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Introduction

The Local Government and Elections Act (“the 2021 Act”) requires community councils to make and
publish a plan about the training provisions for its members of staff. The first training plan must be

ready and published by 5 November 2022, six months after the duty comes into force. The training

plan should reflect on, and address, whether the council collectively has the skills and knowledge it
needs to deliver its plans effectively.

Wording under the 2021 Act (hyperlink attached) is as follows;

PART 4 LOCAL AUTHORITY EXECUTIVES, MEMBERS, OFFICERS AND COMMITTEES

Training of membetrs and staff of community councils

7 Community council training plans

(N A community council must make and publish a plan (a “training plan”) setting out its proposals in

relation to the provision of training for—

(a) the councillors of the community council, and
(b) the community council’s staff.
(2) A community council must make its first training plan no later than six months after the date on

which subsection (1) comes into force.

(3) A community council must make a new training plan no later than three months after each ordinary

election of community councillors to the council.

4 A community council must review its training plan from time to time.
(5) If a community council revises or replaces its training plan, it must publish the revised or new plan.
(8) Section 101 of the 1972 Act (arrangements for discharge of functions by local authorities) does not

apply to a community council’s functions of—

(a) determining the content of a training plan or any revised plan, and
(b) reviewing the training plan.
(7) A community council must have regard to any guidance issued by the Welsh Ministers about the

exercise of functions under this section.

The following is a resume of draft guidance and provisions associated with these instructions.

Training Plans

Community councils and their staff should seek to equip themselves to be as effective and efficient
as possible when exercising functions. Councils should regularly review whether there are
opportunities to improve their administration and governance so that they are better able to
perform their responsibilities and serve their communities. Having identified development gaps, the
next step is to develop a plan to address any these gaps needs.
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Section 67 of the 2021 Act requires community councils to make and publish a plan about the
training provision for its members and staff. The first training plan must be ready and published by
5 November 2022, six months after the duty comes into force. This is considered to be an
appropriate period of time for councils to assess needs, agree its training budget and adopt a plan.

The training plan should reflect on, and address, whether the council collectively has the skills and
knowledge it needs to deliver its plans most effectively.

Purpose of the training plan

Planning for the provision of training can be carried out in a proportionate way, taking into account
factors such as the activities undertaken by that council, the current expertise of councillors and
clerks and the nature and significance of any training needs identified. Overall, the intention is that
the preparation of a training plan would support a move towards councillors with the relevant
training to carry out their role - as well as professional clerks and other employees.

Training needs analysis

In order to determine the training priorities for the community council, it is necessary to assess the
essential skills needed by the council and whether the council feels there is sufficient coverage and
depth across the council. The full list of essential skills will depend on the activities within the
council. For instance, a council intending to exercise the general power of competence may find it
essential that councillors are familiar with preparing a business case or setting up a business.

There are areas which all councils should ensure that they have sufficient skills and understanding.
These are:

e Basic induction for councillors
e The Code of Conduct for members of local authorities in Wales.
e Financial management and governance.

In addition to these areas, the council will want to consider if there are new challenges and
opportunities it may wish to explore, such as those offered by the general power of competence. In
which case, it may decide there are new skills for councillors and clerks to attain.

The first step in the process of developing the training plan is to undertake a training needs analysis
of councillors, the Clerk/RFO and Deputy and/or Assistant Clerk, as well as other officers and staff
such as caretakers, cleaners, grounds staff, catering staff and those managing facilities such as
leisure facilities, cemeteries or street markets. To make certain that this process is meaningful and
effective, it will be necessary to have regard to the competencies required for each role.

The next stage is to determine what steps it will take to address relevant skills gaps and prioritise
accordingly.

Agreeing and publishing the training plan

The training plan should reflect the training needs of the council and its plan for addressing those
needs. The plan must be approved by the full council prior to publication. The plan should provide,
as a minimum, information about:

e The type of training,
e Numbers participating
e The timeframe over which the training is expected to be completed; and
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e The overall cost of the training.

The plan will need to include details of the courses that will be considered for each of the roles. It is
anticipated that the training needs of the Council will mostly be met by One Voice Wales and the
Society of Local Council Clerks. However, for certain training needs specifically those with a high
technical component or courses needed to address training needs that relate specifically to roles
such as caretakers and grounds staff it may be necessary to source courses from local providers such
as colleges of further education or local training companies that may specialise in what might be
described as technical training or specific elements relating to health and safety. In the case of
training in planning related matters the first port of call should be Planning Aid Wales who have a
successful track record of providing training to community councils.

