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SUMMER TERM BRIEFING SESSION FOR CLERKS
WEDNESDAY 21 APRIL 2010 AT 7.00 pm at GREAT BADDOW CDC (led by Chris Orme and Rosemarie Lunn)
THURSDAY 22 APRIL 2010 AT 10.00 am at WICKFORD CDC (led by Pam Langmead and Rosemarie Lunn)
FRIDAY 23 APRIL 2010 AT 2.00 pm at COLCHESTER CDC (led by Chris Orme and Debbi Botham)
MONDAY 26 APRIL 2010 AT 10.00 am at GREAT BADDOW CDC (led by Pam Langmead and Rosemarie Lunn)
TUESDAY 27 APRIL 2010 AT 2.00 pm at HARLOW CDC (led by Pam Langmead and Iwona Bainbridge)
	
	AGENDA



	1.
	INTRODUCTIONS/EVALUATIONS



	2.
	AGENDA SETTING FOR THE SUMMER TERM and 

LOOKING AHEAD TO THE AUTUMN TERM
Refer to the draft agenda for the summer term, distributed at the meeting and on the website. Emphasise some of the FMSiS issues – e.g. the Finance Committee can agree the SIC (Statement of Internal Controls) but FMSiS then expects to see it ratified by the full GB.

Autumn term: 

Note draft autumn term agenda can be found on the website

Main inclusions are likely to be 

· Elections (if held at this time of year) – remind clerks to minute how long the agreed term of office is for Chair/Vice-Chair 

· Business interests register

· Terms of reference/standing orders review etc

A suggestion was made that it was good practice to include safeguarding as a regular item on every Governing Body agenda (or on a committee, if preferred, but the point was made that this is the responsibility of every governor – not just the nominated governor). The agenda item could, for example, read:

SAFEGUARDING/CHILD PROTECTION 
 

To receive a report from the Headteacher and the nominated Governor for Safeguarding/Child Protection.

The Headteacher’s Report

There was discussion about headteacher’s report to governors, and it was agreed that the following guidance should be included in the briefing notes. 
The Headteacher’s Report is a standard item on the Governing Body agenda, at least once a term. The Headteacher’s Report will provide information on the development of the school and can result in much debate at the meeting. Headteachers should note that, while writing the report may be time-consuming, this is perhaps the one document that all governors will make the effort to read! This gives the opportunity for the head to account for:

· the quality of education provided in the school

· the standards attained

· the breadth and balance of the curriculum

· progress in implementing the school improvement/development plan

· staff performance management

· inclusivity

· implementation of policies

· the management of the school’s resources.

It should be noted that, as the roles and responsibilities for governors have increased and most Governing Bodies have a committee structure in place, some matters may be reported to governors through the mechanism of minutes and reports from committees. There is no need for the head to repeat information that has been reported by that method. So, for example, the management of the school’s resources may be discussed at committee level and reported to the governing body through the minutes.

There are no items that must be statutorily included in the Headteacher’s Report. However, there are standard items that are normally included, and there are also matters that the Headteacher must legally report to the Governing Body, at least annually. The Headteacher’s Report may be an appropriate way of informing  governors of these matters. 

The Governing Body needs to have information on:

· Child protection incidents that have taken place in the school (reporting incidents without naming individuals); 

· Incidents of racism and racial inequality (reporting incidents without naming individuals); 

· Pupil exclusions (fixed term and permanent) (reporting incidents without naming individuals); 

· Staff appointments; 

· A report and summary of the process by which staff are appraised and the performance management cycle, and a report of teachers’ professional development; 

· Attendance and admissions (the latter in schools who are their own admissions authority;
· The curriculum policy and a report on its implementation and effectiveness; 

· Progress on meeting statutory targets for pupil achievement;
· Extended School Provision;

· Meeting the requirements on Community Cohesion;

· Provision for pupils with SEN (unless a separate report from the SENCo is presented;

· School’s Self-Evaluation Judgements

Other matters that are commonly included in the HT Report include:

· pupil statistics

· staff statistics

· visitors

· the implementation of school policies 

· inspections

· private funds (may come through committee reports)

· special events

· home-school liaison

· a note of any parental concerns or complaints that have come to the school’s attention

· plans or issues requiring discussion or review by the Governing Body, emphasising those that require an early decision

· an update of the headteacher’s fulfilment of  management functions

· an account of the progress made in meeting the objectives set out in the school development/improvement plan

· information on the achievements of pupils, teachers and other staff

· community links

It is important for the Governing Body to review the content of the Headteacher’s Report from time to time, and to ensure that the report continues to be a useful document, whilst at the same time ensuring that it does not become an unreasonable burden for the head.



