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DALC Training Schedule May – December 2021  

Note: Enhanced means that for councils who have signed up to this scheme, up to 3 free places per course per 

council can be booked free of charge. 

All courses via Zoom unless specified. 

COURSE DESCRIPTION Course Tutor Dates and 
Time 

Cost 

Clerk 
Essentials 1 

This session is ideal for new clerks or those seeking a 

refresher session for up-to-date guidance. New clerks 

are encouraged to attend both 1 and 2. 

Covers: 

• agenda setting, notices, summons, meetings, 

minutes 

• key legislation 

• the council as an employer 

• committees and sub-committees 

• planning as a meeting item 

• the structure of a parish council 

• roles within the council - councillors, chair and 

clerk 

• standing orders 

• councillor code of conduct 

 

Wendy Amis 11 Oct, 

10.00 – 

12.30pm 

£50 per 

delegate/ 

£80 for 

both 1&2 

Clerk 
Essentials 2 

This session is ideal for new clerks or those seeking a 

refresher session for up-to-date guidance. New clerks 

are encouraged to attend both 1 and 2. 

Covers: 

• Annual return 

• internal and external audit 

• records retention 

• FOI and GDPR 

• Insurance and risk management 

• Powers and duties, section 137 

• General Power of Competence 

 

Wendy Amis 12 Oct, 

10.00 – 

12.30pm 

£50 per 

delegate/ 

£80 for 

both 1&2 

Councillor 
Essentials 

This is ideal for new councillors or as a refresher for 

more established councillors, covering the basic 

legislation around parish and town councils and 

councillor roles and responsibilities. 

Covers: 

• The structure of a parish council 

• Roles within the council – councillors, chair and 

clerk 

• Code of Conduct 

• The council as an employer 

• Key legislation 

• Agenda setting, notices, summons, meetings, 

minutes 

• Committees and sub-committees 

• Powers and duties, Section 137, General Power of 

Competence 

• Standing Orders and Financial regulations 

 

Wendy Amis 28 June, 

6.00 – 

8.30pm 

 

14 Sept, 

6.00 – 

8.30pm 

 

24 Nov, 

6.00 – 

8.30pm 

£50 per 

delegate/ 

enhanced 
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Councillor 
Code of 
Conduct 
Training  

Designed to help councillors understand their 
obligations under the Code of Conduct. 
Covers:  

• Councillor Code of conduct 

• General Conduct principles 

• Disclosable Interests – Pecuniary and Other 

• Dispensations 

• Bias and Pre-determination 

• Complaints and Sanctions 

 

Wendy Amis 18 May, 

6.00 – 

7.30pm 

 

30 June, 

6.00 – 

7.30pm 

£30 per 

delegate/ 

enhanced 

Law & Good 
Practice of 
Parish/ Town 
Councils 

This session is for chairs, councillors and clerks to 
understand the role of local councils within and beyond 
their communities, their legal, financial and 
administrative duties. It will also examine delivery of 
services both independently and in partnership with 
other groups and organisations.  
 

Covers: 

• Annual, ordinary and extraordinary meetings 

• Voting procedures including 'secret' ballot and 

recorded votes 

• Role and responsibilities of Chairman, the Proper 

Officer and elected Members 

• Agendas, reports and minutes 

• Public/ residents' questions 

• Confidential business and exclusion of public and 

press 

• Public access to information 

• Recording, filming and broadcasting meetings 

• The committee system, terms of reference and 

delegated powers 

• Advisory groups and working parties 

• Transparency and Members Codes 
 

Alan 

Fairchild 

MBE, FSLCC  

4 Oct, 

10.00 – 

12.30 pm 

£50.00 

per 

delegate/ 

enhanced 

Grant 
Funding 
Training 

Suitable for anyone who is involved in, or thinking of, 
applying for a grant for work their council is wanting to 
undertake. 
Covers: 

• How to write successful bid  

• What does a successful bid look like  

• What evidence is needed  

• Thinking about outcomes  

• Making a plan  

• Awards for All.  

Malc Spray, 

Director ICS 

Support 

Services Ltd  

Autumn 

– date to 

be 

confirme

d 

£40 per 

delegate 

Social Media 
Training 

Designed for those who are new to social media or 
wanting to improve their knowledge. 

Covers: 

• How to set up social media safely for the Council 

• Understanding the benefits of social media 

• Time required to set up and manage  

• Managing on an ongoing basis 

• Managing content to avoid problems 

• Using social media to better engage with your 
communities 

• Mainly Facebook but also Twitter and Instagram 

• There will be a user friendly guide to take away for 
easy reference. 

 

Hannah 

Curzon, 

Deputy Clerk 

– Ripley 

Town 

Council 

Autumn 

– date to 

be 

confirm-

ed 

£30 per 

delegate/  

enhanced 
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Planning This course is for anyone wanting the basic principles 

of planning, and the framework within which it has 

been created and operates. Specifically tailored to the 

needs of local councils, and the local plans you are 

working with. 

