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GREAT DAWLEY TOWN COUNCIL
 

Annual Council Meeting – Monday 9th May 2022 
Officer  :  Simon Eccleston- Chief Officer
Date  :  3rd May 2022


	
Report- Policy Update – Training & Development Policy for Staff, Councillors & Vlunteers





Background.

Whilst undertaking the Cilca qualification it has been brought to my attention that Great Dawley Town Council do not have a training & development policy.
GDTC – Decisions at Town Council meeting.
NA
Information
The Clerk would like to recommend that Great Dawley Town Council adopts a training & development policy for staff, councillors & volunteers. 
	For Consideration by the Council

The Council are asked to approve and adopt
· The training & development policy for staff, councillors & volunteers
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Training & Development Policy


9th May 2022
DRAFT


Policy Information:
	Procedure Title  :
	GDTC Policy for training and development (Staff, Councillors & Volunteers)

	Original Date  :
	9th May 2022

	Author(s) :
	Clerk

	Approved :
	Title :
	Signature :

	
	
	






1. Purpose of Policy:
Great Dawley Town Council believes all staff, volunteers and Councillors need to receive training and support in order for them to be able to realise their full potential in their role, so that the community they serve, receives the maximum benefit from this professional organisation. The aim of the training and development policy as set out below, is to ensure the Council’s corporate plan and Objectives are realised. The council’s corporate plan and objectives are currently under development. The intention is for this policy to compliment and contribute towards these aims and objectives as determined.  This policy is to be used by employees, Councillors, volunteers and the Council as a whole. 
2. Staff:
Following appointment, all new members of staff will begin an induction program. During the induction: staff will 

· Along with the Clerk and if possible, a Councillor conduct a walk about around the Town Council area. Noting key Town Council services and assets. 
· Read and digest the Council Induction pack followed by an ability ask questions to their line manager 
· Read and digest the council’s Staff handbook and have time to take any actions following the reading of the staff handbook, for example complete forms to join the pension. There will be an opportunity for the new staff member to ask their line manager questions 
· Identify immediate and in year Training in the skills and knowledge for the job, for the line manager to agree to training plan 
· An Annual Performance review which will include consideration of additional  training for personal development and additional skills to support the Council’s Corporate Plan.
· A requirement to attend the Council’s Annual Strategy Review
· To observe a Council or committee meeting within 8 weeks of starting, to include an introduction to councillors 


3. Councillors
· All new Councillors will receive an induction within their first six months on joining the Council and:
· A walk around the Parish / Town with Clerk and Chairman
· A Councillor welcome pack
· On becoming a member of any Committee - Appropriate briefing on the Terms of Reference, and detailed knowledge required to be effective.
· An annual council update
· A requirement to attend the Council’s Annual Strategy Review.
· For those Councillors who Chair a committee, Chair training will be provided by the local association
· For members who will perform the role of Mayor or Deputy Mayor, civic training will be provided 
· General media training will also be provided to those members who wish to partake.  

4. Volunteers:
· A walk around the Parish / Town
· A tour of the building, park, asset etc that the volunteer will be working in
· Council Induction pack and briefing session
· Training in the skills and knowledge for the job	
· An opportunity to meet with the manager who manages where the volunteer will working 

6. Governance 

· The Town Clerk is ultimately responsible to authorise all training development needs for Council staff and volunteers. The Clerk will via usual line management delegate training requests. In the event of disagreement between staff and volunteers and their line manager about a training request, the Town Clerk will make the final decision 
· The personell committee will authorise training needs for the Clerk, in the event of a dispute the matter will be referred to full Council for final decision  
· Training needs  for councillors will be agreed as part of the induction program, all reasonable requests will processed by the Clerk, in the event that the Clerk is unclear then requests will be referred to full council for consideration

7. Finance 
The Town Council will ensure through its annual budget setting a training budget for a) Staff b) Councillors and c) Volunteers any significant ‘extra ordinary’’ cost will be met by the staffing reserve, subject to approval by Full Council, a report from the Clerk will be presented to the Council explaining the benefit to the Council and the individual.   An example of such, is the registration for CILCA for staff and/or councillors. 

8. Review 
The Town Council personal committee will review the policy annually and the Full Council at least every two years or at the request of the personal committee.   
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