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Chandler’s Ford Parish Council 

 

Training Policy 

 

 

Introduction  
 
Chandler’s Ford Parish Council is dedicated to the ongoing development of Councillors and staff 
ensuring they have the necessary skills and knowledge to contribute effectively to the Council's 
objectives.  This commitment to training is essential for providing the high-quality representation 
and services for the local community.  
 
The Council recognises that Councillors and staff are its most valuable resource and therefore 
encourages continuous development of knowledge and qualifications. Some training is required by 
law to ensure compliance with legal and statutory requirements.  
 
The Council recognises its duty to provide equal opportunities for all councillors and staff to training 
and development in accordance with Equal Opportunities legislation. 
 

Staff Training 
 
New members of staff will receive on-the-job training as an induction which will include compulsory 
health and safety training required by law.   
 
Other mandatory staff training, eg Cilca, will be identified upon appointment and provision will be 
made to enable achievement of the required qualification within the required timescale if not 
already held. 
 
Training needs will be considered throughout the year where training will allow staff to meet a gap 
in skills when the Council starts a new project or provides a new service.  Staff will be guided 
towards appropriate development opportunities.. 
 
Staff should also be proactive in identify their own training needs, which should be relevant to their 
role, including courses, webinars, workshops, briefings etc. which will support them in effective 
delivery of services.    
 
Where attendance is required at a training event or conference, salary will be paid at usual hourly 
rate if outside contracted working hours.  Associated travel and parking costs are also covered 
provided they have been agreed in advance. Staff attending training events are required to inform 
the Clerk immediately if there is a possibility of non-attendance, stating the reason, e.g. sickness.  
 
Chandler’s Ford Parish Council operates a Return of Service agreement. Should an employee 
leave the Parish Council within 12 months following completion of a qualification valued over £300, 
they will be required to repay all course costs. If the employee takes up employment with another 
Local Authority, an exemption to this clause may be granted. This will be considered on an 
individual basis at the discretion of the Council.  
 
Staff will be allowed reasonable time off work to attend work related training courses.  This does 
not apply to course assigned homework or time to prepare course portfolios. 
 

 



  Training Policy – TP2025 

Page 2 of 3 

 

 
Training for Volunteers 
 
Volunteers play a crucial role in supporting Chandler’s Ford Parish Council, in particular allotments 
and events.  All volunteers will receive a full induction relevant to their role, including event 
specifics, roles and responsibilities, health and safety and any relevant Council policy or 
procedure. 
 

 
Training for Councillors  
 
New Councillors, upon appointment, will receive the following documents and information (other 
policies are available on the Council website or by request) :-  
 

a) Declaration of Acceptance to Office  
b) Disclosable Pecuniary Interests  
c) Standing Orders   
d) Financial Regulations  
e) Code of Conduct  
f) Dignity at Work Policy  
g) Training and Development Policy  
h) Good Councillor’s Guide  
i) HALC’s Introduction Pack for New Councillors 

 
New councillors are also invited to meet with the Parish Clerk to receive an overview of the 
Council. 
 
As per Standing Orders Clause 27, all Councillors will be encouraged to attend HALC’s ‘The 
Knowledge’ and Core Skills’ course following election. Whenever possible, similar training will also 
be arranged for Councillors who join through by-elections, co-option, or other means. 
 
Further training such as Chairing Skills, Local Council Finance for Councillors, Managing 
Employees and Planning for Local Councils will also be encouraged in line with Terms of 
Reference for each Committee. 
 
Councillors are required to actively participate in identifying their training and development needs. 
 

Budget  
 
Relevant budgetary headings of suitable amounts will be included within the Council's Annual 
Budget to cover training and development, annual subscriptions and the purchase of related 
publications. 
 
The Council pays the subscription to services such as HALC, the National Association of Local 
Councils (NALC) and the Society for Local Council Clerks (SLCC). 
 
Publications such as “Local Council Administration” by Charles Arnold Baker remain the property 
of the Council. 
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Commitment 
 
Chandler’s Ford Parish Council is committed to developing its staff and Councillors and will ensure 
everyone has the opportunity to access training to meet the demands of their role.   
 
The Council will provide resources to enable staff and councillors to access training, support and 
sources of information. 
 
A record of all training undertaken will be maintained by the Parish Clerk.  
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