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EXEMPT INFORMATION 
None 
 
PURPOSE 
This report provides an update to the Committee on member training activities since 
March 2020, particularly focussed on the impact and response to COVID-19 from a 
member training perspective.   
 
This update supplements the Member Induction, Training and MemberZone Report 
attached as Appendix 1, which was published with the agenda for the Corporate 
Scrutiny Committee meeting dated 25 March 2020, which was cancelled due to 
COVID-19. 
 
RECOMMENDATIONS 
The recommendations set out in the Report at Appendix 1, as updated below, are 
recommended to Committee for its consideration and recommendation to Cabinet: 
 

1. That the impact of COVID-19 on member training, and in particular on the 
need to deliver training (online only) for the use of new IT systems and new 
processes to successfully deliver remote meetings, be recognised.  This 
included the delivery for all Councillors as well and focussed training for 
Chairs and Vice-Chairs by an external trainer as well as extensive internal 
training.  

2. That the member induction programme for 2021/22 to be reviewed, 
updated and implemented, noting that: 
2.1 the schedule of induction events should be made available to all 

election agents as early as possible before election day; 
2.2 any initial ICT training of newly elected members should be undertaken 

on a 1-2-1 basis; 
2.3  the importance of the induction training should be emphasised to all 

new members; in particular Safeguarding and Data Protection / FoI.  
3. The member training programme to be reviewed, updated and 

implemented, noting that: 
3.1 the schedule of training sessions should be made available to all 

councillors prior to the start of the municipal year, or as soon as 
reasonably practicable thereafter; 

3.2 options to consider training sessions at alternative times of the day (day 
time / twilight / full day conferences) were not generally supported by 
the members who responded to the survey; 

3.3 shorter and interactive training sessions were recommended where 
practical; 

3.4  refresher IT training is available to all interested members and 
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members should be encouraged to contact ICT support to arrange 1-2-
1 support; 

3.5 training relevant to specific committee members such as planning, 
licensing and audit & governance should be scheduled to support 
members’ attendance prior to members making decisions at such 
committees; 

3.6 whilst prior to COVID-19, the use of online training as an alternative to 
face-to-face training was generally not supported, the need to find 
alternative delivery methods during COVID-19 has demonstrated that 
some forms of online training are fully effective and should be 
incorporated going forwards; 

3.7 members who responded to the questionnaire considered that the 
training programme covered the correct topics, although some 
members requested more formal training, perhaps utilising external 
training bodies; 

3.8 all members who responded to the questionnaire, felt that the training 
programme had helped them understand their role and responsibilities 
as a Councillor and the work of the Council.  

4. All members to be reminded of the importance of attending training 
sessions and in particular members of the regulatory committees are 
reminded of the importance of attending scheduled regulatory training 
sessions.   

5. Consideration be given as to whether to explore the publication of member 
training records of training sessions on the Council website on the grounds 
of openness and transparency.   

6. New members to be actively encouraged to attend the Local Government 
Association regional event for new councillors. 

7. New members will be invited to an introductory meeting with the Leader of 
the Council and the Mayor. 

8. Members to be encouraged to access and use MembersZone regularly 
which will continue to be updated and the content widened. 

 
EXECUTIVE SUMMARY 
The organisational response to Covid-19 was immediate and comprehensive.  As the 
organisation agreed an immediate new objective to focus on -“To ensure those 
most vulnerable in the community receive services they require and to ensure 
that basic services are sustained”, new ways of working were quickly established. 
 
The ICT Team were immediately focused on the demand for new technology 
particularly that of video conferencing.  Some teams were already using Microsoft 
Teams (via office 365 licencing) and this product was quickly rolled out for use in 
daily Council business.   In addition, whilst legislation was awaited to allow statutory 
Council meetings to be held remotely, work started to consider options and develop a 
deliverable strategy.   
 
Once relevant legislation was implemented and external guidance was available 
members of Democratic Services and ICT team together with the Monitoring Officer, 
commenced testing and developing guidance and protocols, consistent with the 
Council’s Constitution, that would see the introduction of the use of on-line remote 
Council and Committee meetings.  This new system (Teams Live Event) now allows 
remote Council and Committee meetings to be held in accordance with the 
legislation, and with the added benefit of allowing members of the public to view such 
meetings remotely. 
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To date four remote meetings have taken place; full Council, two Planning 
Committee meetings and a Corporate Scrutiny Committee meeting.  Numbers of 
viewers of these meeting has been up to 50. 
 
