
TRAINING & DEVELOPMENT POLICY 

WESTFIELD PARISH COUNCIL - Adopted 2nd May 2018 

Introduction 
The Council as a whole is responsible for monitoring and meeting the training needs of its councillors and 
staff and managing the associated budget. This document forms the Council’s Training & Development Policy 
and sets out:- 

• The Council’s commitment to training 

• The identification of training needs for councillors and staff 

• Training budget 

Commitment to Training 
Westfield Parish Council is committed to the training of its councillors and staff to the highest standard. It 
recognises that well trained and informed officers promote good practice within the Council and increase 
and encourage community activity. To support this, funds are allocated to a training budget each year to 
enable councillors and staff to attend training. 
 
Councillor Training 

All Councillors 

• Issued with an information folder upon their acceptance of office, which includes copies of the Standing 
orders, Financial Regulations, Code of conduct, policies of the council and any other information which is 
deemed relevant. 

• Given a copy of the Good Councillor guide 

• Emailed all updates and newsletters which the Clerk receives and deems relevant. 

• Encouraged to attend SSALC Councillors Briefing & Awareness Training 

• Circulated any other training course details which may enhance their position 

• The Chairman and Vice Chairman are also encouraged to attend the SSALC new Chairman course upon 

their acceptance of office. 

• All councillors will be encouraged to attend on-going development training provided by SSALC or an 

appropriate organisation, especially if specific to the role a councillor undertakes. These will be 

addressed through circulation of available courses and from ascertaining from members which courses 

they would like to attend. 

Clerk & RFO Training 

• Provided with a contract of employment setting out clear objectives and expectations  

• Receives an employment and salary review annually from the council and encouraged to identify and 

discuss their training needs during their annual appraisal. 

• Given the opportunity to Health & Safety training 

• Expected to hold or be working towards the Certificate in Local Council Administration (CiLCA) as a 

minimum and the Council will provide appropriate training and support to enable this to be achieved. 

• Become a member of the Society of Local Council Clerks (SLCC) which provides on-going training for its 

officer members.  

• Attendance of relevant local meetings such as Clerks forums and briefings  

• Provided with all relevant publications such as the Local Council Administration by Charles Arnold Baker 

for reference and use by the whole Parish Council.  

• Encouraged to attend other training days as provided for by SSALC or other similar organisations which 

are relevant to their office. 

• Time will be allowed and remunerated for attending any such training. 

Training Budget 

Training and development will be achieved by including a realistic financial allocation for training and 

development in the Council’s annual budget. The Council will meet the annual subscription to the Society of 

Local Council Clerks (SLCC) and SSALC (Sussex & Surrey Association of Local Councils). 

 

 


