
Minutes of the Essex Clerks’ Association 

Executive Committee Meeting 
25 April 2008, 11.10am, Wentworth Primary School, Maldon
Present:
Karen Harris; John Hunter; Stephen Islip; Sue Julian-Ottie; Christine Kitchin; Pam Langmead (Chair); Steve Marshall; Chris Orme; Ann Russell; 
1. Apologies
Apologies were accepted from Tina Wing. Anne Taylor was absent. 
2. Minutes of the Annual General Meeting (AGM) 
The minutes of the AGM (13 March 2008) were accepted as an accurate record. Minutes to be approved at the next AGM.
3. Matters arising
It was noted that at the AGM it had been agreed that the Executive Committee should consider the role of independent schools and academies within the Essex Clerks’ Association (ECA). The Committee agreed that this should be undertaken in the Autumn Term 2008 once the ECA had been fully established (ACTION: All). 
4. Termly meetings of the Association

ECA meetings

a. Pam reported that Essex Governor Services had offered the ECA the use of the Clerks’ Section of the Communication Meetings as the venue for its meetings that term (and possibly for future meetings). This would be of half an hour’s duration. It was noted that Essex Governor Services were undergoing significant re-structuring. The Committee discussed whether the Communication Meetings would be an appropriate venue. It was agreed that the ECA should use the Communication Meetings for that term as it would offer a good opportunity to promote the Association and would not incur any cost. The Committee was concerned that the Clerks’ Section of the Communication Meetings might be too short for future meetings. 
b. It was agreed that the following members of the Executive Committee would conduct the ECA meetings for that term:
i. Wickford

5 June 2008, 7pm

Pam Langmead
ii. Colchester
11 June 2008, 7pm

Ann Russell *
iii. Great Baddow
17 June 2008, 7pm

Chris Orme, Sue Julian-Ottie
iv. Harlow

8 July 2008, 10am

Chris K and Steve Marshall  and 
*(Pam to ask Anne Taylor if she would like to conduct that meeting with Ann) (ACTION: Pam Langmead).

(ACTION: Pam Langmead; Ann Russell; Chris Orme; Sue Julian-Ottie; Chris Kitchin; Steve Marshall).
c. The Committee discussed the format and content of ECA meetings. It was agreed that at the forthcoming Communications Meetings, Executive Committee members should provide delegates with a progress report and use the first ECA Briefing Paper on Financial Management Standard in Schools (FMSiS) as the discussion point. The following should be made available at the Communication Meetings and at the Clerks’ Conference (19 June 2008): letter requesting subscription to the ECA with accompanying invoice; clerks’ details form; list of ECA Clerks on database; ECA first Briefing Paper. It was noted that, if asked at the meetings, Executive Committee members could confirm that clerks could pay the ECA membership fee themselves if their schools were unwilling to do so.
Briefing Papers
d. The Committee discussed the two draft ECA Briefing Papers (tabled). Pam explained that the FMSiS Briefing Paper had been verified by Essex Local Authority (LA)’s Finance Team. The Committee discussed using the LA to check Briefing Papers. It was agreed that a formal agreement should be negotiated with the LA for this service. The Committee agreed that the ECA should also seek to have Briefing Papers verified by Southend and Thurrock Local Authorities and, when necessary,  the Department of Children, Schools and Families (DCSF). It was agreed that Pam would ask a Controls Assurance Officer to endorse the FMSiS Paper (ACTION: Pam Langmead). It was agreed that the Community Cohesion Briefing Paper should cite the Audit document on the DCSF website if available (ACTION: Pam Langmead).
e. Briefing Papers would be written by Executive Committee members and others. It was agreed that the Executive Committee should review all Briefing Papers. Committee members to suggest topics for Briefing Papers and volunteer to write Papers (ACTION: All).
f. It was agreed that each Briefing Paper should incorporate the following:
i. Disclaimer 
ii. Metadata: Essex Clerks’ Association; month/year created.
iii. Further sources of information citations.
iv. Copyright details (ie granting users permission to circulate paper). 
Pam to implement above changes to the draft Briefing Papers (ACTION: Pam Langmead) and e-mail to the Committee for comments (ACTION: All). It was agreed that the Briefing Papers would be circulated to ECA members by e-mail and on the ECA website. The first Briefing Paper would be sent to Head Teachers with the subscription letter. The Committee agreed that ECA meetings would give members an opportunity to discuss and raise questions about the topics covered in the Briefing Papers.
g. The Committee discussed the need for public liability for the Association. It was agreed that Ann should investigate public liability insurance (ACTION: Ann Russell). This would be discussed at the next Executive Committee meeting (ACTION: All).
Subscription letter

