CERTIFICATE IN LOCAL COUNCIL ADMINISTRATION (CiLCA)

_________________________________________________

[image: image1.emf] 


CiLCA – an overview:

This qualification overseen by the Monitoring and Verification Board (M&VB), is available to clerks and councillors in England and results in a clerk gaining credit as a qualified clerk.  The qualification is also an important feature in a council’s application for Quality Parish Status.  To gain Quality Status a council must fulfil a checklist of requirements and one of these is to have a qualified clerk.
Areas of knowledge and skills in which all clerks must demonstrate competence are represented by standards at foundation (core) level, introduced by the National Training Strategy for Parish and Town Councils in November 2001.  The task is to compile a portfolio of evidence of competence in these areas in order to achieve the first level of qualification for clerks.  

The CiLCA is also the basic qualification for membership of the Institute of Local Council Management, whose aim is to support and develop professionalism in local council management.  Further information on the Institute can be found on the website of the Society of Local Council Clerks (SLCC) at www.slcc.co.uk.
Note that holders of the Certificate of Higher Education in Local Policy (or its predecessor and successor qualifications), awarded by the University of Gloucestershire, do not need to take the CiLCA, as qualification has already been demonstrated and assessed through this advanced training course.

If you work for more than one council the cost of training and fees can be shared by the councils concerned.   Do note however, that the Certificate is a personal qualification awarded to the clerk rather than to the council or councils for which the clerk works.
There are three types of evidence required for the portfolio to demonstrate your skills, your knowledge

and your understanding -
• Copies of existing/draft documents

• Lists of information

• Short written explanations.
Yorkshire and the Humber Regional Training Partnership:

Known as YHRTP, the Partnership is one of around 10 in the country that was awarded funding in 2003 for the purpose of training clerks and councillors.  Yorkshire and the Humber has the only ‘regional’ partnership.

YHRTP has decided to focus its training in the CiLCA and does this by providing a  prospectus and structured course for candidates.

YHRTP partners are:

· Yorkshire Local Councils Associations (YLCA) (Lead Partner)

· East Riding and Northern Lincolnshire Local Councils Associations (ERNLLCA)

· North, South and West Yorkshire and Humberside branches of the Society of Local Council Clerks (including a Working with your Council officer)

· University of Gloucestershire 

Contact the YHRTP through YLCA at: York House, Outgang Lane, Osbaldwick

York. Y019 5UP.

Tel: (01904) 436622

E-mail: admin@yorkshirelca.gov.uk
The Portfolio Guide

The exercises and tasks that a candidate must undertake are contained in the Portfolio Guide (2008).  This is available from YHRTP, the YLCA website at www.yorkshirelca.gov.uk or the  NALC website www.nalc.gov.uk
When will the course commence?

The 2011/2012 course is due to commence with a full training day on 7 October 2011 and will run through to March 2012.

How do I register for the course?

Your first step is to register.  This is done by completing the course application form annexed to this prospectus and returning it to the RTP with your payment.

Do I need to have any other qualifications to do the CiLCA?

The RTP will mentor Cilca candidates who have completed the Working with Your Council course.  Candidates that have not completed this course will be assessed for suitability based on their knowledge and experience.

2011/2012 course delivery

The course will commence on Friday 7 October 2011 at Hambleton Village Hall (near Selby) with a daytime seminar for all candidates, which will focus on giving an overview of the Portfolio Guide, going through the exercises and tasks and for the mentors to answer any questions.  At the seminar each candidate will be allocated a personal mentor who will be contactable via telephone or e-mail to give support, advice and information.  Following the initial daytime seminar, candidates will work to a timetable and be expected to liaise with their mentor via e-mail particularly to have their work looked over.

On Saturday 28 January 2012 a second day seminar will be held, which will address any ongoing problems, check progress and give information on the final submission.  YHRTP expects all candidates to be ready to submit their completed Portfolio of evidence by 31 March 2012.

The mentors for the CiLCA will be YHRTP partners or experienced clerks who have either achieved the CiLCA or Certificate in Local Policy (and higher) from University of Gloucestershire.  Most trainers will have undertaken train the trainer courses provided by the National Association of Local Councils and training from the Chief Verifier.
Please note – candidates should only enrol onto this course if they are confident that they have the time to commit to it from October 2011 through to March 2012.  