Training costs must be met by councils themselves, though bursary schemes for councillors and
clerks may be available to subsidise these costs. Part of the costs of running an effective council
includes ensuring that the members and staff have sufficient capability to carry out their functions
effectively. Councils should take account of the training costs when setting their budgets. Smaller
councils in particular may wish to share training plans with neighbouring councils to identify any
common training requirements that could be negotiated on a larger group basis and potentially
reduce the training costs for all.

The published training plan should not seek to name individuals without their consent. Where this is
impossible, e.g., there is one member of staff, the training plan should focus on what the training
priorities are rather than who they are for.

Training for employees of more than one community council

A single clerk may act in this capacity for more than one community councils. Other staff may also
work across multiple community councils. It is recommended that community councils take a
pragmatic approach to meeting the training needs. For instance, councils could agree collectively
what training such staff are to receive and how the costs may be shared between the councils. This
could be recorded in the training plans of all councils affected, although care would need to be taken
to prevent the information identifying a particular individual.

Review of training plans

Under section 67(4) of the 2021 Act there is duty on councils to review their training plan from time
to time. As a minimum this would be at least at every ordinary election of community councillors.
Under section 67(3) of the 2021 Act, once the first plan is published, subsequent plans must be
prepared within three months of an ordinary election of community councillors In practice, the plan
is likely to require revising more frequently, for example, following a council by-election or a new co-
opted councillor joining; staff changes; or taking on new responsibilities such as new services or
assets.

Where a council revises or replaces its training plan, under section 67(5) of the 2021 Act, the council
must publish the revised or new plan.

Publication
The expectation is that the publication of the council’s training plan should be consistent with the
wider approach to publication in the 2021 Act; that the report is published electronically.
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|dentification of Training Needs

Initially an analysis needs to be undertaken of the core competencies required of councillors and
employees. To assist Councils undertake this analysis there is a schedule of core competencies
associated with some of the roles common to most councils described in Appendix One. These roles
relate to that of Councillor, Clerk/RFO, Deputy and Assistant. Appendix Two provides details of those
core competencies that would apply to other roles such as Caretaker of a Community Centre and
Grounds staff which are employed in many community councils.

The next step, having determined the competencies that are required for each of the roles, is to
determine what training and development is required, the estimated cost involved and
programming of the training over the period of the training plan. It should be acknowledged that
training and development is not just about sending individuals on training courses or webinars, but it
may include membership of professional bodies, provision of relevant information and internally
organised team development events.

For those employees who are annually appraised there is an opportunity here to consider how
training and development needs identified as part of the process can be linked to the requirements
specified in the training plan. Likewise, any new initiatives planned by the Council might require
consideration of new and emerging training and development needs. For example, a Council that
decides to organise an event for the community for the first time might identify that health and
safety training is needed together with guidance on risk assessment preparation.

The next step is to assess the training requirements for each role within the Council. Appendix Three
provides a template for recording the assessments made and identifying the training requirements
needed. It will be important to prioritise the implementation of the training plan and programme the
investment over the next five years.

Appendix Four provides a template for programming the training and including estimated costs in
each of the years that can feed into the budget making process.

Appendix Five provides a schedule of One Voice Wales’s courses together with a summary of the
content. These are normally held as 1.5-hour webinars.

Appendix Six provides a schedule of courses available from the Society of Local Council Clerks with
the associated web-links.

Putting it all together in a Training Plan

Having made the relevant assessment and determined the training and development needs of roles
within the Council it is now necessary to pull this information together to prepare the training plan
that will require approval by the Council and following that publication on the Council’s website.

Appendix Seven provides Councils with a template that can be used to prepare the training plan.

It is important to note that the plan will need to be reviewed at set intervals and used as a ‘living’
document to support the enhancement of the knowledge and skills of Councillors and their
employees.
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Statement

Prestatyn Town Council (“The Council”) is committed to the principle of encouraging members of
staff to enhance their career and qualifications by further training. All sponsored training must
relate directly to the needs of the Council, be relevant to an individual’s duties and be subject to
availability of financial resources.

Training Objectives

To provide suitably trained, qualified and motivated employees for the Council at the right time and
level.

To provide facilities for training and retraining to meet the changing needs of the Council.

