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Executive Summary

The Local Governance (Scotland) Act 2004 introduces a proportional representation voting system which reports predict will lead to a large number of first time councillors being elected in 2007.  The Widening Access to Council Membership Progress Group Report in 2004 highlighted the need to provide newly elected members with an ‘adequate’ induction programme.  Therefore, the Improvement Service has conducted research to inform decisions on the type of material and subject areas which should be covered in national induction materials for Scotland. 

All the Scottish Councils were asked to provide details of past induction programmes and materials as well as their plans for the 2007 elections.  14 of the 32 Scottish Councils responded to these requests.  In relation to preparing materials for induction in 2007, plans are only at the very initial stages in councils across Scotland.  Therefore it has been necessary to concentrate on existing material, produced following the 2003 local elections, for comparison and materials produced nationally in England, Wales and Northern Ireland.

Key Findings

1. Analysing the induction materials provided by the 14 Scottish Councils shows that they offer nearly 40 different topics in their induction programmes.  Having compared the information provided the topics covered fall into three main categories:

· need to impart practical information on support services and expenses

· overview of key council departments e.g. planning and finance

· issues of procedure e.g. code of conduct.  

2. The main topics covered by Scottish Council’s inductions are:

· Admin support services, expenses, phones and IT

· Overview of council and its departments especially education and social services

· Planning, finance, licensing board

· Code of conduct and standing orders

3. As there is not a clear distinction between induction and on-going training it is worth considering topics covered in elected member development training when considering possible topics for core induction materials.  When combining induction materials with development training the following topics are added to the above:

· Data Protection and Freedom of Information

· Community planning

· Corporate Services

· Health and Safety

· Personnel

· Housing and Education

· Recruitment and Selection

4. As the aim is to produce national induction materials for Scotland a comparison was made between Scottish Council’s induction and training programmes and induction guides produced in England, Wales and Northern Ireland.  Out of the 19 core topics covered by Scottish Councils 14 of these are covered in the UK national induction guides.  However, the comparison highlights the fact that much of the information provided by Scottish Councils is focused on specific local information and based around the structure of the local council.  There is less emphasis on broader topics or on the link between local and central government issues.

5. There are some key topics, which appear in the UK national guides but are currently not covered in many Scottish councils’ inductions.  These are:

· Best Value 

· Casework and Surgeries

· Community Leadership

· Councillor Roles

· Governance

· Partnerships

· Performance Management

· Relationship between local and national government

· Role of Local Government

· Scrutiny

· Skills Development

· Standards and Ethics

· Voluntary Sector

6. Induction materials supplied to MPs and MEPs are less useful in relation to their content as their role is quite different to that of local councillors.  However, they offer two useful examples of how to present materials in different layouts and formats.  Firstly, the use of different coloured pages in handbooks, or separate smaller leaflets, to separate out information which is important in the first few days of office.  Secondly, the inclusion of a checklist which the newly elected official can use to ensure that they have completed all formalities and received all relevant information.  

7. The Scottish Councils induction programmes all contain training courses but only 8 out of the 14 respondents also provided a paper-based induction pack.   In the most part the induction packs were used to impart very specific local information on the individual council, such as key statistics, budget information, key contact details etc. This information clearly does not need to be included in a training course.  However, in relation to the more general topics covered, nearly all of the topics were also included in induction training e.g. committees, procedures and planning. 

8. Evidence from local council induction training in Scotland and national training in England, Northern Ireland and Wales shows that training courses are used to build on information in induction packs rather than introduce completely new topics.  

9. Skills development training has so far not been included as part of induction packs or sessions in Scotland, with the exception of media training.  Only the national guide for Northern Ireland has included a section on personal skills development.  In Scotland the range of 17 different skills development sessions have all formed part of on going elected member development.

Introduction

Background

The Local Governance (Scotland) Act 2004 enabled the introduction of a more proportionally representative electoral model for local government, the single transferable vote (STV) model.  The first elections using STV will be in 2007.  It is anticipated that the change in the electoral system will alter the party seat allocation.  As a result the change in the electoral system makes it likely that a number of people with no previous experience of being a councillor will be elected in 2007.  This has increased the importance of developing effective induction programmes for elected members.  