See below for details of expectations and learning agreement

2011/2012 course costs

The course is accessible to all clerks and councillors.  The costs are:

Councils with a gross income less than £5,000 - £100

Councils with gross income £5,001 to £75,000 - £200

Councils with gross income exceeding £75,000 - £300

This includes the two daytime seminars and support time from YHRTP but not the cost of registering for submission with the SLCC which is £150 (see below).

The Learning Agreement, your commitment and expectations

It is important that the CiLCA is delivered via a successful partnership and each candidate must agree to the conditions laid down in the learning Agreement (Appendix 2) the primary purpose of which is to help secure commitment from everyone involved.  

The candidate’s commitment – our expectations

A candidate should only embark on this course if he/she is confident that the time is available to fully commit to it.  Any candidate that fails to complete the CiLCA ready for verifying at 31 March 2012 will need to register and pay again for the 2012/2013 course.  (Unless extenuating circumstances apply).  Such circumstances should be reported to YHRTP as soon as practicably possible for consideration.

YHRTP’s commitment – your expectations

Via the Learning Agreement YHRTP commits to deliver appropriate and effective training to the candidate and to respond to communications in a reasonable time scale.  This includes a mentor to guide candidates and look work over.  The mentor will look at two drafts of a piece of work and there will be one overview by a different mentor.

The parish/town council’s commitment

The clerk’s council is expected to provide support by giving additional and remunerated time to the clerk to complete the Portfolio of evidence and to provide travelling costs to the daytime seminars.  Previous candidates have found that they have spent 40 to 50 hours preparing the portfolio of evidence; this will include the seminars.  This matter is one for negotiation between the council and the clerk and we advise that any agreement is recorded in the minutes.  YHRTP is happy to discuss this with chairmen if needed.

Please sign the Learning Agreement and send it to YHRTP with your application form and payment.  It will be signed on behalf of the Partnership and a copy returned to you.   A receipt will be issued and details of the seminar day on 7 October will be sent to you.

What happens to the portfolio once it is completed?

As the candidate approaches completion, we shall be recommending registration ready for submission (if not already registered).   The cost is £150.
Once the portfolio is completed the candidate will be required to treasury tag it and send it to the CiLCA Administrator, at the Society of Local Council Clerks.  From there it will be allocated to a verifier for marking.  

The verifiers are subject specialists who make professional judgements evaluating your evidence against agreed objective standards.  These criteria include the characteristics of each item that are essential and acceptable if the document is to demonstrate competence. All verifiers follow strict guidelines issued by the Chief Verifier and are regularly assessed to ensure that standards are maintained.
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Outcomes of the marking process

You may be awarded either a pass or distinction.  You are awarded a pass if your work meets the pass criteria for each topic.  

A Certificate with Distinction will be awarded if the verifier is of the opinion that overall the evidence presented in the portfolio is excellent or outstanding in comparison with good work which meets all the pass criteria.  Distinctive work will be a precise and sound interpretation of the task, presented in a clear and concise, yet detailed, manner.  It will be an accurate representation of appropriately selected

information showing sound judgement on the part of the candidate.

If your work reaches the standard required, you will be notified of your success.  The verifier will inform the SLCC who will issue your certificate.

If your portfolio does not reach the required standard (even if this relates to only one section), you will be given the opportunity to make a re-submission, for which you are required to pay an additional fee.  When you have paid the re-submission fee you have the opportunity to request, if you so wish, that the sections which had not reached the required standard be sent back to you.  You are given 6 months to complete the re-submitted sections of your portfolio. 

The Chief Verifier takes random samples of portfolios to check that verification standards are maintained.  In the event that you are dissatisfied with the result of your submission, there is a formal appeal process, with the Chief Verifier acting as ombudsman. The University of Gloucestershire oversees the quality assurance of the certificate and liaises with the Chief Verifier to make sure that all standards of verification are maintained to the highest possible level.