To support Officers and Councillors in active participation in such meetings, the 
following activities have been undertaken: 
 

1. 22 Members have received new laptops and associated equipment. All 
Members have also been migrated to Office 365 giving them more flexibility 
accessing email and improved integration with Microsoft Teams;  

2. All Councillors were invited to online training in small groups to assist 
Councillors utilising Microsoft Teams on their electronic device; 

3. A detailed document providing member guidance for Remote Meetings’ best 
practice document was produced by Democratic Services and provided to all 
Councillors in May 2020, which clarified the detailed procedures (and 
etiquette) for a remote meeting world where the meetings are streamed live on 
the website. 

4. A full training programme to support Councillors and Officers in their roles at 
remote meetings has been developed, which includes: 

a) providing an overview of how to access the Agenda and reports 
electronically before and during remote meetings, and using split 
screens where necessary; 

b) providing training (through Teams) either together with other Members, 
or on a one-to one basis, on how to join and most effectively participate 
in remote meetings, including best practice advice on remote (online) 
meeting etiquette, and what to do in the event of technological failure; 

c) focussed coaching for the Mayor, Deputy Mayor and the Chairs and 
Vice-Chairs of Committees, in light of meetings being held remotely - 
this training was delivered by an external provider; 

d) practice (mock) Council and Committee meetings organised using 
Teams to develop familiarity with the systems ahead of the first formal 
remote meetings commencing in June 2020 as well as the creation of 
supporting documentation on a specific meeting by meeting basis to 
support both the Chairs and all members in the new remote meeting 
environment;  

5. MembersZone updated to raise awareness and to include communications 
and training materials developed by the Local Government Association and 
other resources; 

6. During remote meetings additional Democratic Services and ICT support has 
been available to support members in the new ways of working and to 
minimise any technical difficulties. 

 
In summary, the focus in terms of member training over the last four months has 
shifted to support the overall response of the organisation to COVID-19 and the 
challenges presented.  As the local elections were postponed for a period of 12 
months there has been no requirement for member induction.   
 
Going forwards, the already developed Member Induction Programme is currently 
being reviewed in readiness for next year’s member intake.  The review will 
incorporate lessons learned from the previous 12 months.  The ongoing member 
training programme is also being reviewed in light of the new ways of working and 
the feedback previously received to ensure continued delivery of member training. 
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OPTIONS CONSIDERED 
In formulating the recommendations contained in this report, member’s views were 
surveyed in February 2020 and these views were taken into account.  Since March 
2020 and the launch of remote meetings, members views have been further sought 
and again taken into account in this report’s recommendations.  
 
RESOURCE IMPLICATIONS 
Existing staff resources from Democratic Services, HR, ICT, PR and 
Communications and across the Council have been fully utilised to support the 
implementation of the member induction programme, training programme and roll-out 
and updating of MembersZone and the additional ICT support to members.   
 
Significant additional resources were also required to support the delivery of online 
remote meetings from Democratic Services, HR and ICT in particular. The new 
laptops for members were purchased from the Member Device Refresh capital 
budget. 
 
Consideration may need to be given to the member training budget for 2020/21.  The  
full year budget for member training in 2020/21is £3k, and £1.5k has already been 
spent to date.   
 
LEGAL/RISK IMPLICATIONS BACKGROUND 
None. 
 
EQUALITIES IMPLICATIONS 
None. 
 
SUSTAINABILITY IMPLICATIONS 
None 
 
BACKGROUND INFORMATION   
 
REPORT AUTHOR 
Jo Hutchison, Democratic Services, Scrutiny and Elections Officer 
Anica Goodwin, Executive Director Organisation 
 
LIST OF BACKGROUND PAPERS 
Report to Cabinet, 25 February 2019 
Report to Cabinet, 11 April 2019 
Report to Corporate Scrutiny Committee, 10 July 2019  
Report to Cabinet, 26 September 2019 
 
 
APPENDICES 
Appendix 1 – Report on Member Induction, Training and MembersZone published on 
the agenda of the cancelled 25 March 2020 Corporate Scrutiny Committee. 
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