Councillor Basic Induction

0:00
Hello and welcome to the Erlika webinar Basic Councillor Induction.

0:06
Please note that this is a basic introduction to parish and town councils and the role of the councillor.

0:12
So whilst it does give you an overview of your responsibilities and the key documentation, you will need to go away and look at the further resources and training.

0:24
So what makes a council different to other organisations and voluntary groups?

0:29
A council is a corporate statutory body, so there's legislation that underpins this.

0:34
So one of them is the Local Government Act 1972 and this will tell you how meetings are run and what should be done.

0:40
This can be quite different from a voluntary group that doesn't necessarily have these strict set ideas for their meetings.

0:48
So councils need to have an agenda that's published with a certain amount of time frame.

0:54
It must be published online and on the notice board and also minutes are kept indefinitely.

1:01
So these are some of those differences.

1:04
Councils are also perpetual, so once people cease being counsellors, there'll be new counsellors that come in to replace them.

1:11
The organisation won't just stop.

1:15
Councillors are actually elected members, so they're elected into that position and not just volunteers.

1:21
So it's important to remember about this being democratic and representing people from the community.

1:30
As part of this, they actually have to make decisions corporately.

1:33
No individual councillor can go off and make a decision.

1:37
These are important aspects to remember and another vital difference that separates them from voluntary groups is this precept.

1:47
So councils set a precept, which is a form of tax that the ratepayers must pay that funds the council and the budget and all the activities that the council does.

2:00
What does the council do?

2:02
A council is there to represent the people and bring the people the things that they need.

2:07
The council has lots of powers that they can use at their disposal and this means that they can actually have things like playgrounds and buy new equipment for their playground.

2:17
They may run village halls or have a cemetery and bury a burial authority or run the local allotments.

2:25
The council might also be responsible for open spaces and local ponds or village greens.

2:33
So there's lots of things that councils have been doing, including community events where they have the Remembrance Day services or summer fairs or Christmas activities.

2:45
So there's lots of things that councils actually are part of as a community that would help promote the health and well-being of the local community.

2:56
One of the things that councils are responsible for is a biodiversity duty.

3:01
So this is another consideration that they must take every time they make a decision.

3:06
They also can represent people as part of the local planning as they have a role as a consulty, so they will make comments on planning applications.

3:20
All of the aspects that the council does is funded by the money that they gain from the precept and This is why it's really important that councillors have an understanding of the legislation that underpins the work that they do and that they have training as well that complements this.

3:39
It's really important that the council communicate well with the local community to be able to actually provide services that are required and are helpful and delivering the best value for money for the people.

3:55
The council can also be a voice for wider issues.

3:58
As part of Ernlaker, councils are also part of the national organisation NAC and this can be taken to motions can be taken to local government to actually represent important issues for their area.

4:15
In this way, councils can also have a national voice.

4:20
I've mentioned legislation and these do come into the standing orders and financial regulations.

4:27
So you will have a standing orders and financial regulations for your council that you must read through because these tell you how the meeting is run when it comes to standing orders and those that are in bold are the key legislation parts.

4:42
But these will actually tell you how motions are put forward, how voting happens, how members of the public can contribute, how long your meetings must last.

4:51
So if there's anything that you need to know about how your meeting works, then the standing Orders will tell you that.

4:57
In terms of financial regulations, you need to look at this for making decisions.

5:03
So how you might do tendering or what happens when it comes to quotes.

5:09
There's also other key documents like the code of conduct.

5:12
So you must read through your code of conduct.

5:15
This will tell you about interest.

5:17
So there's things like pecuniary interests where you have a financial outcome involved in a decision.

5:24
So this you'll have to declare that you have an interest in an item of business and actually have to remove yourself from the room and not take part in that vote.

5:32
So this is something that you should be doing rather than abstaining from voting at a meeting.

5:39
You actually have to declare when you have interests.

5:43
There's also terms of reference.

5:44
So when it comes to committee meetings, these will tell you how your meetings run and what the focus is and what kind of decisions that you can make.

5:54
There's lots of other important council policies, so you'll need to understand data protection.

5:59
So the GDPR that you may have heard of General data protection regulations, so you must abide by these.

6:07
So you have to be really careful about people consenting for you to contact and sharing data.