h. The Committee discussed who should be the recipients of the draft letter requesting subscription to the ECA. In view of the need to keep costs to a minimum, it was agreed that it should be sent in hard copy to Head Teachers and e-mailed to Clerks. 
i. The Committee discussed the wording of the letter and agreed that Pam should implement the following changes (ACTION: Pam Langmead) and e-mail to the Executive Committee for comments (ACTION: All): 
i. ‘A regular briefing paper on topical subject...’ should be amended to be in the plural.
ii. The support and endorsement of the following organizations should be incorporated: Essex School Governors Association (ESGA); Southend Primary Heads Association; Southend Secondary Heads Association; Southend Local Authority and the Association of Special Education Senior Managers in Essex (ASESME). Steve to seek endorsement of ECA from Southend Local Authority (Deborah Lennen-Wood - Southend Governor Support Manager) and Southend Secondary Heads Association before 16th May 2008 (ACTION: Steve Marshall). Pam to negotiate ASESME’s endorsement before 16th May 2008 (ACTION: Pam Langmead). It was noted that the ECA should also seek to obtain the support of special schools in Southend and Thurrock. 
iii. The form for Clerks’ details should be on a separate sheet of paper.
iv. The letter should request schools to return the invoice by the end of the Summer term 2008.
v. Logo to be altered. Pam to distribute amended logo to Executive Committee for comments (ACTION: All).
j. 
The Committee approved the invoice accompanying the letter. It was agreed that Ann should distribute the letter (accompanied by the invoice; form for Clerks’ details and ECA Briefing Paper number 1) on 16th May 2008 (ACTION: Ann Russell). Sue to e-mail it to Clerks on the ECA database (ACTION: Sue Julian-Ottie).  Pam to provide Ann with the database containing contact details of Head Teachers of all Essex schools (ACTION: Pam Langmead). It was agreed that Ann should issue a reminder to those schools who had not subscribed (date to be decided) (ACTION: Ann Russell). Steve Islip reported that Peter Bates (Thurrock Council’s Education Officer for Governor Development) would be prepared to distribute the letter to Thurrock schools on behalf of ECA. Steve Marshall to ask Deborah Lennen-Wood if the ECA could use their database of contact details for Head Teachers in Southend (ACTION: Steve Marshall).
5. Constitution
Pam reported that she had implemented the agreed amendments to the ECA‘s Constitution and this had been distributed to members. No other changes had been suggested.
6. Funding
a. Pam reported that the Essex Primary Heads’ Association (EPHA) and the Association of Secondary Head Teachers in Essex and Partners Collaboration (APC) were very supportive of the ECA. EPHA had given Pam permission to speak about ECA at their four area Head Teachers meetings. The ECA had been mentioned on the EPHA website. Pam to ask EPHA for financial assistance at the next EPHA Executive Committee meeting (ACTION: Pam Langmead). Pam to also approach APC and ASESME for financial assistance (ACTION: Pam Langmead). John Hunter to approach ESGA for financial assistance (ACTION: John Hunter).
b. Steve Islip reported that Thurrock was very supportive of ECA and would offer use of its venues. Steve had mentioned the ECA at the last Thurrock Clerks’ Briefing session.
c. Ann reported on her investigation into suitable banking for the ECA. She recommended that the ECA should open a current account with Lloyds TSB. This would not incur any charges. This was discussed and approved by the Executive Committee. Ann to implement (ACTION: Ann Russell).Cheques would require two signatures. It was agreed that the following members of the Committee would be authorized to sign cheques: Pam Langmead; Ann Russell; Chris Orme. Pam to ask Anne Taylor if she would be prepared to assume this role as well (ACTION: Pam Langmead). Those members to supply specimen signatures (ACTION: Pam Langmead; Ann Russell; Chris Orme). 
d. The Committee discussed and agreed that expenses for photocopying, stationery and postage should be met for the Executive Committee (if/when the budget permitted). It was agreed that members should keep a record of mileage expenses and the Committee would discuss whether this should be met at a future meeting (ACTION: All). It was agreed that Committee members would submit expenses claims to Ann at the next Executive Committee meeting (ACTION: All).
e. The Committee expressed its appreciation to Ann Russell’s Head Teacher for the use of her time as Treasurer of the ECA. It was noted that in the future the Committee would need to consider whether it could pay for Ann’s time (ACTION: All). Ann to monitor the amount of time spent as ECA Treasurer (ACTION: Ann Russell). 
7. Website
a. Chris Kitchin recommended that the ECA should commission Meercat to create its website. The estimated costs for creation would be £350 plus VAT plus £8 per month for hosting. The Executive Committee agreed in principle and requested Chris to obtain a quotation (ACTION: Chris Kitchin).
b. The Committee discussed the website specification. It was agreed that the website should incorporate a contacts page (with the contact being the Secretary); a links page and the facility to upload documents in Microsoft Word, Excel and Adobe PDF formats. The look of the ECA website should be similar to that of EPHA. Chris to discuss the specification with Meercat (ACTION: Chris Kitchin).
c. The Committee discussed domain names. It was noted that the cost could be between £60 - £100. It was agreed that, if possible, the domain name should be www.essexclerks.co.uk. Chris to discuss with Meercat (ACTION: Chris Kitchin). 
8. Communication and Information

