
 

 

TRAINING AND DEVELOPMENT POLICY 

 

INTRODUCTION  

Sutton Cheney Parish Council is committed to the training and development of its Councillors 

and staff in order to equip them with the relevant knowledge and skills to carry out their 

roles effectively and to successfully meet the needs of the Parish Council in discharging its 

statutory duties. 

Training ensures that:  

• All new councillors are properly trained in the legal responsibilities of the post.  

• New clerks are fully trained in every aspect of their responsibilities.  

• Everyone is fully conversant with changes in legalisation. 

  

COMMITMENT TO TRAINING AND DEVELOPMENT 

The council recognises that such development is a continuing process for everyone and is an 

integral part of the Council’s business. 

To support this, funds are allocated to a training budget annually to enable staff and 

Councillors to attend training and conferences relevant to their office.  

The Council will procure or provide such training and development opportunities as it deems 

necessary and relevant for the delivery of its work. 

 

TRAINING OPPORTUNITIES 

It is essential that Councillors and staff are given equal opportunity to develop their 

knowledge of local government and the law relating to parish councils, and to learn new skills 

to promote partnership working and community engagement in order to become effective 

Ward Councillors and to lead a modern and progressive Parish Council.  

Training and development for both Councillors and Staff will be regularly reviewed but will 

contain as a minimum requirement:- 

 

Councillors  

a) All new Councillors will be expected to attend introductory training to more fully 

understand the role of Councillor 

b) Provision of NALC’s Good Councillor Guide and the Good Councillors Guide on 

Finance and Transparency 



c) Provision of the Council’s Standing Orders, Financial Regulations and Code of 

Conduct as well as information about where they can download the Council’s 

adopted policies and other information deemed relevant  

d) Access to relevant courses provided by external bodies such as Leicestershire 

County Council, Hinckley and Bosworth Borough District Council and 

Leicestershire and Rutland Association of Local Councils (LRALC) 

e) Circulation of documentation such as briefings and newsletters/magazines  

 

Clerk / Responsible Financial Officer  

a) All new Clerks will be expected to attend introductory training to more fully 

understand the role of Clerk 

b) Provision of the Council’s Standing Orders, Financial Regulations and Code of 

Conduct as well as information about where they can download the Council’s 

adopted policies and other information deemed relevant  

c) Gain the Certificate of Local Council Administration (CiLCA) within 24 months of 

appointment  

d) Attend any other training relevant to the proficient discharge of their duties such 

as I.T., Legal Powers, Finance, Understanding the Planning System which is 

identified through regular training needs assessments and annual appraisals 

e) Attendance at relevant training courses and/or local meetings of external bodies 

such as SLCC, Leicestershire and Rutland Association of Local Councils, County and 

Borough Councils 

f) Subscription to relevant publications and advice services . SLCC membership is 

encouraged. 

g) Provision of the Local Council Administration handbook by Charles Arnold 

Baker/Paul Clayden and other relevant publications, which will remain the 

property of the Council  

h) Arranging mentoring opportunities with suitably qualified Clerks from 

neighbouring parishes 

i) Regular feedback from the HR Committee in their performance  

 

IDENTIFYING TRAINING NEEDS 

Individual Councillors and staff will be responsible for identifying their own personal training 

needs based on their individual level of knowledge and changes in legislation. The clerk 

should be used to assist in identifying training so that it can be presented to the attention of 

full Council.  

Training needs for the Clerk will be identified through the recruitment process for new Clerks, 

including application form and interview, formal and informal discussions and annual staff 

appraisals  

A review will be undertaken by the whole Parish Council periodically to identify any shortfall 

in knowledge with due regard to changing legal requirements. 



The Clerk is expected to keep up-to-date with developments in the sector and highlight to the 

Council any training required.  

 

RESOURCING TRAINING  

An allocation will be made in the budget each year as required to enable reasonable training 

and development.  

Annually, the Council will consider an allocation in the budget for the payment of a 

subscription to the Society of Local Council Clerks and Northamptonshire County Association 

of Local Councils to enable the Clerk and Councillors to take advantage of their training 

courses and conferences.  

Purchases of relevant resources such as publications will be considered on an ongoing basis.  

 

EVALUATION AND REVIEW OF TRAINING 

All training undertaken will be subsequently evaluated by the Council to gauge its relevance, 

content and appropriateness.  

Training will be reviewed in the light of changes to legislation or any quality systems relevant 

to the Council; new qualifications; new equipment; complaints received or incidents which 

highlight training needs and requests from Councillors, the Clerk or volunteers.  

A full record of training undertaken by each individual will be kept by the Clerk to the Parish 

Council showing the individuals name, course attended, dates attended and the qualification 

awarded where applicable. 

 

This Policy was adopted in November 2018 

 