6:14
So This is why it's important to understand this for Freedom of Information subject access requests, because these come into councils and so the council needs to understand what it's doing with these and you need to understand your part as a councillor involved in these and the importance of this.

6:29
This is why councils need to have their own domain name and you'll also so be issued a council e-mail address to ensure compliance with data protection.

6:44
You'll also have an IT policy so you should read this.

6:48
You possibly have one on media so you understand about how communications are done within your organisation.

6:55
There's also specific HR policies that that must be in place, such as a grievance and disciplinary policy.

7:05
These are documents that the council must have in place.

7:09
So there's various key documents and but the two ones that help you understand how the Council actually run are your Standing Orders and your financial regulations.

7:28
So there's some things that you must do as part of your role of counsellor.

7:31
So some of these are compulsory, such as your register of interest.

7:35
This must be completed within 28 days and if you don't do this then you're ceased to be a counsellor.

7:42
The register of interest I did mention because I mentioned the code of conduct and I mentioned that you must declare interest and if there is any change such as you can move house, you will need to complete this within 28 days of any of those changes.

7:55
This is a formal record that will be kept on the website and also go to the unitary authority as well.

8:03
You must also complete an acceptance of office.

8:07
So those are some of the compulsories that you must do including attending meetings.

8:12
So if you don't attend meetings within six months.

8:15
Then you will also automatically cease to be a councillor.

8:19
Now some of them that while it's they might not be in legislation, they are part of your role and a critical part and making sure that you read your agenda in papers because otherwise you will not be able to make effective decisions.

8:31
And then finally putting your hand up and being part of the vote, because if you're not voting and you're abstaining from votes, then your vote is not counted either way.

8:40
So you need to vote to be able to move the council forward and make decisions.

8:47
What do you need to know to get you started in your role of counsellor?

8:50
So one of the most important and crucial messages to get across is that decisions are made corporately.

8:55
So whilst you might have been asked to go away and do some research because you've got an exciting new project that the council is taking part on, you cannot make any promises or enter any contracts or anything on behalf of the council.

9:07
It would just be purely research and feeding this back into the council.

9:12
The council would then have to specify it in an agenda item so that they can can actually make a decision on it.

9:18
And this is by a vote, by a show of hands.

9:22
So it's important that you understand that this doesn't just apply to councillors but the chair as well.

9:27
So neither can the councillors or the chair go away and make decisions.

9:32
The only person that has this power at all is the proper officer or also known as the clerk.

9:39
So they may have delegated authority as the employee of the council to go away and make some decisions or to enact upon the decisions that have been made and resolved in the council meeting.

9:54
So another aspect that I've just mentioned is that the council is an employer.

9:58
So you will have a staff member of at least you're a clerk who's generally also your responsible financial officer as well.

10:08
In some councils these roles may be split, but in a lot of smaller councils it will be the clerk who does both roles.

10:16
So it's important to understand your duties there as there's a lot of employment legislation that you will need to be aware of.

10:23
So you also might be on the staffing or personnel committee.

10:28
And so if you are, it's important to undertake training and, and read things around HR to actually appreciate the role and the role involved in appraisals and set in job descriptions and interview processes and anything else that happens to be involved or that the personnel committee may undertake.

10:51
If you're a very small council, you may not have a personnel committee.

10:54
And actually if that's the case, it will fall to the responsibility of the whole council.

11:02
I've put in here the Equality Act 2010 in the Health and Safety at Work Act 1974.

11:08
So these are some general acts that apply to all employers and organisations.

11:15
So they build things that you need to be aware of as well.

11:17
So, so it's important to understand risk assessments and how these take place and make sure that they are happening at your council.

11:27
These will also form as part of your annual audit.

11:30
So this is something that happens every year.

11:32
You will have an internal auditor that will look at not just the numbers and that everything adds up, but also that you're making correct decisions, that you're making good decisions and that you are following the process for these.

11:47
So it's important to kind of understand the financial aspect as well.

11:52
Finally, it's worth knowing that members of public have a right to attend meetings.

11:56
So there may be aspects where they are excluded because you're talking about confidential data such as the clerk's role.

12:05
So you might have an HR aspect to your meeting where you would exclude them.

12:10
But on the whole, they can attend and they can also record the meeting as well.

12:14
So it's important to understand that you are in a public forum, and so you need to be aware of what you're doing and how you're speaking within that forum.

