RUDFORD AND HIGHLEADON PARISH COUNCIL 
TRAINING AND DEVELOPMENT POLICY adopted 11th March 2026
Introduction
Rudford and Highleadon Parish Council is committed to the ongoing training and development of the Clerk and Councillors to enable them to make the most effective contribution to the Council’s aims and objectives in providing the highest quality representation and services for the people of the parish.
The Council expects the Clerk and Councillors to undertake a programme of continuing professional development (CPD) in line with their role and the requirements of their professional bodies. Therefore, the Council will subscribe to the Society of Local Council Clerks (SLCC) and Gloucestershire Association of Parish and Town Councils (GAPTC). 
To support this, funds will be allocated to a training budget each year to enable the Clerk and Councillors to attend training events and conferences relevant to their duties and the needs of the Council.
Training resources 
The council will utilise the services of training providers such as: 
· Gloucestershire Association of Parish and Town Councils (GAPTC) 
· Society of Local Council Clerks (SLCC) 
· University of Gloucestershire 
· Gloucestershire Rural Community Council 
· Forest of Dean District Council 
In addition, the council will provide the latest edition of  “Local Council Administration” by Charles Arnold Baker
Training and Development Needs
Staff and Councillors who wish to be nominated for training and development provision should discuss this in the first instance with the Clerk, upon which it will be determined whether the training and development is relevant to the Council’s needs and/or service delivery.
Appropriate training and development will be necessary to ensure that both the Clerk and Councillors are aware of their legal responsibilities or the Council’s requirements, e.g. health and safety, risk management, employment law and equal opportunities.  Both the Clerk and Councillors will be required to attend training courses, workshops or seminars where suitable provision is identified.
As soon as practicable after joining the Council, a parish councillor will attend appropriate training sessions to familiarise themselves with the general work of a parish council.


The identification of Training Needs
The Clerk will be asked to identify their development needs at the annual appraisal. Councillors training needs will be identified upon election and during their term of office. 
 Other circumstances may present the need for training:
· Legislative requirements i.e. First Aid, Fire Safety, Manual Handling
· Changes in legislation
· New or revised qualifications become available
· Accidents
· Professional error
· New working methods and practices
· Complaints to the Council
· Devolved services / delivery of new services
Minimum training requirements
The Clerk 
On appointment
Training needs will be discussed with the recruitment panel. If the Clerk is new to the job of clerk, they should attend the GAPTC course for new Clerks, ‘Clerk – The Knowledge 1-3’ for within six months of appointment.  The cost of this will be met by the Council.
 During employment
The Clerk should undertake the “Introduction to Local Council Administration Course” offered by SLCC.  This is a web-based training course the cost of which will be met by the council.
If confirmed during recruitment, the Clerk should undertake the “Certificate in Local Council Administration” (CiLCA) as offered by SLCC after completion of the ILCA course. This is the professional qualification for Clerks and must be completed within a year of registration.
Consideration will be given to the Clerk attending the GAPTC 1.5-day course which assists with the CiLCA qualification
 Councillors
On appointment 
New councillors (elected or co-opted) should attend the new councillor training course run by GAPTC ‘New Councillor Toolkit’ and ‘An Introduction to Local Council’ within six months of appointment.  The cost of attendance will be met by the Council.
The Clerk will provide a welcome pack to all new Councillors. The pack will include the online links to the following:
· Contact details for Councillors and the Clerk
· Code of Conduct
· Civility and Respect pledge
· Standing Orders
· Financial Regulations
· Details of all adopted policies 
· Meetings calendar
· Details of website 
During Office 
Councillors should undertake the GAPTC (or equivalent) course ‘Data Protection for Parish Councils’ within 9 months of appointment, and the GAPTC course ‘Being a Better Councillor’ after 12 months. The cost of attendance will be met by the Council
Role specific training will also be offered, for example the Allotment Lead may be offered the GAPTC course ‘Legionella Compliance’ whilst the Play Area Lead may be offered ‘RoSPA’s Routine Playground Inspection Course. The cost of attendance will be met by the Council
Chair
The Chair should attend the GAPTC course ‘Being an Effective Chair’ as soon as possible after election. The cost of attendance will be met by the Council
Training Budget 
All training is subject to the availability of financial resources. To ensure the best cost effectiveness, all training courses will be attended locally or online. 
The Parish Council will be responsible for monitoring and management of the training budget.
For approved courses, the Council will fund the following:
· the course fee
· examination fees
· associated membership fees
· one payment to re-take a failed examination 
Failure to sit an examination may result in the Council withdrawing future course funding and/or requesting the refunding of financial assistance. Each case will be considered on an individual basis.
If the Clerk pursues post-entry qualifications funded by the Council and leaves the Council’s employment within two years of completing the qualification, repayment of all associated training costs may be required. Furthermore, if the Clerk departs prior to completing the qualification or fails to complete it, all related costs are subject to repayment. An exemption to this clause may be considered if the Clerk accepts employment with another Local Authority.
Study Leave
If approved for external qualifications, the Clerk receives full pay for the following[footnoteRef:1]: [1:  Rudford and Highleadon Parish Council has adopted Green Book terms and conditions of employment, therefore staff attending or undertaking required training are entitled to payment of normal earnings; all prescribed fees and other relevant expenses arising. Employees are also entitled to paid leave for the purpose of sitting for required examinations. 
] 

· study time to attend day-release courses
· time to sit examinations
· study time of one day per examination
When attending training courses outside contracted daily hours, the Clerk will be paid overtime. 
Review of training 
The Clerk will be responsible for maintaining a central record of all training attended by Councillors and their own Continuing Professional Development. This will be reviewed annually and an appropriate level of budget agreed to meet future training needs. Training will also be reviewed on a regular basis to ensure that all relevant personnel are kept up to date with changes in legislation or new services / facilities provided by the council.
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