To provide employees with a greater understanding of the purpose and working of the Council and
their part in it and to foster the development of job satisfaction and positive attitude towards
personal development.

Identification of Training Needs

Members and employees should have regard to the following when considering training needs:

a. Workload implication of training.

b. The capabilities of the applicant to benefit from the training.

C. The employees past attainments if the application is for continued academic sponsorship.
d. The most economic and effective means of training.

e. The provision and availability of training budget.

f. Priority of each individual employee’s need with regard to budget.

Prestatyn Town Council will hold a schedule of training requirements (See Appendix section).

This schedule will be reviewed annually for staff in line with training and development reviews and
appraisals

With reference to Councillors the schedule will be reviewed when new members are elected.
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Training Schemes

Training courses to be financed from the Town Council staff training budget.

It is expected that employees undertaking qualification training will attend the nearest college
offering the required course at the appropriate level.

Financial Assistance Scheme

Where training is approved the Council will pay and /or assist with expenses incurred which may
cover such items as tuition and examination fees. The Council will sponsor employees for one
examination resit only i.e. two attempts at any one examination.

Travelling costs will be reimbursed.

Where facilities are granted under the scheme to enable an officer to acquire a recognised
qualification, it is a condition precedent to the granting of such facilities that the officer shall be
required to undertake to remain in the service of the Town Council for a period of two years from
the date on which the qualification is obtained. If an officer leaves within this two year period all
costs are reclaimed in full except in the most exceptional circumstances.

Where an officer without good reason fails to sit for an examination within a reasonable period or
fails to show satisfactory progress in his/her studies or discontinues the course, the Council will
forthwith withdraw the facility granted under the Scheme and will require the refunding of the
financial assistance granted in accordance with the undertaking signed by the employee.

The continuance of facilities under the Scheme, whether for a second or succeeding stage of study
or for a second attempt at an examination, shall be granted only if the Council is satisfied either that
the officer has passed the appropriate examination, has otherwise made satisfactory progress in
his/her studies, or merits assistance to enable him/her to sit the examination again.

Officers attending assisted courses are required to inform the Town Clerk immediately of any
absences giving reasons. Failure to do so may result in action being taken under the Disciplinary
Procedure.

Staff are required to complete and sign a declaration of undertaking before embarking on a post-
entry qualification training course agreeing to the above conditions. This undertaking is authorised
by the Town Clerk and Town Mayor.

The individual employee is responsible for his/her registration for the appropriate course and
examination, but not before approval has been obtained. The Council will not meet a financial
commitment where prior approval has not been granted.
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Appendix Five

One Voice Wales Courses

National Training Programme for Community and Town Councils in Wales

Module 1 - The Council

e The Council as a Corporate Body

e The “Team” of Members and Staff
e The Council’s Role

e Working with Unitary Authorities
e Building Partnership Working

During the presentation we will cover the council as a corporate body, the ‘team’ of members and
staff, the council’s role, working with unitary authorities, and building partnership working with a
wider group of organisations. By the end of this presentation, you should have a good
understanding of the range of responsibilities of community and town councils as well as their
changing role in serving local communities in Wales today.

Module 2 - The Councillor

e The Councillor and their Commitment

o Register of Interests

e Code of Conduct and Ethical Behaviour

e  Monitoring Officers and Standards Committees
e Debating and Making Decisions

e Representing Your Electorate

e Building Bridges

During the presentation we will cover the Councillor and their commitment to the office of
Councillor, the Register of Members Interests, the Code of Conduct and ethical behaviour expected
of a Councillor, the role of the Monitoring Officer and the Standards Committee, the rules of
debating and making decisions, how you represent on your electorate, and the need to “build
bridges” between yourself, the council and other interested parties.

Module 3 - The Council as an Employer

e Contracts of Employment

e Role and Person Specification

e Recruitment and Retention

e Discipline, Grievance and Appeals
e Health and Safety

e Training and Development

e Sources of Advice

During the presentation we will explore the role of the council as an employer. We will cover
contracts of employment and how these define the employment relationship, the role and person
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specification, you may know the role specification as the ‘job description’, recruitment and
retention, what you should do if things are going wrong, health and safety, and perhaps the most
important of all getting the best out of everyone to help serve your local community, through
training and development. Employment law and best practice is a complicated area, so lastly, we will
finish by looking at some sources of advice.