Objectives

Currently there are no induction materials produced nationally for elected members in local government in Scotland that can be used across all the Scottish Councils.  Individual Scottish Councils are responsible for developing their own induction programmes for newly elected members.  The aim of this project is to provide information on current induction programmes across the UK and to ascertain what work is currently under way for 2007 to inform the development of national core induction materials for Scotland.

In order to achieve this aim the project set out to:

1. Explore current induction processes and materials for new councillors throughout Scotland

2. Identify what induction processes and materials are being prepared for councillors post 2007

3. Explore induction processes and materials for other elected representatives (e.g. MPs, MEPs, councillors outside Scotland).

All 32 Scottish Councils were asked to provide details of their induction processes and procedures for 2003 and planned activity for 2007.  For comparison additional information and materials, which are produced for local councillors in England, Wales and Northern Ireland for local councillors, have been sourced as well as induction materials for nationally elected officials i.e. MPs and MEPs.

Induction and Member Development Training

Post-election Induction Programmes

The Widening Access Group Report (2004) states that:

‘We believe it is important that all councillors take part in an adequate induction process as soon as possible after election…’

(Scottish Executive, 2004, p. 40)

The report makes suggestions on what should be included in the training:

· councillors’ role in policy development and decision making processes

· equalities
· sustainable development

· best value

· anti-discrimination legislation

· human resources

· governance

And for those with additional responsibilities training in:

· finance

· planning

· licensing

The Leadership Advisory Panel report in 2001 investigated decision-making structures and the role of the councillor.  A key area highlighted in their report was the need for each council to scrutinise the leaders and decisions of the councils (LAP, 2001).  One thing that was clear from the report, regardless of the way the councils were structured, was that councillors would need to learn new skills and change the way they worked.

Taking these suggestions into consideration an analysis of what Scottish Councils have provided in the past for newly elected members has been undertaken.

Scottish Councils 2003

All Scottish Councils who responded had provided both an induction programme and a continuing training and development programme for elected members in 2003.  However, the content, format and comprehensiveness of these programmes varied greatly across the country.  Much of the information provided to councillors on their induction by individual councils was focused on locally specific information.  There was also no clear distinction between induction material and elected members training and development programmes across the different councils.  

Some councils only offered 2 or 3 sessions covering an overview of the specific council and details of the support services available to elected members.  Others, such as Clackmannanshire and Renfrewshire, offered up to 10 different sessions covering issues such as the code of conduct, freedom of information, finance and specific committees e.g. planning.  

The contrast between councils is to some extent explained by the different ways that councils organise their induction and training programmes.  For example, City of Edinburgh Council provided an information pack to all councillors following election and then offered a series of 28 training and briefing sessions, which are available to newly elected members and those undertaking new duties.  These sessions ran from May to September 2003 and covered areas such as:

· casework

· code of conduct

· finance

· equality issues

· planning

They also offered a wide range of skills training such as:

· strategic thinking

· influencing and negotiating skills

· managing difficult people

· presentation skills

In order to look at the full range of options for induction programmes this report looks at programmes developed for induction and for elected member development.  The distinction made between the sessions run for induction and what councils describe as member development is different for each individual council.  This report, therefore, considers both the materials and topics for induction and for member development so that all possible topics can be considered for inclusion in core induction materials in Scotland.

Common Themes in Scottish Induction Programmes

There are nearly 40 different topics that were covered in induction programmes in 2003 across the councils in Scotland.  Half of these were covered by more than one council with the follow 10 topics being covered by 3 or more councils.  A full list of topics appears in Appendix 1.

	Topic
	No of Councils

	Finance
	9

	Code of Conduct
	7

	Admin Support Services (inc IT Systems)
	6

	Overview of specific council
	6

	Planning
	6

	Practicalities - phones, maps, expenses, stationery
	5

	Standing Orders
	4

	Education and Leisure Services
	3

	Licensing Board Membership
	3

	Social Work/Social Care
	3


This list clearly shows the focus of inductions in Scotland.  Scottish induction priorities can be divided into three sections:

· need to impart practical information on support services and expenses

· overview of key council department e.g. planning and finance

· issues of procedure e.g. code of conduct.  

The inductions seem to take as their starting point the structure of the council rather than an overview of the different roles that a new councillor may be expected to take on.  

