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Welcome to CALC’s Training & Development

September to December 2026

Establishing strong, resilient councils begins with knowledgeable and

confident individuals. Whether you’re stepping into a new role or seeking to

improve your skills, CALC’s training program offers a wide range of sessions

designed to empower both new and seasoned councillors, clerks, and chairs

across Cumbria.

Each course addresses essential topics, including governance, finance, digital

engagement, and community planning. By blending practical insights with

collaborative learning, we equip you with the vital tools needed to lead

effectively and serve your community with confidence.

https://www.calc.org.uk/training/


 Why Engage in CALC Training?

Local councils function within a constantly changing environment, shaped by new

legislation, emerging challenges, and evolving community expectations. Ongoing training is

essential for both councillors and council staff to remain informed, capable, and confident in

meeting these demands. By emphasizing learning and development, you not only enhance

your own effectiveness but also strengthen your council’s ability to serve its community.

At CALC, we offer training designed to develop the knowledge, skills, and confidence of both

new and experienced councillors, clerks, and council officers. Our sessions bring together

participants from all over Cumbria, fostering collaboration, shared learning, and the

exchange of best practices. By learning alongside your peers, you will gain practical insights

applicable to your council's work.

CALC Training Helps You To:

Keep Up with Change - Stay updated on legislation, best practices, and the changing

needs of your community.

Provide Effective Governance - Develop the knowledge, skills, and understanding

necessary for sound decision-making and responsible leadership.

Build Capacity and Confidence - Whether you’re new to your role or seeking to deepen

your expertise, our training equips you with practical tools for effective service.

Benefits of Attending CALC Training:

Acquire Valuable Insights - Enhance your role as a councillor or officer.

Connect with Peers - Share experiences, challenges, and solutions with fellow councillors

and officers.

Access Practical Resources - Benefit from ongoing professional support and valuable

resources.

We are dedicated to meeting the needs of our member councils. If there is a specific topic

or area of training you would like us to cover, please do not hesitate to reach out — we

welcome your suggestions!

 CALC Training
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Chair training

Chairperson Training 19 Oct 2026 7pm

Councillor training

Effective Councillor Module 1 15 Sept 2026 7pm

Effective Councillor Module 2 22 Sept 2026 7pm

Effective Councillor Module 1 19 Nov 2026 7pm

Effective Councillor Module 2 26 Nov 2026 7pm

Clerk Training

Clerk Training Module 1 13 Oct 2026 7pm

Clerk Training Module 2 20 Oct 2026 7pm

Clerk Training Module 1 7 Dec 2026 1pm

Clerk Training Module 2 14 Dec 2026 1pm

Agendas & Minute taking 23 Nov 2026 7pm

Upcoming
Training

https://www.calc.org.uk/training/


https://www.calc.org.uk/training/

Finance

Finance 2 Nov 2026 7pm

End of Year Accounts & Audit 9 Nov 2026 7pm

HMRC Basic Tools 16 Nov 2026 7pm

Clerk & Councillor Training

Community Engagement & Developing a Community
Plan

7 Sept 2026 7pm

GDPR 5 Oct 2026 7pm

Social Media 10 Nov 2026 7pm

Code of Conduct 12 Oct 2026 7pm

Local Council Award Scheme (LCAS) 8 Dec 2026 7pm

https://www.calc.org.uk/training/


(£40 per session for members, £80 for non-members)

This training consists of two essential sessions designed for new clerks
and experienced clerks looking to refresh their skills.

Session One: Understanding Council Operations
The first session focuses on the mechanics of effective council
operation. It clarifies the roles and responsibilities of the Clerk,
Chairman, and Council. Key topics include legal compliance, meetings,
agendas, minutes, and powers and duties. By emphasizing good
governance, teamwork, and the fundamentals of local government law,
this module prepares you for confident and competent service.
Councils that invest in this induction facilitate a smooth transition for
new members and establish a foundation for high-functioning,
transparent governance.

