
BORDEN PARISH COUNCIL 

TRAINING AND DEVELOPMENT POLICY 
 

P a g e  | 1 

Policy Adopted: 16/04/2026 Minute Ref: 9e 

Next Review Due: April 2029 

1. Introduction 

Borden Parish Council recognises the importance of having trained and knowledgeable staff and 

Councillors to support its duties and functions, thereby enabling the Council to meet its goals and 

objectives to deliver effective services to the parish community.  It is committed to encouraging the 

Clerk and Councillors in the enhancement of their knowledge and qualifications through the 

appropriate training and development. This commitment may also be extended to volunteers where 

appropriate. 

2. Policy statement  

The Clerk is responsible for either procuring or, occasionally, providing the necessary training to ensure 

that Members are suitably equipped with the skills and knowledge needed to fulfil their duties to the 

parish and residents.   

 

3. Membership  

So that training opportunities can be accessed, the Council will retain memberships of: 

• The Kent Association of Local Councils (KALC), and 

• The Society of Local Council Clerks (SLCC)  

 

4. Training and development activity 

4.1 Councillors: 

• Training requirements for Councillors will usually be identified by themselves, the chair, and the 

clerk. Opportunities to attend courses will be investigated by the clerk and brought to the attention 

of the full council.  

• The Clerk will provide all new Councillors with the following induction information electronically via 

email: 

o A link to the Council's policies and procedures  

o The Good Councillor Guide 

o The Good Councillor Guide to Finance  

o An Introduction to GDPR for Councillors (produced by the Clerk), including links to the 

Information Commissioner's Office and online free training. 

o Local Councils Explained 

o GDPR Personal Device – checklist for Councillors 

• The Clerk will distribute by email to Councillors details of training and development opportunities 

provided by KALC and SLCC.  Any bookings should be processed through the Clerk, in line with the 

Council’s budgetary allowance. 
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• The Chair and Vice Chair are encouraged to attend the KALC Chairmanship course upon election 

and acceptance to office.  

• Assertion 10 forms part of the Annual Governance and Accountability Return (AGAR) and is subject 

to internal and external audit. To support this, Councillors are required to complete appropriate 

data protection training, either provided by the Clerk or via the Information Commissioner’s Office 

(ICO) online modules.  

• Councillors are encouraged to participate in ongoing training relevant to their roles to maintain 

effective governance. 

4.2 Clerk/Responsible Financial Officer (RFO)  

• The Clerk/RFO’s contract of employment and job description will set out clear objectives and 

expectations, which will be updated if requirements change and additional training is required. 

• Training needs for a new Clerk/RFO will be identified through the recruitment process, including an 

application form and interview. A new Clerk/RFO will, where possible, be provided with induction 

training from the outgoing Clerk, which may include attendance of relevant training and 

development, such as: 

o General Data Protection Regulation (GDPR) e-course (SLCC) 

o New Clerk series of webinars (SLCC) 

• The Clerk/RFO, as an employee, will be line-managed under the delegated authority of the Full 

Council by the Chair and Vice-Chair for performance appraisals. The appraisals will review past 

performance against key performance indicators (KPIs) to identify training and development needs. 

The Clerk's appraisal will remain confidential, ensuring compliance with employment law and data 

protection requirements.  

• An appropriate development plan will be implemented to monitor performance against KPIs, set 

objectives for improvement, and record any training and development undertaken. 

• The Clerk/RFO will be encouraged to: 

o gain Introduction to Local Council Administration (ILCA) 

o gain Introduction to Local Council Finance (FILCA) 

o gain the Certificate in Local Council Administration (Calcar) 

o undertake any other training relevant to the proficient discharge of their duties, such as 

Procurement and Planning, as identified through regular assessments  

• To support their knowledge and development, the Clerk/RFO will also be provided with: 

o relevant publications, such as the latest edition of the Local Council Administration reference 

book 

• Study leave: 
o The Clerk/RFO will be granted paid study leave to attend all relevant training courses offered by 

the County Association and the SLCC.  
o In accordance with the National Joint Council (NJC) Green Book terms for Local Government 

Services, staff are entitled to normal pay, reimbursement of course or exam fees, and paid 
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leave for required examinations. Part-time staff will receive pro-rata pay for training 
undertaken outside their contracted hours.  

o The Council will cover all necessary costs for training, including course/exam fees, study 
materials, and paid time off.  

o Study leave is not granted for training unrelated to the employee’s role; flexible arrangements 
may be considered where operational requirements allow. 

4.3 Additional Staff 

If the Council hires additional staff, the Clerk will act as their line manager, overseeing their induction, 

conducting appraisals (including performance reviews against KPIs), and identifying their training and 

development needs. 

4.4 Volunteers 

Volunteers supporting the Council will receive training where appropriate for safe and effective 

participation. All activities involving volunteers will be subject to risk assessments, including measures 

to manage health and safety in accordance with relevant legislation and Council policies. 

5. Resource 

• A review will be undertaken annually during the budget process to ascertain any weaknesses or 

potential areas of improvement that the parish council could enhance through training.  

• Budgets will be put in place and agreed to cover training courses, annual subscriptions, and the 

purchase of relevant publications.   

6. Evaluation and monitoring of training  

• The clerk will maintain updated training records, including for all councillors. 

• Following attending any training, the person who attended will report back to the council on the 

relevance and effectiveness of the training supplied. 

• The Clerk will report annually, or sooner if required by legislative change, on training undertaken 

and training gaps 

7. Review of Policy 

This policy will be reviewed every three years or sooner if legislation or the Council needs change. 

 