Other key topics, which are covered in inductions but only by 1 or 2 councils, are:

· community planning

· committee structure

· data protection 

· freedom of information

· role of local government

· national government e.g. Scottish Parliament and Westminster

Skills development for newly elected members is not something that has been included in Scottish induction programmes, apart from media training (by two Scottish councils).  

Elected Members’ Development 

When taking the training courses offered in isolation there were 42 topics offered by Scottish Councils in 2003 which are information-based and 17 skills-based training sessions.  This is a key difference between induction programmes, where only media skills training was offered, and development programmes where skills training represented over a quarter of all the courses.  

There were only 6 topics which were offered by 3 or more Scottish Councils out of a total of 42 separate courses.

	Topic
	No of Councils

	Equal Opportunities & Diversity
	5

	Personnel
	4

	Planning 
	4

	Code of Conduct
	3

	Licensing
	3

	Recruitment and Selection 
	3


Towards 2007

Councils in Scotland are currently preparing and developing induction programmes for newly elected members in 2007 but have not yet produced the materials or finalised details of their induction programmes for 2007.  With regards to considering the wide range of impacts the electoral changes will have in 2007, over half of the responding councils have either set up a specific Member/Officer Working Group or are utilising an existing Working Group. Nearly all of these have specifically placed elected members’ induction and training on the agenda.

Induction and Development Programmes Combined (2003)

When combining all the topics covered by induction and development programmes there are a total of 56 courses offered by the Scottish Councils.  Over half of these topics are only offered by one Scottish Council.  There are 19 topics that are offered by 3 or more Scottish Councils.

	Topic
	No of Councils

	Code of Conduct
	10

	Finance
	10

	Planning
	10

	Overview of specific council 
	9

	Admin Support Services (inc IT Systems)
	8

	Practicalities - phones, maps, expenses, stationery
	7

	Licensing Board Membership
	6

	Community Planning
	5

	Equal Opportunities and Diversity
	5

	Personnel
	5

	Data Protection
	4

	Education and Leisure Services
	4

	Freedom of Information
	4

	Housing and Property Services
	4

	Social Services
	4

	Standing Orders
	4

	Corporate Services
	3

	Health and Safety
	3

	Recruitment and Selection 
	3


Comparing this list to the recommendations from the Widening Access Group Report (2004) and the Leadership Advisory Panel Report (2001) there are significant differences.  The Widening Access Group suggests that there should be training on the councillors’ roles in policy development and decision-making.  Although there is clearly some information contained within the above topics there is no focus on the specific roles which the councillor could perform.  Other topics, which are missing from the Scottish Councils, but were recommended in these two reports are:

· scrutiny

· sustainable development

· best value

· governance

In order to assist in the decision-making process on what should be provided to newly elected councillors in the form of an induction programme, it is worth examining what has been offered in the rest of the UK. 

UK Induction Packs

The following 4 guides have been chosen for analysis as they are national guides produced for England, Wales and Northern Ireland.  Although individual councils will produce their own handbooks or information packs for newly elected councillors it is the intention of the Improvement Service to provide a generic national guide to councils to compliment, rather than to replace, the local information produced by individual councils. 

IDeA Councillor's Guide

The national guide for councillors in England and Wales is produced by IDeA and is separated into 3 main sections:

· Being a councillor

· Civic life

· Community leadership

There are 17 topics that were covered in the Scottish Councils’ induction and development programmes which are also covered by the IDeA Councillor’s Guide.  These are:

	Admin support services
	Finance

	Allowances and expenses
	Freedom of information

	Best Value
	Health

	Children’s services
	Members’ training

	Code of conduct
	Partnership

	Conduct of meetings
	Planning

	Data protection
	Scrutiny

	Decision making processes
	Standing orders

	Ethical standards
	


The key difference between what the IDeA Councillor's Guide provides and the induction programmes from Scottish Councils is the need for the IDeA guide to provide generic, rather than council specific or local, information.  The IDeA guide in no way replaces the need for induction material and training at a local level.  Specific information on the structure of each council is still needed for elected members to carry out their duties in their specific council.

