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The Institute of Local Council Management wishes to collect sufficient information in order to assess your qualifications, work history and other experience against entry criteria. 

For some levels of membership you may not need to complete all sections of the application form. This guide will assist you in completing your application.

If you require any additional information or assistance to enable you to complete an application for membership please contact Bruce Poole, Secretary to the Board, c/o SLCC, 8 The Crescent, Taunton, Somerset, TA1 4EA  bruce.poole2@btopenworld.com

Personal Details

Name – include your title and full name

Address – indicate the address you would like the Institute to use for correspondence. 

SLCC Membership Number – you will find this on your SLCC Membership card. 

All applicants must be members of the Society of Local Council Clerks. If you are not currently an SLCC member you are welcome to apply for membership. You can download membership details and an application form at www.slcc.co.uk 

Branch – indicate to which SLCC branch you are affiliated.

Membership Level

Please use the table on page 3 to assist you in deciding which level you wish to apply for. 

Tick the box appropriate to the level of membership.

Significant contribution and alternative qualification criteria are explained later in the guidance and should be read in conjunction with the table on page 3 . 

Entry Criteria Table 
	Level
	Route One
	Route Two

	Student
	Registered for 5 modules Local Policy Certificate of HE 
	Registered for CiLCA/ WWYC 

	Associate
	Passed 5 modules Local Policy Certificate of HE
	Passed CiLCA

	Member
	Passed 5 modules Local Policy Certificate of HE + 3 years qualifying experience or Local Policy Certificate of HE 
	CiLCA + 5 years qualifying experience


	Principal
	Local Policy Diploma of HE + 5 years qualifying experience + significant contribution to the sector
	CiLCA (or 5 modules Local Policy Certificate of HE ) + 10 years qualifying experience + alternative qualification at level 4 or above + significant contribution to the sector

	Fellow
	Local Policy Honours Degree + 6 years qualifying experience or Local Policy Degree + 8 years qualifying experience + significant contribution to the sector 
	CiLCA (or 5 modules Local Policy Certificate of HE) + other degree or equivalent level 5 qualification + 15 years qualifying experience + significant contribution to the sector or Local Policy Diploma of HE plus 10 years qualifying experience + significant contribution to the sector


Mandatory Qualifications

ALL applicants must hold CiLCA or have passed 5 modules Local Policy Certificate of HE or for student membership, be registered for either the Certificate in Local Council Administration (CiLCA), Working With Your Council (WWYC) and have submitted at least one section for marking, or 5 modules Local Policy Certificate of HE. 

Note: The Certificate in Local Council Administration awarded by AQA (commonly known as “AQA” is an acceptable qualification).

There are interim alternative arrangements in Wales where CiLCA is currently not available. Levels of membership, other than student, will require completion of WWYC and a demonstration that the learning has been put into practice. You will be required to provide written evidence of how your learning has been put into practice. You will need to provide a referee who may be contacted to confirm that the evidence is as described. Sample checks will be made on information provided.

Where you hold CiLCA, WWYC or any level of Local Policy, we require a copy of your certificate to be included with your application.

Work Experience

Work as a clerk, deputy or assistant clerk; work in a management role within the parish, town and community council sector or in a post which predominantly deals with the parish town and community council sector is required for levels of membership. You will need to demonstrate that the employment is relevant. 

You will need to provide details of your current employment including position held and also position held and dates of qualifying employment for each of the periods of employment that you are relying upon for meeting membership entry requirements. 

Sample checks will be carried out on work experience details. You should include contact details for someone who would be able to verify the information supplied for each period of employment.

Qualifications – Alternative
Applicants for Principal and Fellow level require an additional alternative qualification. Only those applying for Principal or Fellow levels of membership need complete this section.

For Principal level, alternative qualifications equivalent to current NVQ levels 4 & 5 will be accepted. Examples of qualification levels are illustrated in the table on page 5 and additional guidance on the equivalence of qualifications is available on the Qualifications and Curriculum Authority website at www.qca.org.uk.

For Fellowship level, an alternative qualification is a first degree or higher qualification or equivalent.

