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Clerks Training Day
Communications for Councils

A day for clerks to network, learn and share their experiences.

24 February 2012

Wessex and Yeoman Rooms, Corn Exchange, Devizes, SN10 …

9.30 – 4.00

Structure

9.30 – 10.00 Registration and Coffee
10.00 – 10.15 Opening Plenary – Welcome and housekeeping

10.15 – 11.15 Policies – What policies do you have? Which do you need? Sarah Todhunter, Devizes Town Clerk will be running this session.  N.B Please bring your policies to show other councils.
11.15 – 12.30 Consultations – How to run an effective consultation and how to   respond to others’ consultations. Marion Rayner, Community Development Manager at Community First will run this session
12.30 – 13.15 Lunch and exhibition– lunch will be a buffet served in the Wessex room, please do visit the stands while you have your lunch.

13.15 – 14.15 Radio interviews – Barry Mole from Warminster Community Radio will be taking us through an interactive session of how to make effective use of radio time and get your message across
14.15 – 15.15 Press releases and responding to the press – Sharon Charity from Bright Spark Communications will be encouraging us to make better use of press releases, including how to write them, who and how to send them out, and how to handle press interest.
15.15 – 15.30 Coffee
15.30 – 16.00 Questions/feedback – There will be a final session where you can ask any further questions you may have and let us know what you have gained from the day.
Booking information

Please email the booking form to: eread@communityfirst.org.uk before 31st January 2012.

Clerks Training Day
Friday 24th February 2012
Booking Form

	Clerks Name
	

	Council
	     

	Address


	     

	Email address
	     

	Telephone number


	     

	Any access requirements?


	     

	Any dietary requirements?

	     

	Cost
	 FORMCHECKBOX 
 I enclose a cheque for £60 plus VAT 

	
	 FORMCHECKBOX 
  Please invoice  

Address for invoice if different from above:     



Please complete and return to eread@communityfirst.org.uk by 31st January 2012.  Please make cheques payable to the Wiltshire Association of Local Councils.
If more than one candidate from the same council wishes to attend the training day, please photocopy this form as required and send a separate form for each delegate (invoices and cheques can be combined).
Please note that if no cheque is received, councils will be invoiced.  There are no “provisional” bookings.  Completion and return of this form (or any substitute thereof) will constitute a booking and all bookings will be charged.  If there are not sufficient candidates for this training day Wiltshire Association of Local Councils reserves the right to cancel and any received cheques will be returned.  Please note that verbal bookings are not accepted