Northern Ireland Local Government Association Councillor's Handbook

The Northern Ireland guide covers the following areas:

· Being a Councillor

· Elected Members Support

· Council Functions

· Local Government Issues

· Personal Development

· Central Government Departments

· Central Government Agencies and Other Public Bodies

The Northern Ireland guide covers 25 topics which are also covered by Scottish Councils.  These include 3 training courses: managing your time, media training and problem solving.  However, many of the topics which are the same are only covered by one or two Scottish Councils e.g. conduct of meetings, role of a local authority and equality issues.  The 25 topics which are covered by Scotland and Northern Ireland are:

	Admin support services
	Ethical standards

	Allowances and expenses
	Finance

	Appointments to outside bodies
	Freedom of information

	Best Value
	Managing your time

	Code of conduct
	Media training

	Committee structure
	Members’ training

	Conduct of meetings
	Partnership

	Corporate services
	Planning

	Data protection
	Problem solving

	Decision making processes
	Recruitment and selection

	Economic development
	Role of a local authority

	Education
	Transport and roads

	Equality issues
	


Another useful addition to the Northern Ireland guide is the inclusion of an induction checklist which prompts councillors to ensure that they have received all relevant documentation and information and checked which services are available to them.

The Good Councillor's Guide for Town and Parish Councillors

This guide is produced for Town and Parish councillors in England and Wales and was coordinated by the National Association of Local Councils (NALC).  It contains the following areas:

· Councillors, the council and your community

· Rules for councillors, employers and dealing with public money

· Meetings - preparation, attendance and post-meeting

· Service delivery including Town and Country Planning

· The toolbox - Hazards, important documents and sources of advice

There are 6 topics that were covered in the Scottish Councils' induction programmes in 2003 which are also covered by the Town and Parish Councillors Good Councillor's Guide.  These are:

· Code of Conduct

· Finance

· Planning

· Standing Orders

· Committee Structure

· Members' Training

Welsh Local Government Association - Candidates' Briefing Pack

The Welsh guide contains the following areas:

· Governance in Wales

· Governance of Local Councils

· Local Government Services

· Your First Days in Office

There are only 9 themes which are common to both the Scottish Councils' induction programmes and the Welsh Candidates' Briefing Pack.  These are finance and then a further eight which all relate to individual local government services e.g. planning, equalities.

This is a very different list than those of the IDeA guide and the Northern Ireland guide which cover a much wider range of issues affecting a councillor's work such as data protection and partnership working.  The majority of the Welsh guide concerns the different council departments and how the councillor interacts with them. 

The Welsh guide also focuses on issues relating to governance which sets it apart from other national induction material.  Although issues of governance appear in the other national guides it is not grouped under this heading and mostly appears in relation to issues around community leadership roles. 

Guide Features

There are some features of the content and presentation of these national guides which are worth considering when producing national materials for Scotland.

The IDeA Councillor's Guide includes in most sections a 'Councillor's Viewpoint' and 'Top Tips for Councillors' contained in separate boxes which makes them prominent on the page.

The NALC Good Councillor's Guide includes road signs as indicators throughout the guide to show the following:

· Direction signs show where choices can be made as either a council or councillor.

· Triangles are warning signs, pointing out that there may be trouble ahead.

· Red signs suggest STOP!  This is what a councillor or your council must not do.

· Green circles indicate GO! This is what a councillor must do.

· The information sign highlights explanations of jargon words and sources of advice.

The induction guides for MPs and MEPs have also been reviewed.  As the content of these guides will differ greatly to that required for local councillors their value is in what can be learned in relation to formatting and presentation.  Key features from these induction packs which are worth consideration are:

1. Providing a clear section on information for the first few days in office

2. Induction checklist 

3. Key information in a postcard format

4. Separating information into different handbooks – some substantial and some quick guides

Comparison between Scottish Council Inductions and UK National Guides

Common Themes

When comparing the 4 national guides which have been produced for newly elected councillors in England, Wales and Northern Ireland, there are only a relatively small number of topics which are covered in more than one guide.  This is partly due to the way that the guides are organised, however when you compare the IDeA guide and the Northern Irish guide to the induction and development programmes from Scottish Councils 2003 there are 14 core topics which appear.  These are:

	Admin Support Services

	Decision making processes

	Allowances and Expenses
	Ethical Standards

	Best Value
	Finance

	Children’s Services
	Freedom of Information

	Code of Conduct
	Members’ Training

	Conduct of Meetings
	Partnership

	Data Protection
	Planning


Nearly all of these topics feature in the 19 most popular topics covered by Scottish Councils in either induction or development training (see Appendix 2).  