Session Two: Financial Skills and Management
The second session equips you with vital skills in budgeting, financial
management, VAT reclaiming, year-end audit preparation, and risk
assessment—all tailored to the needs of local councils. Explore
practical strategies for managing the cashbook, understanding
precepts and revenue budgets, ensuring compliance with transparency
regulations, and enhancing community resilience. You’ll build
confidence in your role, refine your systems, and enable your council to
operate with increased efficiency, accountability, and public trust.

Clerk Training



(£40 per session for members, £80 for non-members)

Efficient agendas and accurate minutes are the backbone of any successful parish or
town council. Our Agenda Setting & Minute Writing Training equips clerks with the
practical skills, legal knowledge, and confidence needed to produce professional,
compliant, and clear council documents.

Why This Training Matters:
Legal Compliance: Learn statutory requirements under the Local Government Act
1972 for agendas and minutes.
Professional Standards: Develop clarity and neutrality in writing to create
authoritative records of council decisions.
Time-Saving Techniques: Templates, structured processes, and best-practice tips
help streamline meetings.
Confidence for Clerks: Reduce stress and uncertainty in drafting agendas and
minutes while supporting councillors effectively.

Training Features:
Expert-Led Session: Delivered by experienced trainers familiar with parish council
governance.
Interactive Learning: Includes real examples, hands-on exercises, and tips for
avoiding common pitfalls.
Comprehensive Resources: Participants receive ready-to-use templates and a Quick-
Reference Guide.
Flexible Delivery: Suitable for online or in-person sessions, adaptable to your
council’s needs.

Learning Outcomes:
 By the end of the session, participants will be able to:

Draft clear, compliant agendas and agenda items
Write concise, neutral, and accurate minutes
Record council decisions, votes, and public participation effectively
Apply templates and best practices for consistent documentation

Who Should Attend:
Clerks, deputy clerks, and council staff responsible for preparing agendas and minutes,
or anyone seeking to enhance their skills in effective council administration.

Join the Training:
Enhance your council’s professionalism and governance by mastering the art of agenda
setting and minute writing.

Agenda Setting & Minute Writing
for Parish Council Clerks



Certificate in Local
Council Administration

(£275 for members, £325 for non-members, plus SLCC Fees)

Enhance your council's professionalism and unlock new capabilities
with CiLCA—the Certificate in Local Council Administration. This
nationally recognized Level 3 qualification empowers clerks and council
officers with the essential skills needed to effectively manage legal
obligations, financial oversight, and community involvement. This is the
new 2026 portfolio, and dates will be confirmed ASAP.

Endorsed by CALC and delivered by seasoned trainers, CiLCA not only
elevates your credibility but also enables your council to implement the
General Power of Competence. Invest in your future and contribute to
your council's success. CALC’s training includes six sessions, along with
mentoring and ongoing support.

We strongly encourage all clerks to pursue this qualification. It is based
on the submission of a portfolio of evidence, and our sessions offer
assistance, guidance, and personalized mentorship to help you compile
this portfolio, ensuring you receive the utmost support.



Finance Training
Finance Training

(£30 per session for members, £60 for non members)
Gain essential financial skills and practical confidence with our Local
Council Finance Training—your gateway to smoother governance and
smarter budgeting. This interactive session demystifies the financial cycle,
from budget setting and revenue vs. capital distinctions to VAT reclaiming
and end-of-year audits. Designed for clerks, councillors, and RFOs, it
delivers step-by-step guidance on cashbooks, bank reconciliation, powers
and duties, and risk management. Empower your team to make informed
decisions, boost transparency, and stay compliant with legal and audit
requirements—all while helping your council thrive.

Year End training
(£30 per session for members, £60 for non members)

This essential course guides councils through the year-end accounts and
audit process, explaining their legal responsibilities under the Accounts and
Audit Regulations 2015. We cover everything from preparing your accounts,
completing the Annual Governance and Accountability Return (AGAR), and
managing internal controls, to understanding exemption criteria for smaller
councils, the role of internal and external audits, and how to comply with
transparency and public rights requirements. The session also highlights key
accounting practices, including accruals, bank reconciliations, and charity
account considerations, ensuring your council is fully equipped to meet
both governance expectations and statutory deadlines with confidence.