	3.
	MEMBERSHIP AND TRAINING ISSUES

i) A reminder to notify Governor Services of changes to membership and roles on your Governing Body. 

Cliff George attended four of the five briefing sessions and introduced himself to clerks. He reminded everyone to use the Appointment and Resignation forms for membership changes, and informed clerks that he will be sending out the print out of Governing Body membership whenever there is a change, to ensure that information is kept up to date. He asked clerks to include email address wherever possible. 
Clifford.george@essex.gov.uk
01245 436008

ii) Refresher Training for Established Clerks – notification of 2 sessions this term

Tuesday 6 July 1.30 pm – 4.00 pm   Wickford Centre
Thursday 8 July 9.30 am – 12 noon  Holiday Inn, Eight Ash Green 

Session Objectives
The objectives of the course are:

· To refresh your knowledge and understanding of the roles and responsibilities of the Clerk to the Governors

· To review your minute writing skills, taking into account the demands of Ofsted and FMSiS 

· To consider how to clerk “statutory” meetings

· To discuss how to manage tricky situations and manage conflict

· To consider the support available to Clerks in Essex

Programme
Pre-course minute-writing exercise

· Welcome, introductions and domestics

· Revisiting the roles and responsibilities of the Clerk

· Activity 1 – Procedures and Advice quiz

· Activity 2 – Minute writing – establishing best practice

· The demands of FMSiS and Ofsted 

· Minuting statutory meetings

· Activity 3 -Tricky situations and managing conflict

· Support available for clerks 
If you would like to book a place please contact Kim on 01245 436374 01245 436374  or by email at schools-ld@essex.gov.uk
iii) Clerks Btec – information and notification of workshops starting April 2010

Great Baddow Centre – 7.00 pm – 9.00 pm

First session on Thursday 29 April 2010 and then approximately monthly

(27 May, 24 June, 23 September, 21 October) 

If anyone else wants to sign up they must do so IMMEDIATELY (Contact Sue Cunnington on 01245 436707)



	4.

i)

ii)

iii)

iv)

v)

vi)


	INFORMATION UPDATE
Essex Clerks Association Annual General Meeting on 31 March – thank you to those who attended and those who agreed to continue on the committee

Exec Committee members are:
Chair 


Pam Langmead

Vice-Chair  


Chris Orme

Communications Officer  
           Peter Bates

Secretary


Sue Julian-Ottie

Treasurer


Rosemary Waddell

West rep


Chris Kitchin

South rep


Tina Wing

Mid rep


Julia Harvey

North East reps

           Sandra Mullane and Sue Leek

Thurrock rep


Steve Islip
Southend rep

           Steve Marshall 

CHAIR’S REPORT   March 2009 – March 2010

Introduction

The Essex Clerks’ Association is now two years old and, in its second year has gone from strength to strength. 

Website

The website continues to be our easiest and most effective communications tool, and I have had many positive comments from headteachers and governors about the site, as well as clerks. Sue is working with Graeme Whippy, our site manager, to set up a database for the association, and we hope that will improve our record keeping and communication systems. 

 Briefing papers

In the last two years the ECA has produced ten briefing papers, a number of guidance documents and articles for the website. We have used the expertise of staff in the Local Authorities as well as the DCSF to ensure that we get our advice right, and I’d like to thank those colleagues for giving their time and knowledge generously. 

Clerks briefings 

The clerks briefings are now well established and are well attended by clerks across the county – we are now running five briefings each term. The evaluations that we see as a result of these sessions are entirely positive, and it is clear that clerks appreciate the opportunity to get together and update their knowledge on a regular basis. 