When comparing the Scottish Councils’ induction programmes with these national guides, it highlights the difference between a local induction and national generic information.  By far the most prevalent approach to inductions from Scottish Councils is to provide an overview of the different council departments and services, with a particular focus on planning.   The national guides, in particular those from England and Northern Ireland, however include broader issues that are relevant to all newly elected councillors.

Omissions from Scottish Inductions

What is perhaps of more significance for the production of core materials for newly elected members in Scotland are those areas which are covered in the UK guides and suggested by the Widening Access Group, but are not currently provided by Scottish Councils’ inductions.  

There are several key areas which were not covered locally following the 2003 elections:

Best Value – This was only covered by two of the Scottish Councils.

Casework and Surgeries – Very little attention has been given to this by Scottish Councils, apart from Clackmannanshire Council.  They have developed an electronic Members’ Enquiry system which means that members can raise a constituent’s query with the council which is then tracked through to a satisfactory conclusion.

Community Leadership – This is an area which has not been covered by any of the Scottish Councils who responded.

Councillor Roles – This has only been offered as a training course by one Scottish Council (South Lanarkshire).  The different roles of the councillor are clearly covered in other sessions e.g. committee structure, planning etc but there is a lack of provision of an overview of all the different areas that a councillor may be expected to be involved in.

Governance – Although issues of governance are covered during Scottish induction programmes and the national guides, it is only the Welsh guide that has sought to group issues under this heading.

Partnerships – A community planning session is offered by a third of the Scottish Councils but this is not put into the broader context of partnership working as a key role of an elected member.

Performance Management – This does not appear on the induction or development programmes for newly elected members for any of the Scottish Councils although it may appear within other topic headings.

Relationship between local and national government – The Welsh guide provides an overview of the relationship between local councils, the National Assembly for Wales and the European Union.  In Scotland only Renfrewshire Council delivered a session on the Scottish Parliament and the Scottish Borders provided a session entitled the ‘External World’ which included the Parliament and Scottish Executive.

Role of Local Government – This is something that is covered in all of the national guides but only by one Scottish Council (East Lothian).  The local councils induction programmes focus on the specific departments within their council but the national guides provide details of the structure, powers and services of local government.

Scrutiny – This has only been covered in the training programme for two Scottish Councils following the 2003 elections and as a skills-based course for one other council.  However, this is an area which is going to gain significance in Scotland, as it has across the UK, following the recommendations of the McIntosh Report.

Skills Development – The only skills development training that has appeared in inductions is media training.  However, 5 out of the 13 councils have provided some skills training in their member development programme including effective meetings, negotiating skills and public speaking.  The Northern Ireland guide contains a complete section on Personal Development which looks at the skills needed to be an effective councillor.

Standards and Ethics – The code of conduct is covered by two-thirds of the councils in their inductions.  However, in the UK national guides the code of conduct is only one part of a broader approach to the issues of standards and ethics.  In the IDeA guide this includes registering interests, complaints and standards committees.

Voluntary Sector - The relationship between councils and the voluntary sector has not been covered by the Scottish Councils.  However, the IDeA guide devotes a section to this area acknowledging the ‘…vital role played by the voluntary and community sector in England in delivering high quality public services and contributing to civil renewal.’ (IDeA, 2006, p.81)

Induction Packs and Induction Training

In Scotland 8 out of the 14 councils stated that they supplied an induction pack as well as a training programme, with details supplied for 6 of these induction packs.  The content of most of these packs was local and practical information for newly elected members.  For example, North Lanarkshire Council gave its new members local information including:

· List of Chief Officers of the council

· A-Z of Nth Lanarkshire public services

· Budget information for Nth Lanarkshire

· Internal Telephone Directory

This is typical of the sort of information that was contained in induction packs in 2003.  Generally there is no clear distinction between the topics covered in induction packs and those covered in induction training.  In fact in some councils topics are covered both in a pack and in their training programme e.g. local government finance. 

The UK local government associations have also developed induction training programmes to complement their national induction guides and handbooks for newly elected councillors.  If a comparison is made between the content of the guides produced by these national associations and the content of their induction training, most of the topics covered in the training are also found in the written materials. 

The Northern Ireland Local Government Association (NILGA) runs a one-day seminar in Belfast which includes sessions on the role of local authorities, local government finance and an overview of central government.