Covers: 

• Permitted Development 

• Planning Application Process 

• Material Considerations 

• Planning Policy Framework – NPPF, Local 

Plans, Neighbourhood Plans 

• S106 Agreements and CIL 

• Responding to an Application 

• Determination and Outcomes of an Application 

• Enforcement Action 

• Neighbourhood Plans 

Case studies will also be used. 

Matthew 

Gleadell  

 

5 July, 

10.00 – 

12.30pm 

 

18 Nov, 

10.00 – 

12.30pm 

£50 per 

delegate 

Health & 
Safety  

Councillors are ultimately responsible for ensuring that 

health and safety is being managed properly by their 

Council. Town and Parish Clerks have a central role in 

facilitating this management. This training is intended 

to help Clerks and Councillors understand what this 

responsibility means in practice and help them to 

review how, and how well, health and safety is 

managed by their Council. 

There will also be an opportunity to discuss the 

provision of further services for general and specific 

health and safety matters, as required. 

This will include a section on the return to face-face 

meetings 

 

BHIB – Brian 

Brookes 

18 May, 

10-

11.30am 

£30.00 

per 

delegate/ 

enhanced 

H R 
Essentials 
Training 

This course is suitable for all councillors as well as 

clerks, to understand the fundamental responsibilities 

councils have in employment matters. 

Covers: 

• Recruitment, selection and interview process  

• Required pre employments checks  

• Checklist for induction  

• Avoiding issues under equal opportunities  

• Issuing the right contract  

• Calculating holiday entitlements, managing 

sickness and sick pay  

• Grievance and disciplinary, appraisals (in brief) 

• Terminating employment and the policies required 

by the council 

Chris Moses 25 May, 

10.00 – 

11.30am 

£30.00 

per 

delegate/ 

enhanced 

Chair Skills This course is suitable for Chairs of Councils and 

Committees as well as Vice Chairs and those aspiring 

to take on the role of Chair. 

Covers: 

• The role of the Chairman and the Clerk 

• Planning and Preparation 

• The Skills of a good chairman 

• Managing Meetings well 

• The public and the Media 

• Handling Conflict 

 

Wendy Amis  

 

3 June, 

1.00-

3.30pm 

 

7 July, 

6.00 – 

8.30pm 

 

6 Oct, 

6.00 – 

8.30pm 

£50.00 

per 

delegate 
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Cemetery & 
Burial 
Management 
 

This course is aimed at parish and town clerks and 

councillors who have statutory responsibility for 

cemeteries and closed churchyards and who are 

responsible for memorials and their upkeep. It may 

also be of benefit to full and part-time cemetery staff of 

burial authorities. 

Covers: 

• Management of memorials 

• Burial law and record keeping 

• Exclusive rights of burial – grants, transfers 

and extinguishing 

• Maximising burial space and grave re-use 

• Provision for other Faith groups 

• Closure and maintenance of churchyards 

• Grave digging – legal duties and good practice 

• Review of cemetery fees 

 

Alan 

Fairchild 

MBE,  

FILCM  

8 June, 

10.00am 

– 

12.30pm 

£50.00 

per 

delegate 

Build a 
sustainable 
2-way 
conversation 
with your 
community 

This training session will help you consider practical 

and effective ways for your Council to find out what 

really matters to people living in your community, by 

using printed material and digital tools. It will enable 

you to effectively promote your own messages, as well 

as better hear and respond to the voices within your 

local community. 

 

Breakthrough 
Commun-
ications 

28 June, 
10.00 – 
12.00   
 
 

£50 per 
delegate 

Conducting  
Appraisals  

This course is suitable for councillors with 
responsibility for managing staff as well as clerks, as 
good practice dictates that appraisals should be held 
with staff at least annually. 
Covers: 

• Purpose of appraisals,  

• overcoming staff concerns,  

• the appraisal forms,  

• preparing for the appraisal,  

• conducting the appraisal. 
 

Chris Moses 14 Oct,  
10.00 – 
11.30 am 

£30 per 
delegate/ 
enhanced 

Business 
Resilience 
Planning 

This course will help delegates understand the 
importance of having a plan in place for unexpected 
events to maintain the provision of services. 
 
Covers: 

• What are the basic measures that need to be 
in place for a parish/ town council 

• How to put together a business resilience plan 

• The role of insurance 
 

Brian 
Brookes 
BHIB 

6 July, 
10.00 – 
11.00am 

£30 per 
delegate/ 
enhanced 

Safeguarding 
Adults and 
Children 
 

Focused specifically on the Parish and Town Council 
Sector, for both Councillors and Clerks and delivered 
by an experienced Safeguarding expert who is also a 
parish councillor. 
The session will provide a basic awareness of child 
and adult safeguarding, types of abuse, and highlight 
prominent cases whilst providing participants with the 
ability to:- 
 

• Recognise who is at risk                                  

• How to respond to abuse and                       

• How to reduce the likelihood of abuse  

• Ensure the council is fulfilling their legal 
obligations.     

