Clerk, and ideally the Responsible Financial Officer, will be expected to undertake an appropriate introductory training course (unless they have previous experience in the role).  	Comment by Charlotte Rust Parish Clerk: SUGGESTED IMPROVEMENT to include all council members - 

There is likely to be a need for additional training (for new members) following an ordinary election. 

5. The Clerk will be encouraged to consider obtaining the CiLCA qualification.  As the Responsible Financial Officer, the Clerk will also be expected to undertake training appropriate to these duties. 

6. If during their employment with the Council, the Clerk becomes CiLCA qualified, they should undertake Continuing Professional Development training (CPD) as appropriate to their role and approved by Council. 

7. The Council will each year consider paying the annual subscription to the Society of Local Council Clerks (SLCC) and Norfolk Association of Local Councils (NALC) or similar training support subscription.  This will enable staff and councillors to take advantage of appropriate training courses, conferences and publications.

8. Staff will be expected to attend relevant training events and councillors can attend training events which are relevant to their office.  It is recognised that it may be difficult for some councillors to attend training during the daytime because of their work commitments.  In-house training during an evening can be considered if required, to enable all councillors to attend.  	Comment by Charlotte Rust Parish Clerk: Amend to - 

The Clerk will be responsible for facilitating the training needs of members both new and experienced – identifying relevant courses or by coaching or mentoring.

9. New councillors will have an induction meeting with the Clerk and will be provided with an ‘information pack’ that includes The Good Councillors Guide, Standing Orders, Financial Regulations, Code of Conduct, Members List and Meetings Timetable.  Reference will be made to the Council’s website with regards the Council’s policies and procedures including the Council’s Health & Safety Policy, Risk Assessment & Management Policy, Complaints Procedure, Equality & Diversity Policy, Dignity at Work/Bullying & Harassment Policy and Disciplinary and Grievance Procedures.  

10. All councillors will be expected to be conversant with the above documents and to have read all papers and reports pertaining to the Council meetings.  

Evaluating and monitoring 	Comment by Charlotte Rust Parish Clerk: SUGGESTED IMPROVEMENT to encourage all members/volunteers to come forward and request training in addition to being offered it - 

Responsibilities
Further and new opportunities for training will be identified by the Clerk. These may be guided by new activities the Council wishes to undertake or by changes in legislation. The Clerk will be responsible for disseminating information concerning training to members. Members are encouraged to discuss any needs they identify for themselves with the Clerk. The Clerk is responsible for identifying situations where volunteers may need training, this includes such things as discussion about risk assessments and training regarding the use of equipment. 

Evaluation of training can be achieved by staff/councillors providing feedback on the respective training.  This will help to ensure the value and effectiveness of the particular training and cascade the key implications of new legislation, guidance and/or best practice. It will be the responsibility of the Clerk to maintain a continuing professional record and for other councillors to keep a note of their attendance.

This policy will be monitored and reviewed every three years.  	Comment by Charlotte Rust Parish Clerk: SUGGESTED IMPROVEMENT - remove as detailed in document control.
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