12:25
You also need to make sure that you are aware that you are representing your people.

12:29
So it's important to listen to those voices around you and take that on board and take that into meetings so that you can act as a representative for your community.

12:48
You make the most of your role, so first and foremost attend training.

12:51
So only care offer there being a good counsellor and chair skills training for free.

12:57
This gives you the opportunity to network with other counsellors and actually appreciate more about the fundamentals of what the role of a counsellor is.

13:07
It's also really useful if you're considering becoming the chair of a committee or the council itself, if you attend the chair skills training, if there's other specific areas that you want to learn a bit more.

13:18
So we have webinars on our website such as rescission notice process or an open churchyard or the difference between an annual meeting and the annual parish meeting.

13:29
So these are all webinars that you can actually have a look at.

13:32
There's also your clerk.

13:33
So the clerk will offer a fantastic resource as well as experienced counsellors that you can go to and ask them about it.

13:41
You've also got your standing orders, so don't forget to have a look at those two.

13:45
So that's some of how the fundamentals work.

13:48
But then get involved, you know, network within your local community.

13:51
So there's voluntary organisations, you've got your local schools, you might even offer a council surgery session where you have drop insurance that you can be involved and actually listening to the people and the word on the street.

14:04
So the services that either people require, so maybe a bus facility or things that you can promote or how you can signpost people or get them involved in projects.

14:15
So I mentioned biodiversity duty.

14:17
So you might have a new project where you're making hedgehog homes or hedgehog highways and you want to get people involved.

14:24
So it's always important to really get involved with the community and let people know and promoting all the good stuff that you actually do and speak to other nearby councils.

14:35
What is it that you can join up with with other local councils?

14:38
So you can perhaps be a bigger force on a, on a different project to for local councils that may just be a few miles away so you can actually get some bigger initiatives going if you're join forces.

14:51
It's also worthwhile just kind of seeing good practise.

14:54
What do they do elsewhere that you could perhaps be doing that would be good within your community?

15:00
And I think it's important to mention that, you know, get your community involved.

15:05
So if there is a project that you're doing, don't just talk within yourselves, but actually take it to the community.

15:11
So if you want some new play equipment because your current play equipment is failing, take it to the children and ask what they would like to see.

15:20
Take it to those organisations and voluntary groups, get people to get involved so then they have that ownership.

15:27
So it's really important that you use lots of different tools to your disposal to actually get the most out of your council and also your community as well.

15:37
So I've put a lot of publications here.

15:39
So I think the most crucial ones are your being a good counsellor guide, they're being a good counsellor guide to employment and they're being a good counsellor guide to finance.

15:48
So these are some of the fundamentals, but your council also might get a lot of planning enquiries.

15:54
So there's a guide there and there's also the the few other guides on planning as well.

16:00
If you need to have a little bit more of a deep dive into some of the aspects of how the council works, then the local council's explained, which is at the end there is a really important document that you can read through that will take you into different sections.

16:14
So you understand how committee is structured and how votes work, etcetera, etcetera.

16:20
So that that's really helpful as well.

16:23
So the slides will be on the website and these all link into the to the documents, but also you can find them under the publication part of the website as well.

16:37
So what opportunities are there?

16:39
Well, there's the opportunity to undertake free training.

16:42
So I've mentioned that we deliver training as part of Emeka, but also we have our partners Breakthrough Communications who focus on data protection and communications.

16:52
And we also have Parkinson partnership that do finance training.

16:56
So you'll also see things coming out from workness and there is is the focus on health and safety and HR topics.

17:05
So a lot of this training is free, although there will be some training that is actually paid for where it's a more of a specialist area.

17:13
There's also the opportunity to come to the district committee meetings.

17:18
So these are held three times a year and generally via Zoom and we have speakers on various topics and these can be requested and we will do our best to get relevant speakers in for you.

17:32
We also have the executive committee.

17:34
So if you'd like to influence the direction of Ernica, then you may want to be considered as part of the executive.

17:42
And finally, we have our annual General meeting and I mentioned motions going to the national organisation and through this happens through the annual General meeting where these motions can be brought forward and voted upon and then those that are carried are taken to NALC.

18:00
So these are some of the ways that you might get involved.

18:05
Thank you for listening and I wish you well in your role as counsellor and I hope to see you at future training.