The Welsh Local Government Association (WLGA) provide 8 modules as part of their Induction Programme for Members in Wales.  These include leading your community, equality and diversity and roles, relationships and policy making in the political structures.

The IDeA offers an introductory programme to new members through their Local Leadership Academy.  These are delivered by an IDeA consultant and an accredited member peer at individual councils.  They offer 5 half-day modules on:

· Being an effective ward councillor

· Community leadership at the local level

· Ethics and probity

· Overview and scrutiny

· Performance management

If the Improvement Service is to offer complimentary training sessions in addition to written materials, it will be important to identify key areas to be covered.  The evidence from Scottish councils and other national associations suggests that these sessions should be used to reinforce and expand on the information provided in the written guides rather than introducing new topics for discussion.  There are no obvious topics which only need to be covered by national written materials that would not be beneficial to councillors as part of a training day.

However, some parts of a member’s induction and training would be better delivered via a training course than purely by written materials, the most obvious of these is skills development.  It is interesting to note that skills development training does not feature in any of the induction programmes offered in England, Wales and Northern Ireland. 

Proposed Induction Pack

The findings of the research highlighted that Scottish councils are already providing induction programmes for newly elected members but that there is no consistent approach to the type of information they provide across Scotland.  The Improvement Service will therefore produce a comprehensive national induction pack which will provide an introduction to all the key areas that elected members need to understand in order to fulfil their role as a councillor.  

A proposed list of topics for inclusion in the national induction pack for Scotland was informed by topics covered by Scottish councils as well as those from national guides across the UK.  The focus is to provide an introduction to topics which are relevant to all councillors and have a generic, national focus.  The draft list of content for the guide has been sent out for comments to:

· Improvement Service staff

· Member Services Development Network (MSDN) – this has representatives from every Scottish council who are involved in providing member services

· CoSLA – including feedback from councillors from the 2007 Working Group

· Councillors interviewed as part of project (see below)

The current draft list of contents is an amalgamation of all the research findings, feedback from the MSDN, councillors, Improvement Service and CoSLA.  A copy of the draft list of contents appears in Appendix 3.

Interviews with Councillors

Interviews were conducted with eight elected members to ascertain their views on the content and delivery of induction and development programmes.  They were asked for key topics for newly elected members, their best and worst training experiences, comments on the idea of a national induction pack, its proposed content and format.  Some of this information is to provide the Improvement Service with background for on-going work in relation to elected members development, the responses to questions specifically relating to the production of induction materials appear below.

Comments on National Induction Materials

Induction Pack

Overall the reaction from councillors to a national induction pack was very positive.  They felt it would be:

· useful to have one reference point for all the varied areas that they needed information on in order to conduct their duties as a councillor

· most useful if it was complemented by the information they received and the sessions they attended at their local level.

The only concern was that councillors would feel overwhelmed by the volume of information that they received.  They felt this could be alleviated by being clear that the pack did not need to be read from cover to cover and also by including an initial short section which could be read in the first few weeks in office.  One councillor expressed concern that the guide might have a central belt bias.

Councillors mentioned the need to explain any jargon used in the materials and also to provide a list of jargon that they would come across in their new role as a councillor.

Pack Content

Overall the areas that councillors felt were most important for inclusion in the pack related to issues of:

· different roles and responsibilities of a councillor e.g. committee work

· statutory responsibilities e.g. planning

· how to deal with constituency business

· standards and ethics

· council structure and services

· local government finance and budgets

· relationship between councillors and officers

The comments made about the specific content of the pack have been amalgamated with those from other sources (see section on Draft Content for Induction Pack above).  

Induction Training Sessions

In relation to whether training should be delivered by internal or external staff most felt that it was the quality of the session that was most important not whether somebody was a council officer.  Having an external contractor who was an expert in their field did improve the quality of the training in specialist areas e.g. media skills. 

Feedback on the topics for inclusion is being considered by the Improvement Service.  