HMRC PAYE Basis Tools
(£30 per session for members, £60 for non members)

Get to grips with HMRC’s Basic PAYE Tools in this practical, hands-on
training session tailored for local council clerks and officers. Learn how to
register as an employer, install and navigate the software, manage employee
details, calculate tax deductions, and submit key end-of-year forms like the
P60. With expert guidance and a supportive discussion forum, this session
ensures you’ll leave feeling confident in your PAYE responsibilities and
ready to keep your payroll accurate, compliant, and efficient.



Councillor Training
(£40 per session for members, £80 for non-members)

This two-module course is designed to enhance your confidence, skills, and

knowledge. Whether you're a newly elected councillor finding your footing or an

experienced member seeking to refresh your expertise, these training sessions led

by external providers are essential for your professional development.

Delivered by a knowledgeable facilitator with practical experience, these sessions

provide current insights on critical topics such as:

Council finance  

Governance  

Community leadership  

Risk management  

Legal compliance  

Going beyond the basics, they offer practical tools, case studies, and real-life

examples to help you address present-day challenges and make well-informed

decisions for your community.

Additionally, this training presents an opportunity to connect with fellow councillors

from various councils. Share experiences, explore diverse approaches, and cultivate

a supportive network of peers. You will leave feeling more confident in your role,

enhancing your skills and returning to your council better prepared to lead,

influence, and achieve positive outcomes for your parish or town.

Regardless of whether you are new or are an experienced councillor, there  is always

more to learn, new legislation to grasp, and best practices to embrace. Seize these

opportunities—invest in your personal effectiveness and contribute to elevating the

standard of local governance for the communities you serve.

Councillor
Training



Clerk & Councillor
Training

Code of Conduct
(£30 per session for members, £60 for non-members)

Empower your councillors with the clarity and confidence needed to uphold the
highest standards of conduct through CALC’s Code of Conduct training. This
engaging session deconstructs the legal framework, including the Localism Act 2011
and the Nolan Principles, while demonstrating how the Cumbria Code applies to real-
life situations—covering topics such as social media use, conflict of interest, bullying,
impartiality, and public trust. With straightforward guidance on responsibilities,
complaint procedures, and maintaining professional boundaries, this training
ensures that councillors are equipped to lead ethically and with integrity in both
public and private contexts.

General Data Protection Regulations
(£30 per session for members, £60 for non-members)

Safeguard your council and build public trust with CALC’s Introduction to GDPR
training—an accessible, jargon-free session tailored specifically for parish and town
councils. Discover the key principles of data protection, what constitutes personal
data, and its significance. This session offers clear guidance on audits, lawful
processing, privacy notices, handling subject access requests, and managing data
breaches, helping councils remain compliant and confident. From allotment records
to email lists, you’ll walk away with practical steps to assess your current practices
and ensure robust data governance for the future.

Social Media
(£30 per session for members, £60 for non-members)

Enhance your council’s digital presence while protecting its reputation with CALC’s
Social Media training—a must-attend session for clerks and councillors navigating the
online landscape today. Learn how to leverage platforms like Facebook and X to
engage your community, promote services, and support local democracy—all while
managing risks such as online abuse, media interactions, and councillor conduct.
With practical tools, real-world scenarios, and clear guidance on civility, data
protection, and policy alignment, this training empowers councils to connect
confidently and responsibly in the digital era.



Bullying and Harassment*
(£40 per session for members, £80 for non members)

Designed for both councillors and council staff, this vital training addresses
the increasingly important issue of civility in public service. The session
explores the definitions and impact of bullying, harassment, and incivility,
while offering practical strategies councils can implement to create a
respectful and inclusive culture. It includes preventative measures for
online and physical abuse, outlines legal responsibilities, and highlights the
importance of supportive leadership. With the National Civility and Respect
Pledge gaining traction, this course is an essential step for councils
committed to maintaining a professional and safe working environment for
all.