Support for clerks 

I believe that clerks across Essex do now feel better supported and continue to appreciate having their own association. I have certainly been asked for direct advice by many clerks over the year, as have other colleagues on the ECA, and a number of clerks have used the contact facility on the website to ask for advice. During the year we have worked in partnership with Governor Services who generously gave us £5,000 to support the work that we do. This money has been used to pay for the clerks’ briefings, the introduction of a training course for established clerks and the re-instatement of introductory/expectations meetings for new agency clerks. Over the next year we will continue to work on encouraging quality assurance, in partnership with the LA. The ECA is also helping to plan the clerks’ annual conference with Governor Services, and we will be paying for the closing speaker at that event. 
Thank you

I’d like to thank the Executive committee for their work and commitment to the ECA in the last two years. It has been fantastic to work with such dedicated, experienced and knowledgeable clerks. A particular thank you to Ann Russell, our treasurer until recently, who worked extremely hard to set up the accounts and manage the subscriptions, as well as keeping the books straight. 

In addition I want to thank colleagues in Essex and Thurrock governor services for their support and for working in partnership with the ECA in the last year. 

Pam Langmead

ECA Chair
ECA subscription

The annual subscription for 2010/11 will remain at £15 – schools will be invoiced in the second half of the summer term. Please encourage your schools to pay – we recognise that those schools who pay for an agency clerk may feel that they shouldn’t have to pay any extra, but please explain to them that the ECA is run by volunteers, and the £15 subscription is, in effect, a donation, which enables us to run the association and the website. But we never discourage schools and clerks from accessing the website and support from ECA, whether or not they are prepared to pay the subs – the ECA’s aim is to support ALL clerks and their governing bodies in Essex.
ECA guidance and briefing papers: Briefing paper No 10:  School Staffing Structure Changes and Redundancy – distributed at the meeting and on the website 

Clerks Handbook – update

This is currently being updated and should be available later in the term – probably to be distributed at the clerks conference on 17 June.

e-bulletin: March 2010

In his pre-budget report, the Schools Secretary, Ed Balls, announced real-term rises in funding, financial stability for schools, and a fairer system for school funding. Please see Investing for the future, protecting the front line:school funding 2010 – 13   for more information.
A new scheme will give schools in every local authority (LA) access to a school business manager to help make savings.
A revised School Admissions Code came into force on 10 February following consultation. The School Admissions Code ensures a fair and straightforward admissions system that promotes equity and fair access for all.  This Code, the School Admission Appeals Code and related legislation have statutory force which admission authorities, governing bodies, local authorities, admission forums, schools adjudicators and admission appeal panels must comply with.

Note – ECA briefing paper on Admissions coming soon

The Essex School Organisation Plan has now been published.

Breaking the link between special educational needs and low attainment outlines that high expectations and appropriate strategies for children with SEN can lead to better attainment. It highlights good practice already shown by schools and LAs and signals future policy direction.
The Essex Workload Agreement Consultation Group (WACG) - which consists of Local Authority and Union Representatives - is monitoring the work of the New Support Staff Negotiating Body (SSSNB) which has been given statutory responsibility to determine the future pay, terms and conditions of all support staff working in schools.

The summer term edition of the Essex School Governors’ Association (ESGA) newsletter will be the last paper copy of this publication.  Future editions will be hosted on the ESGA website.
Independent Safeguarding Authority (ISA) – update on the Vetting and Barring Scheme registration  http://www.isa-gov.org.uk
The ISA has been established to maintain a register of people who are suitable to work with children and/or vulnerable adults.  The Register constitutes a new improved, checking and monitoring scheme that aims to prevent unsuitable people working or volunteering with vulnerable groups. 

Registration will be required for everyone working in a school in a paid and voluntary capacity on a frequent (once a week or more) and/or intensive (4 days in one month or more or overnight) basis. School governors will be required to ISA register.  

Timescales

· with effect from 1 November 2010 it will be illegal for someone who is not ISA registered to start a new regulated activity (paid or voluntary) – ‘new activity’ being a post in a new school, not a change within an existing school. New Governors taking up office on or after 1 November 2010 will have to register. 

· existing staff/volunteers will register on a phased basis between April 2011 and March 2015. 

           Existing governors will register as and when they start a new term of office. 

Registration

ISA registration will take 7 working days.  Employers will verify a person’s registration status before they start in role. ISA registration is portable between employers and is for life unless a person de-registers or is barred.  It is illegal for anyone who is barred from ISA registration to apply for or work in a school and other relevant settings.  

Cost

ISA registration costs £64 (which includes the enhanced CRB check fee) plus an £18 admin fee.  The £64 is not payable in respect of volunteers including governors.  However, if volunteer moves into paid employment they will have to pay the registration fee.  Schools will need to decide if they will pay for new and existing staff’s ISA registration. 

