
Bishops Clyst Parish Council - Training and Development Policy 
 
1. General 
 
1.1 Bishops Clyst Parish Council recognises that its most important resources are its 
councillors and staff. The Council encourages both to improve their knowledge and 
qualifications through training and development so they can make the most effective 
contribution to the council’s aims in serving the community of Bishops Clyst. 
 
1.2 Training needs of staff are identified at induction and at annual appraisal. These relate to 
both skills and personal development. 
 
1.3 Some training is necessary to ensure compliance with legal and statutory requirements. 
To support this, funds are allocated to a training budget each year to enable staff and 
councillors to attend training and conferences relevant to their office. 
 
1.4 The Standards and Personnel Committee will, on behalf of the Council, be responsible for 
monitoring and meeting the training needs of staff within the allocated budget. Needs in 
addition to this budget will be subject to council approval.  
 
1.5 The Council will pay the annual subscription to the Devon Association of Local Councils 
(DALC) and, if necessary, Devon Communities Together. This will enable staff and councillors 
to take advantage of appropriate training courses, conferences and publications. 
 
1.6 Evaluation of training can be achieved by staff/councillors providing feedback on the 
respective training. This will help to ensure the value and effectiveness of the particular training 
and cascade the key implications of new legislation, guidance and/or best practice. It will be 
the responsibility of the Clerk to maintain a continuing professional record and for councillors 
to keep a note of their attendance. 
 
2. Councillors  
 
2.1 A requirement for new councillors is that as soon as it may be arranged they attend a New 
Councillors training course as provided by Devon Association of Local Councils. Thereafter 
the training needs of Members are to be considered annually. Members are also advised by 
the Clerk of individual opportunities that arise that may be of interest to them. 
 
2.2 Training needs of volunteers are regularly reviewed by the Clerk and council. 
. 
2.3 Councillors can attend training events that are relevant to their office. It is recognised that 
it may be difficult for some councillors to attend training during the daytime because of their 
work commitments. In-house training during an evening can be considered, if required, to 
enable all councillors to attend. 

 
2.4 The Clerk will provide each new councillor with an ‘information pack’ that includes Standing 
Orders, Financial Regulations, the Code of Conduct, risk assessments, asset schedule, list of 
members.  Reference will be made to the Council’s website regarding the Council’s policies 
and procedures, including the Council’s Complaints Procedure. 
All councillors will be expected to be familiar with the above documents and to have read all 
papers and reports pertaining to the Council meetings. 



3. Staff 
 
3.1 This section of the policy sets out the Council’s position on the provision of training and 
development opportunities for staff. It applies to all staff whether full or part time, temporary or 
fixed term. 

3.2 In order to ensure that the council is able to consistently evaluate requests, training and 
development opportunities have been organised into two categories according to the degree 
of importance each intervention has for different roles. 

Desirable training is not legally required for the post, but it is directly relevant to the 
individual's job. Any desirable training or qualifications are to be stated on the job description. 

For desirable qualifications or training, an individual may be recruited without having 
previously attained the qualification or undergone the training but may be expected to attain 
the qualification within a defined period of time. The need for training may also be identified 
through one-to-one meetings or annual appraisals. A desirable qualification is likely to 
enhance the skills and reputation of the council. Examples include the Certificate in Local 
Council Administration (CiLCA) 

Optional training may not be directly linked to the individual’s current job. Optional training 
or development is generally more beneficial to the individual’s career than it is for the council. 
Personal development aimed at developing the skills or knowledge of an individual in order to 
provide a successor for an existing job is deemed to be optional. However, depending on the 
circumstances, training for succession may be ‘desirable’.  

3.3 Support for qualifications, training and personal development can include financial 
assistance towards the cost of tuition, examinations and resource materials in addition to half 
/ day release and time off for study leave and taking the examination. Any financial and non-
financial support to training and development is entirely at the discretion of the council.    

3.4 Study Leave 

Where individuals require study leave to undertake mandatory training i.e legally required to 
carry out the duties of the post, they will be able to take all the leave within normal working 
hours. 

Where individuals require study leave to undertake study which is classed as desirable 
training, the council will contribute up to 50% of study leave time, to a maximum of 3 days per 
annum. 

Where individuals wish to undertake optional training, the council may grant study leave 
depending on the circumstances. If study leave is not granted, the Chairman of the Council 
will consider requests for flexible working to allow the study to take place, as long as the needs 
of the council can be met. 

Time off for study leave must be approved in advance. To make a request the individual is 
asked to write to the Chairman of the Council, setting out the details of the course of study, 
how it relates to their work, and the time being requested. 

 
This Training and Development Policy was adopted by the Council at the Meeting held on 15th 
December 2021 Minute ref 12.1.1. 