Being a good employer*
(£40 per session for members, £80 for non members)

This comprehensive training session equips councils with the essential
knowledge and tools to fulfil their responsibilities as good employers. Covering
everything from recruitment and contracts to dispute resolution and managing
change, it helps councils navigate the complex legal landscape while fostering a
healthy, productive workplace. With recent updates to employment legislation,
including the new duty to prevent sexual harassment and changes to statutory
rights, this session ensures councils stay compliant, avoid costly mistakes, and
build strong staff relationships. Attendees will leave with practical guidance and
confidence to implement best practices that protect both the council and its
employees.

Health & Safety*
(£30 per session for members, £60 for non members)

Ensure your council meets its legal obligations and fosters a safer
workplace with CALC’s Health & Safety for Small Councils training—a
session designed specifically for the unique challenges faced by parish and
town councils. Covering key legislation, risk management, accident
reporting, workstation safety, personal security, and practical lifting
techniques, this course provides clerks and councillors with the tools and
confidence to identify hazards, implement safe systems of work, and
protect both staff and the public. Empower your team to prioritise safety
with informed, proactive leadership.

*These sessions currently have no scheduled dates; however, if there is
sufficient interest, a date will be arranged.



Community Engagement & Developing a Community
Plan

(£30 per session for members, £60 for non-members)

CALC’s Community Engagement & Planning training serves as an essential
resource for councils seeking to strengthen their connections with local
communities and provide genuinely representative services. This session assists
clerks and councillors in crafting inclusive, effective engagement strategies that
transcend mere tick-box consultations. You will discover how to identify various
community types—whether they are place-based, interest-based, or
circumstance-based—and adapt your approach to engage residents meaningfully
across all demographics, including those who are hard to reach.

Through hands-on exercises, participants will learn to conduct a situational
analysis, formulate open and inclusive questions, and utilize co-production
techniques to ensure that the community's voice not only informs but actively
shapes decision-making.

The training clarifies tools such as surveys, public meetings, and workshops,
guiding councils in selecting the most suitable format and communication
channels for their specific local context. Emphasizing the significance of trust,
accessibility, and ethical engagement, this session empowers councils to develop
plans that address real community needs—from affordable housing and
environmental enhancements to transportation, health services, and digital
inclusion. Participants will also delve into the distinctions between Parish Plans,
Community Plans, and Neighbourhood Plans, learning how to establish a credible
engagement strategy that leads to clear, actionable outcomes.

Crucially, the course provides insights into creating Community Resilience Plans,
enabling councils to collaborate with residents and emergency services to
prepare for adverse events and ensure prompt, coordinated responses. With
support from CALC officers and real-world examples of successful plans across
Cumbria, attendees will gain the confidence to devise inclusive, strategic, and
effective engagement plans. Whether your council is starting anew or refining an
existing process, this training delivers the knowledge, tools, and motivation to
transform community-led planning into a viable and impactful endeavor.



Local Council Award Scheme
(£15 per session for members, £30 for non members)

CALC’s Local Council Award Scheme (LCAS) training empowers councils to
showcase their accomplishments and enhance their professional reputation
through national accreditation.

This session provides a detailed, step-by-step guide on how to apply for the
Foundation, Quality, and Quality Gold awards—each tailored to assist councils at
various stages of their improvement journey.

**Foundation Award**: Confirms that a council meets the minimum standards
for lawful operation and has established policies for training and development.
**Quality Award**: Recognizes good governance, effective community
engagement, and continuous council improvement, while also enabling councils
to adopt the General Power of Competence.
**Quality Gold Award**: Celebrates councils that lead in best practices,
showcasing excellence in leadership, planning, and performance management.

This training, based on the framework created by NALC and the Improvement and
Development Board, equips clerks and councillors with the necessary tools,
mentorship, and confidence to gather robust evidence, avoid common pitfalls, and
submit a successful application that reflects their dedication to excellence.



Chair Training
Chairperson training

(£40 per session for members, £80 for non members)

Stepping into the role of Chair is both a privilege and a responsibility —
and the CALC Chairperson Training Programme gives all chairs, whether
new, experienced, or somewhere in between, the confidence, clarity,
and practical tools to lead with impact from day one. This engaging,
highly practical course demystifies the legal framework, strengthens
your understanding of governance, and shows you how to run effective,
fair, and focused meetings that bring out the best in your councillors
and serve your community. If you want to feel prepared, empowered,
and ready to lead with assurance, this training is essential.