The Awarding Body

The certificate is awarded by the Monitoring and Verification Board (M&VB) The M&VB is also the
‘Recognising body’ of training provision for the local council sector.  This will support the ‘continuous

professional development’ of clerks.

It performs these functions on behalf of the following membership bodies within the local council sector in England and Wales: the National Association of Local Councils; One Voice Wales; and the Society of

Local Council Clerks.

Additional Information

If either candidates or councils need any further advice or information before embarking on this course, please contact YHRTP via YLCA (see page 1 for contact details).

Appendix 1

APPLICATION FORM FOR TRAINING SUPPORT, OCTOBER 2011 TO MARCH 2012
Name: ………………………………………………………………………………………….

Address: ……………………………………………………………………………………………………………………………………………………………

Telephone: ………………………………………………………………..  E-mail: ………………………………………………………………………

Clerk or Councillor: ………………………………………………………………..

Your parish/town council: …………………………………………………….

I have enclosed a copy of the Learning Agreement which has been signed by me: 

(A copy of the Agreement, signed by YHRTP will be returned to you for your records)

I have enclosed a cheque for £100  (Councils with gross income less than £5,000)

I have enclosed a cheque for £200  (Councils with gross income £5,001 to £75,000)
I have enclosed a cheque for £300  (Councils with gross income greater than £75,000)
(Please make cheques payable to ‘YHRTP’)
Have you already completed Working with Your Council?  Yes 
No 

If not, please could you explain why not? ……………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………….

How long have you been a clerk? ………………………………………………………….

Is your council interested in Quality Parish Status? ……………………………………….

Please return this form, your payment and the completed Learning Agreement to:

Mrs S Spence, Lead Officer, Yorkshire and Humber Regional Training Partnership, 

C/o YLCA, York House, Outgang Lane, Osbaldwick, York, YO19 5UP.

Final date for registration is 30 September 2011

Appendix 2

LEARNING AGREEMENT - CERTIFICATE IN LOCAL COUNCIL ADMINISTRATION

This Learning Agreement between the Yorkshire & Humber Regional Training Partnership (RTP) and the candidate aims to provide a clear statement of the responsibilities of each party concerned with regards to the candidate’s achievement of the Certificate in Local Council Administration (CiLCA)

Yorkshire & Humber Regional Training Partnership Agreement

The Yorkshire & Humber Regional Training Partnership will:

· Provide access to the guidelines for completion CiLCA (either via hard copy or electronically), and other relevant materials essential to undertake CiLCA

· Ensure candidates are briefed in detail of the requirements of CiLCA to enable accreditation to be achieved in a mutually agreed timescale

· Provide a programme of learning, guidance and support to enable the candidate to undertake CiLCA from October 2011 to 31 March 2012.

· Allocate a member of the RTP to mentor the candidate through preparation and up to submission of the portfolio.  This will include the mentor looking over two drafts of a piece of work and one over view by a different mentor.

· Allocate a member of the RTP (in addition to the mentor) to provide written overview feedback on the CiLCA Portfolio prior to submission

· Ensure students are aware of their responsibilities in recording their progress and achievement

Candidate Agreement

I agree that I

· Am responsible for registering to undertake CiLCA

· Have access to copies of relevant documentation that guides me through the preparation of my Portfolio

· Will adhere to the programme and timetable of learning and support provided by the RTP and will complete my Portfolio by 31 March 2012.  (Note that an extension to time will not normally be provided unless extenuating circumstances apply).

·  Will maintain a regular record of achievement and progress and through reflection, link this record to my Personal Development Record
· Will engage in a dialogue with my employer to update on progress

· Will attend and participate in any scheduled training sessions

· Accept that private study/research is an essential element of the preparation of my Portfolio

· Understand that failure to adhere to the programme may result in the RTP withdrawing support.

· Undertake to treat the mentor with respect at all times.

Reserve Matters

1. In the event that a student withdraws from the programme of learning and support then all fees paid will be non-refundable and YHRTP support will cease at that point.

2. YHRTP reserves the right to withdraw support for a candidate where the agreed progress is not being made.

This agreement is signed by:
	Party
	Name
	Signed

	Yorkshire & Humber RTP


	
	

	Candidate
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