a. Pam reported that the ECA had not been granted a slot at the Essex Governors Services’ Clerks’ Conference (June 2008) but would be allowed to establish a stall in the trade hall at lunch time. It was agreed that John would have an ECA banner created (ACTION: John Hunter). Chris Orme to create some ECA business cards and e-mail to the Committee for comments (ACTION: Chris Orme; All).
b. It was agreed that Pam would discuss ECA with Gary Lowen and Phil Revell (speakers at the Clerks’ Conference) to raise their awareness of the Association (ACTION: Pam Langmead). It was agreed that Pam and Chris Kitchin would discuss the ECA during their workshop session on Clerks’ BTEC (ACTION: Pam Langmead; Chris Kitchin).
9. Any other business

Due to time restraints the Committee was unable to discuss whether ESGA should have a member on the ECA Executive Committee. To be discussed at the next Executive Committee meeting (ACTION: All).
10. Date and Time of next meeting

a. See 4.b for times and venues of the next ECA general meetings (ACTION: All).
b. It was agreed that the next Executive Committee meeting would be on 8th July 2008, 2pm, Chelmsford. After the meeting the venue was confirmed as The Bishops Church of England and Catholic Primary School, Beardsley Drive, North Springfield, Chelmsford, Essex, CM1 6ZQ (telephone 01245 460107) (ACTION: All). Sue to distribute Executive Committee members’ telephone numbers and e-mail addresses to Committee members (ACTION: Sue Julian-Ottie).
c. The Committee agreed that the agenda for the next Executive Committee meeting would be determined after the Communications Meetings (ACTION: All).
(The meeting ended at 1.10pm).
Summary of decisions
· To use Essex Governor Services’ Clerks’ Section of the Communication Meetings for the venue of the ECA meetings that term (see 4.a). 
· Clerks could pay ECA membership fees themselves if schools unwilling to do so (see 4.c).

· ECA should seek a formal agreement with Essex Local Authority that the latter would check ECA Briefing Papers (see 4.d).

· Executive Committee to review all Briefing Papers (see 4.e).

· ECA Briefing Papers to be circulated by e-mail and ECA website (see 4.f).

· Subscription letter to be sent to Head Teachers (and e-mailed to Clerks) (see 4.g).

· ECA would establish a bank account with Lloyds TSB. 4 Executive Committee members to be authorized to sign cheques (see 6.c).