Appendix 1
Scottish Councils’ Induction and Training Topics 2003

Induction 2003

	
	Topic
	No of councils

	1. 
	Finance
	9

	2. 
	Code of Conduct
	7

	3. 
	Admin Support Services (inc IT Systems)
	6

	4. 
	Overview of specific council 
	6

	5. 
	Planning
	6

	6. 
	Practicalities - phones, maps, expenses, stationery
	5

	7. 
	Standing Orders
	4

	8. 
	Community Planning
	3

	9. 
	Education and Leisure Services
	3

	10. 
	Licensing Board Membership
	3

	11. 
	Social Work/Social Care
	3

	12. 
	Committee Structure
	2

	13. 
	Council Departments
	2

	14. 
	Data Protection
	2

	15. 
	Environmental Services
	2

	16. 
	Freedom of Information
	2

	17. 
	Housing and Property Services
	2

	18. 
	Media Training
	2

	19. 
	Community Services/Community Development
	1

	20. 
	Complaints Procedure
	1

	21. 
	Corporate Services
	1

	22. 
	Confidentiality
	1

	23. 
	Current/Future Local Govt Agenda
	1

	24. 
	Decision making processes
	1

	25. 
	Directors' duties/responsibilities
	1

	26. 
	Economic Development
	1

	27. 
	Ethical Standards
	1

	28. 
	External World – Parliament, Executive, external funding and

Voluntary sector
	1

	29. 
	Health and Safety
	1

	30. 
	Intro to each service
	1

	31. 
	Oil-related matters and the council
	1

	32. 
	Personnel
	1

	33. 
	Ports and Harbours
	1

	34. 
	Role of an LA
	1

	35. 
	Strategic Committees Service Plans
	1

	36. 
	Training and Development
	1

	37. 
	Transport and Roads
	1


Training Programmes 2003

	
	Topic
	No of Councils

	1. 
	Personnel 
	4

	2. 
	Planning
	4

	3. 
	Code of Conduct
	3

	4. 
	Licensing
	3

	5. 
	Race & Equality
	3

	6. 
	Recruitment and Selection 
	3

	7. 
	Admin Service (inc IT Systems)
	2

	8. 
	Appeals Sub-Committee (Role of)
	2

	9. 
	Best Value/Customer Service Strategy
	2

	10. 
	Community Planning
	2

	11. 
	Corporate Services - key issues
	2

	12. 
	Data Protection
	2

	13. 
	Expenses
	2

	14. 
	Freedom of Information Acts
	2

	15. 
	Health and Safety
	2

	16. 
	Legal Services
	2

	17. 
	Scrutiny 
	2

	18. 
	Capital Investment
	1

	19. 
	Casework
	1

	20. 
	Children's Hearing System
	1

	21. 
	Community Safety
	1

	22. 
	Complaints - Scottish Public Service Ombudsman
	1

	23. 
	Conduct of Meetings
	1

	24. 
	Development Applications
	1

	25. 
	Disability Discrimination
	1

	26. 
	Discipline & Grievance
	1

	27. 
	Educational Services
	1

	28. 
	Equal Opportunities and Diversity
	1

	29. 
	Finance
	1

	30. 
	Health (key issues)
	1

	31. 
	How to manage surgeries
	1

	32. 
	Local Government in Context
	1

	33. 
	Outside Bodies - Councillor's role
	1

	34. 
	Partnership Working
	1

	35. 
	Personal Safety
	1

	36. 
	Placing in Schools Committee
	1

	37. 
	Property Services - key issues
	1

	38. 
	Regulatory Functions
	1

	39. 
	Relationship between Elected Member and Chief Officials
	1

	40. 
	Role & Responsibilities of Company Director
	1

	41. 
	Role of Elected Members
	1

	42. 
	Scottish Parliament - an overview
	1

	43. 
	Social Services
	1

	44. 
	Standards and Audit Committee
	1


Skills Training 2003

	
	Topic
	No of Councils

	1. 
	Media Skills
	4

	2. 
	Effective Meetings
	3

	3. 
	IT Skills
	3

	4. 
	Presentations and Public Speaking
	3

	5. 
	Being an Effective Elected Member
	2

	6. 
	Influencing and Negotiating Skills
	2

	7. 
	Managing Your Time
	2

	8. 
	Conflict Management
	1

	9. 
	How to Manage Surgeries
	1

	10. 
	Managing Difficult People
	1

	11. 
	Priority Management
	1

	12. 
	Problem Solving
	1

	13. 
	Rapid and Effective Reading
	1

	14. 
	Report Writing
	1

	15. 
	Scrutiny Skills
	1

	16. 
	Strategic Leadership Development
	1

	17. 
	Strategic Thinking
	1

	18. 
	Team Working
	1


Appendix 2

Scottish Councils’ Induction and Training Topics Combined 2003

	
	Topic
	No of Councils

	1. 
	Code of Conduct
	10

	2. 
	Finance
	10

	3. 
	Planning
	10

	4. 
	Overview of specific council 