Module 4 — Understanding the Law

e Statutory duties and powers

e Ultra Vires

e The Powers of Delegation

e Welsh Language Act

e The duty to promote Equal Opportunities
e Data Protection and FOI Act

e Sources of advice

During the presentation we will cover a range of legislation and legal duties that affect community
and town councils. We will cover statutory duties and powers, the principle of ‘ultra vires’, the
powers of delegation, the Welsh Language Act, the duty to promote equal opportunities and the
main statutes and regulations in this area data protection and Freedom of Information act and
finally, sources of advice.

Module 5 - The Council Meeting

e Calling meetings

e Types of meetings

e Standing Orders

e Agendas

e Conducting the meeting
e Passing resolutions

e Recording proceedings

During the presentation we will cover the different aspects of council meetings. We will talk about
calling meetings, the different types of meetings including Annual Statutory Meetings, Extraordinary
Meetings and Ordinary Meetings, the importance of Standing Orders setting and using agendas,
conducting the meeting, passing resolutions, and recording proceedings.

Module 6 - Local Government Finance

e The Role of the Responsible Finance Officer
e Accounting and Strategy Guidance

e Financial Regulations and Risk Assessment
e Budgets and Precepts

e Internal and External Audit

e |nsurance

e Income and Expenditure Powers
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e Other Sources of Income

During the presentation we will review all the important areas in overseeing local government
finance. We will cover the role of the Responsible Finance Officer, some of the general principles of
accounting’, the main financial regulations and, most importantly how to assess the risks involved,
setting budgets and precepts, putting robust internal and external audits in place, the insurance
requirements of the Council, the income and expenditure powers of the Council, and finally other
sources of income.

This is a large agenda, and financial management can sometimes appear daunting, but the aim of the
session is to provide you with an understanding of the financial framework of the Council, the core
information you need to know and the sources of more detailed information that you should refer to
when you need to.

Module 7 - Health & Safety

To explore the legal obligations of Councils and to highlight the processes and procedures that need
to be in place to ensure compliance.

Module 8 - Introduction to Community Engagement

The aim of this introductory module is to explore what is meant by the term ‘community
engagement’ and how councils and Councillors can improve how they engage with the communities
they serve. Using an interactive approach, the module explores why, how and where Councillors
currently engage with their communities. The session includes a brief overview of key public policy
in relation to community engagement and covers the key elements and terminology of community
engagement. There is an opportunity for Councillors to share and learn from their personal
experiences and the session ends with a community engagement planning exercise.

Module 9 - Code of Conduct

A highly interactive and informative module that enables participants to understand the Nolan
principles of public life and develop a more in-depth knowledge of the Code of Conduct and how it
applies to local Councillors.

The module specifically covers the following:

e The Nolan Principles

e What Councillors must do and must not do
e Personal/Prejudicial interests

e Predetermination & Predisposition

e How the Code is Policed

The learning will be reinforced through practical exercises and a DVD of the Ombudsman explaining
his role will be featured.
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Module 10 - Chairing Skills

To explore the role of the Chair and to consider the associated issues and highlight effective
approaches to effective chairing of meetings.

Module 11 - Community Emergency Planning

What does emergency planning mean to you?

This course will give an overview of emergency planning and how it relates to communities.

It will inform on the role of the main responding agencies and give an insight into what a community
can do before, during and after an incident.

It will give you the opportunity to deal with a scenario real councils could face.

So...

e What is a resilient community?
e What should a community emergency plan look like?
e How would you interact with the responding agencies?

This course will give the who, why, what and when of emergency planning!

Module 12 — Creating a Community Plan

To provide Councils with the knowledge and skills to create community plans and better understand
strategy and forward budgeting.

Module 13 - Community Engagement Part Il (Tools & Techniques)

To provide an insight into the way in which Councils can build on community engagement
approaches and provide real leadership to help their communities and towns grow and thrive.

Module 14 - Equality & Diversity

Providing Councils with a better understanding of equality law and the Welsh Language Act and
assisting Councils to promote equality and avoid unfair discrimination.

Module 15 - Information Management

To provide Councils with a better understanding of the legislation relating to Data Protection and
Freedom of Information.

Module 16 - Use of IT, Websites & social media

To provide Councils with a greater knowledge of the benefits of reaching out to their communities
through electronic communication.
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Module 17 - Making Effective Grant Applications

To enable Councils to better understand the type of grant schemes available and to put together
effective applications to support capital projects.

Module 18 — Managing Your Staff

To provide an insight into the ways in which Councils can arrange for the effective management of
their staff.