· Executive Committee members’ expenses for photocopying, stationery and postage would be met (see 6.d).

· Executive Committee would consider payment for mileage and Treasurer’s time at a future meeting (see 6.d).

Summary of Action Points
All
· To consider the role of independent schools and academies within the ECA in the Autumn Term 2008 Exec Comm meeting (see 3.b).
· To suggest topics for Briefing Papers & volunteer to write (see 4.e).
· To comment on changes to Briefing Papers (see 4.f).
· To discuss public liability insurance at next Exec Comm meeting (see 4.g).
· To comment on changes to subscription letter (see 4.i).
· To comment on amended logo (see 4.i.vi).
· To record mileage expenses & discuss payment at a future meeting (see 6.d).
· To submit expenses claims to Ann at next Exec Comm meeting (see 6.d).
· To consider paying Treasurer’s time at a future meeting (see 6.d).
· To comment on ECA business cards (see 8.a).
· To discuss whether ESGA should have a member on ECA Exec Comm at next meeting (see 9).
· To attend ECA general meeting(s) (see 4.b & 10.a).
· To attend next Exec Comm meeting, 8th July 2008, 2pm, The Bishops CE and Catholic Primary School, Chelmsford (see 10.b).
· To agree Exec Comm meeting agenda after Communications Meetings (see 10.c).
John Hunter

· To approach ESGA for financial assistance (see 6.a).
· To have ECA banner created (see 8.a).
Sue Julian-Ottie

· To conduct ECA meeting at Great Baddow (see 4.b.iii).

· To e-mail ECA subscription letter to members on 16th May 2008 (see 4.j).

· To distribute Exec Comm members’ telephone nos & e-mail addresses to Comm (see 10.b).

Chris Kitchin

· To conduct ECA meeting at Harlow (see 4.b.iv).

· To obtain quotation for ECA website from Meercat (see 7.a).
· To discuss website specification and domain name with Meercat (see 7.b & 7.c).
· To discuss ECA during Clerks’ BTEC workshop (see 8.b).
Pam Langmead
· To conduct ECA meeting at Wickford (see 4.b.i).

· To ask Anne Taylor to conduct ECA meeting at Colchester (see 4.b.ii).
· To ask a Controls Assurance Officer to endorse FMSiS Paper (see 4.d).
· To cite DCSF Audit document on Community Cohesion Briefing Paper (see 4.d).
· To implement agreed changes to draft Briefing Papers & e-mail to Comm (see 4.f).
· To implement agreed changes to the subscription letter & e-mail to Comm (see 4.i).
· To negotiate ASESME’s endorsement of ECA before 16th May 2008 (see 4.i.iii).
· To ask EPHA for financial assistant at their next Exec Comm meeting (see 6.a).
· To approach APC and ASESME for financial assistance (see 6.a).
· To ask Anne Taylor if she would sign cheques (see 6.c).
·  To supply specimen signature for bank account (see 6.c).
· To discuss ECA with Gary Lowen and Phil Revell (see 8.b).
· To discuss ECA during Clerks’ BTEC workshop (see 8.b).
Steve Marshall
· To conduct ECA meeting at Harlow (see 4.b.iv).

· To seek endorsement of ECA from Southend LA and Southend Secondary Heads Association before 16th May 2008 (see 4.i.iii).
· To ask Deborah Lennen-Wood for use of Southend database with contact details for Head Teachers (see 4.j).

Chris Orme

· To conduct ECA meeting at Great Baddow (see 4.b.iii).

· To supply specimen signature for bank account (see 6.c).
· To create ECA business cards & e-mail to Exec Comm (see 8.a).
Ann Russell

· To conduct ECA meeting at Colchester (see 4.b.ii).

· To investigate public liability insurance for next Exec Comm meeting (see 4.g).

· To distribute ECA subscription letter on 16th May 2008 (see 4.j).

· To open ECA current account with Lloyds TSB (see 6.c).

· To supply specimen signature for bank account (see 6.c).

· To monitor time spent as ECA Treasurer (see 6.d).
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