CRBs

The government have committed to review the position but until then the current requirement for CRB checks will continue.

What next

· ISA Registration forms will be available in July and should be used from 12 July 2010.

· It is important to note that school governors will still need to declare that they are not disqualified from serving as a school governor under Schedule 6 of the Constitution Regulations. Clerks will be advised of the new procedures for self declaration and ISA registration in the summer term.

For more information visit the ISA website at www.isa-gov.org.uk
For support with staff registration: HR Schools Helpline 01245 436120

For support with governor registration: 01245 437599
Make sure you know what you are expected to do as the new vetting service is introduced in managed phases.

 From 2011
· Existing employees and volunteers with no CRB check must apply for ISA registration.

· Existing employees and volunteers with CRB checks will also need to apply for ISA registration, starting with staff whose CRB checks are the oldest.



	5.
	THE CARBON REDUCTION SCHEME 

Information about the new mandatory requirement for schools to record energy use.
Commencing April 2010, the Carbon Reduction Commitment Energy Efficiency Scheme (CRC) is a mandatory carbon emissions trading scheme for large public and private sector organisations in the UK. 

It is part of a package of measures within the Climate Change Act, which aims to save over 4 million tonnes of CO2 by 2020.

Part of the requirements of the CRC is to ensure energy use and emissions from schools are properly measured, managed and are to be included within the Local Authority’s CRC Footprint.
In accordance with the Department Energy & Climate Change guidance, all LA schools and colleges are to participate in the CRC by way of inclusion as part of their local CRC organisation 

Schools account for 56% of Essex County Council's portfolio; thus the actions in schools have a major impact on the ability of the Authority to reduce its impact on climate change. This has implications for the future lives of the pupils currently attending our schools.
Each School must assess their carbon footprint at the start of each phase and record and report consumption data to the LA. The need for schools to provide this information is mandatory and as with other CRC participants, all core sources will need to be included.
Schools should keep all of its energy bills together recording the number of KWh’s, litres or tonnes of fuel used monthly. This information should be collated to form a total consumption figure each year. These records will also help measure CO2 savings.

Schools participation in the carbon reduction commitment is an opportunity to work together for mutual benefit. 
The ECC Energy & Engineering Team can support schools to achieve greater efficiencies and reduce school energy bills utilising, Corporate energy procurement, Manual and automatic energy reporting tools, Supplier bill validation, Energy audits, Identification of new technologies and operational procedures, Feasibility studies for energy saving opportunities, Engineering expertise & guidance, Energy efficiency training.

The DSCF has produced useful guidance available through teachernet on CRC.

Further information and advice is available from the Energy & Engineering Team
The Energy Officer

matthew.flack@essex.gov.uk


	6.
	FINANCIAL MANAGEMENT STANDARDS IN SCHOOLS – ROUND 2 UPDATE 

The implications for you as clerk, and your schools and governors.

ECA Briefing paper No 11: FMSiS update – distributed at the meeting and on the website. 

FMSiS – What is Round 2?

· All schools that were assessed in the first round during 2007 are due to be assessed again in 2010 as part of the three year renewal requirement by the DCSF. 

· The first phase of Round 2 schools are due for assessment during May and December 2010, their assessments dates have already been booked.

Has FMSiS Changed?

· No, the Standard still remains, all 18 sections with sub sections.

· What has changed is the Essex FMSiS Accreditation Service’s approach to the assessment process following DCSF recommendations

Why has the process changed?

· DCSF listened to schools’ feedback and collated best practice from assessors across the country and commissioned a report by HEDRA

· New guidance on Round 2 is 32 pages long!!

· Recommends less burden for schools during the assessment process, a lighter touch with more face to face discussions, include elements of risk assessment and review of previous report’s recommendations to check they are embedded in the school

· Removal of latitude previously given, ie school development plans and forward financial planning and budgeting with associated links.

What is the new process? Applies to Essex FMSiS Accreditation Service only

· If chosen, dates are booked with the assessor for submission of “Key Documents” – see separate list. These replace the cross referenced portfolio previously required

· School submits “Key Documents” (see list); these are reviewed by the assessor alongside the school’s previous report’s recommendations and considers risk elements such as changes to key staff, i.e. finance officer, head teacher and 50% or more changes to governing body / finance committee

· A preliminary report is sent to the school 2 weeks later, highlighting areas for discussion and verification

· Depending on dates agreed, the school has up to 4 weeks to prepare for the assessment visit with the headteacher, finance officer and chair of governors or chair of finance committee present.