	9

	5. 
	Admin Support Services (inc IT Systems)
	8

	6. 
	Practicalities - phones, maps, expenses, stationery
	7

	7. 
	Licensing Board Membership
	6

	8. 
	Community Planning
	5

	9. 
	Equal Opportunities and Diversity
	5

	10. 
	Personnel
	5

	11. 
	Data Protection
	4

	12. 
	Education and Leisure Services
	4

	13. 
	Freedom of Information
	4

	14. 
	Housing and Property Services
	4

	15. 
	Social Services
	4

	16. 
	Standing Orders
	4

	17. 
	Corporate Services
	3

	18. 
	Health and Safety
	3

	19. 
	Recruitment and Selection 
	3

	20. 
	Appeals Sub-Committee (Role of)
	2

	21. 
	Committee Structure
	2

	22. 
	Complaints
	2

	23. 
	Environmental Services
	2

	24. 
	Legal Services
	2

	25. 
	Scrutiny 
	2

	26. 
	Best Value/Customer Service Strategy
	1

	27. 
	Capital Investment
	1

	28. 
	Casework
	1

	29. 
	Children's Hearing System
	1

	30. 
	Community Safety
	1

	31. 
	Community Services/Community Development
	1

	32. 
	Conduct of Meetings
	1

	33. 
	Confidentiality
	1

	34. 
	Current/Future Local Govt Agenda
	1

	35. 
	Decision making processes
	1

	36. 
	Development Applications
	1

	37. 
	Directors' duties/responsibilities
	1

	38. 
	Discipline & Grievance
	1

	39. 
	Economic Development
	1

	40. 
	Ethical Standards
	1

	41. 
	External World – Parliament, Executive, external funding and voluntary sector
	1

	42. 
	Health (key issues)
	1

	43. 
	Local Government in Context
	1

	44. 
	Oil-related matters and the council
	1

	45. 
	Outside Bodies - Councillor's role
	1

	46. 
	Partnership Working
	1

	47. 
	Personal Safety
	1

	48. 
	Placing in Schools Committee
	1

	49. 
	Ports and Harbours
	1

	50. 
	Regulatory Functions
	1

	51. 
	Relationship between Elected Member and Chief Officials
	1

	52. 
	Role & Responsibilities of Company Director
	1

	53. 
	Role of an LA
	1

	54. 
	Role of Elected Members
	1

	55. 
	Scottish Parliament - an overview
	1

	56. 
	Standards and Audit Committee
	1


Appendix 3

Draft Contents List – Elected Members’ Induction Pack

First Few Days in Office

· Introduction to the role of a councillor
· Standards and ethics – including code of conduct, registering interests, Standards Commission
· Elected Members Support – inc remuneration, allowances and expenses
· Introduction to council services
· Induction checklist
Roles and Responsibility of the Councillor

At ward level:

· Community representation and community engagement

· Casework and surgeries

· Multi-member wards

· Community Leadership

· Citizens and customers

At council level:

· Committees – types, remit and standing orders

· Conduct of meetings – agendas, minutes, procedures

· Representing the council on outside bodies

· Policy development and decision making

· Overview and scrutiny

Local Governance


· Corporate Governance
· Local government finance
· Councillor – Officer Relationships
· Community Councils
· Joint Boards
Policy Issues 

· Partnership working – inc Community Planning 

· Best Value

· Finance

· Human Rights, Equalities and Anti-Discrimination 

· Planning

· Performance Management

· Sustainable Development

· Shared Services, efficiency and eGovernment

· Freedom of Information and Data Protection

Governance in Scotland

· Scottish Parliament

· Scottish Executive and its agencies

· Westminster and UK government

· European Parliament

· Scottish Public Services Ombudsman

Personal Development 

· Member Development - PDPs

· Key skills for councillors

- media

- time management

- communication

- processing information

- managing budgets

- effective meetings

- decision making

- IT skills

- chairing meetings

- effective reading

- dealing with conflict

- presentation and public speaking

- being an effective elected member

- influencing and negotiating skills

- managing surgeries
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