 Autumn 
– to be 
confirme
d 

FOC 
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Emergency 
First Aid at 
Work 

  To be 
confirmed  
(face to 
face) 

 

Playground 
Inspection 

All delegates will receive a certificate of attendance 
and will be able to carry our routine playground 
inspections on behalf of the council. 
The content will be as follows:- 
 

• Risk Assessment 

• Benefits of play 

• Injuries occurring on playground 

• Legal Responsibilities 

• Inspection techniques for basic equipment 
types 

• Practical Training 
 

Linda 
Dominey, 
Play 
Inspection 
Company 

7 Sept, 
9.30 – 
13.30 
face to 
face 

£120 per 
delegate  

Finance: 
Budgeting 

This 90-minute online course is aimed at those 

involved in preparing, approving and monitoring 

budgets, Topics include: 

• preparing a budget 

• setting a precept 

• allowing for inflation 

• contingencies and reserves 

• how the council tax base affects the budget 

• budget monitoring 

Parkinson 
Partnership 

Check 
website 
for dates 

£30 per 
delegate 

Finance for 
Councillors 

This 90-minute online course is aimed at giving 

councillors a greater understanding regarding their 

duties regarding the council's finances. Topics include: 

• Roles and responsibilities 

• Setting a budget and precept 

• Financial control 

• Year-end and accounts 

• Internal and external audit 

 

Parkinson 
Partnership 

Check 
website 
for dates 

£30 per 
delegate 

The role of 
internal audit 

This online course is for councillors and clerks who 

want to understand the role of the internal auditor, and 

how to appoint one. It will explain the role of the auditor 

in providing assurance to the council that it has sound 

financial controls. 

Topics include: 

• relevant legislation and sources guidance 

• roles and responsibilities 

• risk management 

• the purpose and importance of internal controls 

• how the council appoints an internal auditor 

• scope of the internal audit 

• reviewing internal control 

• internal audit reports 

• the need to review effectiveness 
 

Parkinson 
Partnership 

Check 
website 
for dates 

£30 per 
delegate 
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Year end 
accounts and 
audit 

This online course is aimed at giving clerks a full 

understanding of how to prepare their council's annual 

Governance & Accountability return, and comply with 

the requirements of the audit process. 

Topics include: 

• Closing the accounts 

• Debtors and creditors 

• Assets and borrowing 

• Internal Audit 

• Reviewing internal control 

• The Annual Return 

• Electors rights 

• Publication requirements 

By the end of the training course you will: 

• be able to identify the steps needed as part of the 

audit process 

• understand how to close the council's accounts 

• understand how to complete the annual return 

• be able to correctly allow the exercise of electors' 

rights 

• recognise the need to review internal controls 
 

Parkinson 
Partnership 

Check 
website 
for dates 

£30 per 
delegate 

Internal 
Controls 

This 90-minute online training session is aimed at 

giving councillors and clerks an understanding of the 

need for internal controls and how they work, with 

practical examples and case studies. 

Topics include: 

• Roles and responsibilities 

• Financial risks 

• Purpose of internal controls 

• Case studies 

• Examples of controls 

• Review of internal controls 

By the end of the course, delegates will: 

• understand the council's and RFO's duties 

regarding internal control 

• be aware of the purpose of internal controls 

• be able to identify examples of internal controls 

• know when to review internal controls 
 

Parkinson 
Partnership 

Check 
website 
for dates 

£30 per 
delegate 

Freedom of 
Information  

This session is aimed at councillors and clerks and will 

help you understand the Council’s obligations when 

dealing with Freedom of Information requests. 

Covers: 

• The legislation 

• Link to Environmental Information Regulations 

• Responsibilities under both 

• Recognising and responding to requests 

• Compliance time 

• When requests can be refused 

• Review and appeal 

• Publication scheme 

 

Michele 
Sarginson, 
Information 
Manager, 
PDNPA 

Autumn 
2021 

1.30 – 
3.30 
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Compliance 
with General 
Data 
Protection 
Regulations  

This training session will help you and your council 

understand the requirements of data protection and 

your obligations set out in the General Data Protection 

regulations. 

Covers: 

• the legal framework 

• The principles in regulation 

• personal data 

• Council’s responsibilities 

• Required security 

• Subject Access Requests and how to deal with 

them 

• Data breaches 

 

Michele 
Sarginson, 
Information 
Manager, 
PDNPA 

Autumn 
2021 

10.00 – 
13.00 

CiLCA: 

- Introduction session: Monday 12th April, 10am – 12noon 
- Session 2: Monday 10th May, 10am – 1pm 
- Session 3: Monday 14th June, 10am – 1pm 
- Session 4: Monday 12th July, 10am – 1pm 
- Session 5: Monday 13th September, 10am – 1pm 
- Session 6: Monday 11th October, 10am – 1pm 

 
 