Designed specifically for current and aspiring Parish and Town Council
Chairs, this programme goes far beyond theory. You’ll learn how to
collaborate productively with your Clerk, set and manage agendas that
drive progress, handle conflict constructively, and steer your council
toward forward-thinking, strategic decision-making. With real examples,
expert guidance, and practical scenarios, this training gives you the skills
to lead a compliant, confident, and high-performing council — and to
make a measurable difference in your community.



Discover Unique Learning Opportunities with Our External Provider Events

Our external provider events present an exceptional chance to gain insights from

trusted industry experts who offer a wealth of experience and fresh viewpoints in

each session. These expert-led training programs are meticulously crafted to

impart practical skills and valuable knowledge that can be applied right away in

the workplace.

By collaborating with esteemed external providers, we guarantee that

participants have access to the latest insights, proven strategies, and innovative

methods that generate meaningful results. Whether you're aiming to expand

your knowledge, refine specific skills, or keep up with emerging trends, our

external provider events promise engaging and impactful learning experiences

that truly make a difference. There are some interesting sessions planned from

January to July—details will follow ASAP.

We are currently working with external training providers at providing the

following sessions:

Managing physical assets

Governance and councillor development

Project management and procurement

Microsoft Office

AI

Equality and Diversity

Once sessions are confirmed i will share the information with you

External provider
events



Bespoke Training

What we
offer

We Bring the Knowledge to You
CALC offers flexible, tailored training designed to meet your council’s
specific needs. Whether delivered virtually or in person, our expert-led
sessions help build the knowledge and confidence of councillors, clerks, and
council staff.

Flexible Training That Fits
Choose the topics that matter most to your council—from finance and
governance to meetings and compliance—and we’ll create a bespoke
session just for you. Training can be delivered:

Virtually via video conferencing
In person, at a location that suits you

Pricing
Our in-house training offers excellent value:

Virtual sessions: £200–£300, depending on course length
Face-to-face sessions: £275 - £375 + Mileage, depending on course length

Prices include preparation and the creation of a tailored training package.

How It Works
1.Choose your topics
2.We handle the rest
3.  We’ll match your needs with a qualified trainer and confirm a date that

works for you.
4.  If you're unsure where to start or wish to share training with another

council, contact Rachael Kelly at the CALC office for support.

What’s Included
A professional CALC trainer
All electronic materials used during the session

Invoices are issued after training is completed.



Booking training

What we
offer

https://www.calc.org.uk/training/

How to Book a Place or Arrange In-House Training

To book a place on any of our courses — or to discuss in-house training
for your council — please contact us at:  calc@cumbria.gov.uk

When making a booking, please provide:
The course name and date
The name(s) of the delegate(s) attending
The email address for each delegate
The name of the council you represent

Joining instructions will be sent directly to delegates approximately one
week before the course. Invoices and all correspondence will be sent by

email.

If you’re booking your own place, please ensure you have the necessary
council approval for any training costs.

Invoices will be sent to the council’s clerk after the training has taken
place.

Non-members are welcome! Please contact CALC for details on fees and
availability.

https://www.calc.org.uk/training/


What we
offer

We understand that unexpected things happen. If you need to cancel
your place on a course, we’ll always do our best to take a fair and
understanding approach.

However, to help us manage bookings effectively, the following
cancellation policy applies:

Cancellations made less than 7 working days before the course may
still be charged in full.
Cancellations made between 1 and 7 days prior to the course will be
charged 50% of the course fee.
Cancellations within 24 hours of the course start time or non-
attendance without notice will be charged the full course fee.

We appreciate you letting us know as early as possible if you're unable
to attend, so we can offer the place to someone else and manage our
resources effectively.

 Cancellation
Policy

For any questions or queries regarding training for Town and Parish Councils, please

contact Rachael Kelly, Town & Parish Development Officer, at

rachael.kelly@cumbria.gov.uk or 07787 084985.
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