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A. Checklist for the new councillors 

1. Councillor Name:










2. Election Date:

3. Date of Election or Co-option:


	Date
	Activity
	Date 

Complete

	Week 1-2
	Initial welcome meeting with Town Clerk (w/c 2nd May)
Complete Declaration of Acceptance of Office (on or before the 17th May)
Initial welcome meeting with all Councillors.

Issue Induction Pack electronically.
	

	Within 28 days from the election 
	(4th May – deadline 1st June 2023)

Complete Councillor Register of Interests Form – LGA 2023
	

	Week 2-5
	Brief tour of Council offices and initial brief introduction to staff.  
	

	Weeks 2-5
	Formal Meeting with Deputy Town Clerk - 30 minutes.
	

	Ditto
	Formal Meeting with Clerk/RFO – 30 minutes.
	

	Ditto
	Formal Meeting with the Operations Manager – 30 minutes.
	

	Ditto
	Formal Meeting with the Leisure Centre Duty Manager – 30 minutes.
	

	Ditto
	Site visit with Leisure Centre Duty Manager and informal meetings with Leisure Centre team …

Leisure Centre 

Gym
	

	Ditto
	Site visits with Operations Manager and informal meetings with maintenance team to …

Cemetery 

Recreation Ground 

Leisure Centre

War Memorial 

Market Place

Allotments 

Car Parks
	

	Ditto
	Informal meetings with office-based staff – 20 minutes each with …

Marketing / Events Administrator

Finance Administrator 
	

	Ditto
	Booking on new councillor / induction training.
	

	Week 6
	Induction review meeting with Town Clerk. 

To provide feedback on the Induction programme, to identify any additional training/development needs for the Inductee. 
	

	Week 13
	Quarterly personal development review meeting with Town Clerk 
	

	Week 26
	Quarterly personal development review meeting with Town Clerk 
	

	Week 39
	Quarterly personal development review meeting with Town Clerk 
	

	Week 52
	Quarterly personal development review meeting with Town Clerk 
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