· After the visit, the assessor issues a detailed report with the outcome of the assessment within 3 weeks.

· The outcomes are:

· Met – The DCSF will be notified so that a certificate is sent to the school

· Conditional Pass – a narrow fail in one section. The Standard can be met if the school takes remedial action within 20 working days

· Not Met – the school will be re-scheduled for a complete re-assessment within 12 months.



	7.
	FINANCE MINUTE WRITING SESSION
A chance to share minutes and compare best practice with other clerks – please bring a set of Finance Minutes with you for comparison.   

How clerks can assist their schools with FMSiS
· Work with the Headteacher/ Finance Manager/ Chairs of Governing Body and Finance Committee to develop a plan to ensure all items that need to be covered during the year appear on agendas (see attached)

· Be aware that Financial Regulations, Best Value Statement and SIC require annual full Governing Body approval

· Ensure declaration of business interests and budget monitoring are standard agenda items

· Include virements, authorisation of expenditure above Headteacher’s limit and capital funding position update as standing agenda items to prompt the school to review whether there is anything to report since the last meeting

· Ensure that decisions and approvals are clearly worded

· Ensure that there is a transparent system for recording action points and demonstrating that they are being monitored- if an action has not been discharged by the following meeting it should be carried forward

· Ensure Governors are aware that evidence of acting as a ‘critical friend’ is required

· Ensure minutes convey the nature of discussion and challenge (verbatim recording is not expected or appropriate- use phrases such as ‘the Bursar answered a number of questions from Governors relating to balances on the Cost Centre Summary report’ or ‘after a lengthy discussion Governors approved the SIC’

· Avoid minutes that describe at length the information provided to Governors by the School and mention little about the response of Governors.  If Governors do not participate mention to the Chair after the meeting that this will be a problem for FMSiS so that they know they need to encourage this.

· Ensure the accurate titles of reports considered during the meeting are referred to in the minutes

· Ensure that the School is aware that Governors and staff with financial responsibility need to complete new Business Interest declarations each year

· If Governors review the benchmarking website interactively during the meeting, the minutes need to capture more of the detailed discussion as there is no printed report to provide evidence

· Encourage schools to provide reports with agendas rather than tabling at the meeting, as far as possible

Main areas for development in minutes / clerking

· Evidence of Governors acting as ‘critical friends’ not available from the minutes when they were

· Action points not apparent or no evidence of follow up

· Names of reports / papers circulated with agenda/ tabled not referred to in the minutes or are not clear

· Incomplete Business Interest registers

· Loose wording regarding agreed decisions or approvals

Some examples

· “It was AGREED that the audited School Fund Account for the financial year ended 31 March 2009 should be approved.”  

Was it approved?

· “Governors noted that the Finance Committee had reviewed the Financial Regulations and recommended them for approval by the Governing Body”’. 

The minutes did not state that the Governing Body had approved the Financial Regulations.

·  ‘There were no matters arising from the previous minutes’. There were a number of action points arising from the previous minutes including some where the Headteacher had been asked to investigate issues; there was no reference to these at any point in the subsequent minutes.
Model minutes on the ECA website and a list of agenda items that should be included on the finance agendas for the year. 


	8.
	ISSUES FOR FUTURE MEETINGS
See evaluation summary.


	9.
	DATES AND VENUES FOR MEETINGS AND EVENTS

Annual Clerks’ Conference Thursday 17 June 2010 Stock Brook Country Club
Autumn term 2010 Clerk briefings:

Colchester CDC  
Tuesday 7 September  
  10.00 am – 12 noon

Great Baddow CDC 
Thursday 9 September
  7.00 pm – 9.00 pm

Harlow CDC  

Friday 10 September  
  2.00 pm – 4.00 pm 

Great Baddow CDC 
Monday 13 September  
 10.00 am – 12 noon 
Wickford CDC          
Thursday 16 September  10.00 am – 12 noon

Dates of briefing meetings in the spring and summer term 2011 will be posted on the ECA website as soon as the venues are confirmed.


Clerks Briefing April 2010