The onus is upon the applicant to demonstrate how qualifications submitted compare to the table on page 5 and provide details on the application form.
The old NVQ Level 4 is normally equivalent to the Local Policy Certificate of HE but if an applicant has evidence that their old NVQ Level 4 was pitched at the level of the new NVQ Level 5 or 6 then you should make this clear in your application.
	National Qualifications Framework (NQF)
	  
	Framework for Higher Education Qualifications (FHEQ)
	Local Policy/CiLCA Comparison

	Previous levels NVQ
	Current  levels

NVQ
	
	Levels
	


	Level 5

	Level 8
Specialist awards
	
	D (doctoral) Doctorates
	

	
	Level 7

	
	M (masters) Masters degrees, postgraduate certificates and diplomas
	

	LEVEL 4
BTeC Higher awards
	Level 6

	
	H (honours) Bachelor degrees, graduate certificates and diplomas
	Local Policy BA Degree & Local Policy BA Honours Degree

	
	Level 5
Level 5 BTEC Higher National Diploma 
	
	I (intermediate)  Diplomas of higher education and further education, foundation degrees and higher national diplomas
	Local Policy DipHE

	
	Level 4

	
	C (certificate) Certificates of higher education
	Local Policy CertHE or 5 modules Local Policy CertHE

	Level 3
A levels, BTeC National Awards
	
	 
	

	Level 2
GCSEs Grades A*-C
	
	
	CiLCA

	Level 1
GCSEs Grades D-G
	
	
	

	Entry level
Entry Level Certificate in Adult Literacy
	
	
	


 Significant Contribution

Applicants for Principal and Fellow levels of membership will be required to demonstrate a “significant contribution” to the sector. Only those applying for Principal or Fellow level of membership need complete this section.

Examples of such contribution may be as follows:-

· Written work – a quality published technical article in a recognised sector publication e.g. The Clerk, Local Council Review.
· Presentations – these could be at national or regional conferences or to branches.
· Branch activities – playing an active part over a period of time.
· Responsibility for major project in the parish or community (e.g. organising the building of a community centre).
· Local Policy dissertation – sharing your dissertation with colleagues.
You are required to provide details of the contribution which you have made to the sector in sufficient detail, including any relevant dates, to allow the ILCM Board to make an appraisal. If the example relates solely to your council, you will be expected to demonstrate how the contribution has been shared with a wider audience, for example at your branch. 

You will need to provide a referee who will be able to confirm that the contribution was made as described. There is a form for the referee to complete.

Fees
There will be an administration fee of £15 to process your application form. 

Please do not send payment with your application form, we will ask you for the appropriate sum so we can align your Institute membership with your Society membership.
The fees table is reproduced below. 

	Grade
	Normal Fee
	Small Council Fee (under £50k)

	Student
	£50
	£40

	Associate
	£50
	£40

	Member
	£65
	£50

	Principal
	£80
	£50

	Fellow
	£100
	£50


Those applicants employed in councils with an annual budgeted income of less than £50,000 will pay a reduced fee. 

Undertaking
You are required to sign up to the code of conduct and standards required of members of the ILCM. The code is attached to this document at Appendix A.

You will also be confirming your intention to comply with the requirements for compulsory undertaking of professional development activities as outlined in Appendix B. When renewing your membership, you will be required to submit a copy of your CPD record card.

Please sign and date this undertaking to indicate your acceptance of these conditions of membership.
Data Protection

We will need to make checks to ensure that information supplied is correct, for example checks against Society membership records. In applying for membership, you are agreeing to such checks being undertaken. Other than for such purposes, the Institute will not share your personal information with any other person.
How Will my Application be Processed?

Please refer to the flowchart within the application pack.

Return of Applications
All applications should be returned to Institute of Local Council Management c/o SLCC Main Office, 8 The Crescent, Taunton, Somerset TA1 4EA  together with copy certificates, references and any other information required to process your application.  Please do not send payment with your application form, we will ask you for the appropriate sum so we can align your Institute membership with your Society membership.
APPENDIX A

ARTICLES OF CONDUCT EXPECTED OF MEMBERS OF THE INSTITUTE

Article One

A member shall comply with all aspects of the conduct expected of 
members of the Society of Local Council Clerks as published.

Article Two

A member will comply with the Institute requirements 

on professional development.

Article Three

A member shall not deliberately mislead the Institute.

Article Four

A member will not personate another member or grade of 
Membership to which he or she is not entitled.

Article Five

A member will provide the Institute with an annual 
undertaking to comply with these Articles of Conduct.
APPENDIX B

CONTINUING PROFESSIONAL DEVELOPMENT

Members of the Institute of Local Council Management are required to comply with the compulsory requirement of continuing professional development.

This will typically be demonstrated by accumulating points through attendance at registered courses and conferences, delivering training or support to others or carrying out approved activities and keeping a record of those activities.

The Society of Local Council Clerks will be circulating to all clerks across England and Wales a comprehensive list of possible CPD activities together with the opportunity to complete (online if preferred) a Development Plan and Development Record.

The points required per annum (your individual CPD year starts when you join the Institute) for each category of membership are as follows:

Student/ Associate/ Member


12 points

Principal





18 points

Fellow





24 points.
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