Module 19 — Devolution of Services / Community Asset Transfer

Devolution of services is currently an important topic in Wales and the challenges and opportunities
it presents are / or will be of concern to most Community and Town Councils.

The training module provides a highly interactive experience for Councillors and Clerks and covers
the following key areas:

e Models for asset transfers

e Understanding lease issues and freehold transfers
e Models for and approaches to Service Devolution
e Policy Drivers

e  Opportunities, Pitfalls and Planned outcomes

e Due Diligence Arrangements

e Asset Management Responsibilities

e Important role of Councillors

e Community Engagement approaches

Module 20 — Wellbeing of Future Generations Act 2015 / Sustainability

This course will explain the principles of Sustainable development and relate these principles to the
needs and aspirations of the communities you serve, identify relevant policies (e.g., Well Being of
Future Generations Act 2015) and relate them to the powers and duties of local councils ensuring
readiness to lead a process of Sustainable development planning and reporting.

Module 21 — Understanding Local Government Finance — Advanced

This course is aimed at building on the knowledge gained from attendance at Module 6 — Local
Government Finance. It will appeal especially to Chairs, those serving on Finance Committees and to
any Councillor who wishes to learn more about the governance and accountability framework in
which councils are required to operate.

This Module covers the following areas:

e Governance and Accountability
e Roles and Responsibilities
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The Annual Governance Statement
The Statement of Accounts
Internal Controls and their Review
Compliance with the Law

The Rights of Electors

Risk Assessment

Internal Audit

Liabilities and Commitments

Trust Funds

Reserves and Provisions
Investments

Module 22 - Understanding Mediation

To provide an understanding of the relevance and effectiveness of mediation and conciliation

approaches in the handling of low-level Code of Conduct complaints and in relation to employment

matters.

Module 23 Successfully taking on a Community Asset Transfer

To provide an understanding of the most effective ways of ensuring a successful community asset

transfer.
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APPENDIX SIX

TOPIC COURSES AVAILABLE FROM THE SOCIETY OF LOCAL COUNCIL CLERKS AS WELL AS
QUALIFICATIONS

Webinars
The SLCC offer over 100 sector specific webinars for your officers to attend from VAT to Health &

Safety, Planning to Carbon Literacy https://www.slcc.co.uk/events/webinar/

Themed Summits
A one day dedicated event on topical matters https://www.slcc.co.uk/events/themed-summits/

Practitioners’ Conference

A two day in person event covering a variety of workshop topics for small / medium sized councils. A
chance to network with likeminded clerks and share similar experiences
https://www.slcc.co.uk/event/practitioners-conference-2023

Joint SLCC & OVW Conference
An annual event currently delivered virtually offering training and guidance on a variety of topics
https://www.slcc.co.uk/event/ovw/

Management in Action
An interactive event featuring sessions around connecting people, developing strategy and

preparing the sector for the future https://www.slcc.co.uk/event/mia

National Conference

Hear from a range of distinguished sector speakers providing training focused on the conference
theme (changes annually) https://www.slcc.co.uk/event/national/

Qualifications

SLCC offer a range of qualifications tailored to meet the needs of local council officers and others
working with local councils in England and Wales. Study for a qualification and expand your skill set,
broaden your career opportunities & progression and feel empowered.

ILCA https://www.slcc.co.uk/qualification/ilca/

FiLCA https://www.slcc.co.uk/qualification/filca/

ILCA to CiLCA https://www.slcc.co.uk/qualification/ilca-to-cilca/

CiLCA https://www.slcc.co.uk/qualification/cilca/

ILM (L5) Diploma in Leadership & Management https://www.slcc.co.uk/qualification/ilm-level-5-

diploma-in-leadership-management/

ILM (L5) Certificate in Coaching & Mentoring https://www.slcc.co.uk/qualification/ilm-level-5-
certificate-in-coaching-mentoring/

ILM (L5) Diploma in Coaching & Mentoring https://www.slcc.co.uk/qualification/ilm-level-5-
diploma-in-coaching-mentoring/

Community Governance https://www.slcc.co.u k/qualification/community-governance/
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Version Updates

Version | Date Section Details of change

Draft 1 12/Sep/22 | Whole of Document | Whole of Document

ViD2 11/0ct/22 | Whole of Document | Inclusion of One Voice Wales Guidance

Approvals and Distribution

Version | Date Name Position

1 02/11/22 All Members Approved Full Council Meeting
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