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Shadowing Experienced Clerks           

The Essex Clerks’ Association recognises that new clerks may find it helpful and informative to shadow more experienced colleagues when starting out as a new clerk. This might include attending a Governing Body meeting and having the chance to observe and discuss the agenda, procedures at the meeting and the resulting minutes. Additionally, even more experienced clerks might find it helpful to shadow a colleague at a “statutory” hearing, focusing on a pupil discipline matter or an admissions appeal, for example.

The members of the ECA Executive committee, in partnership with ECC Governor Services, are offering new or interested clerks the chance to shadow a meeting. The following memorandum of understanding has been developed to ensure that this service is beneficial to all and that proper procedures and protocols are observed.

If a clerk would like to shadow a meeting s/he should:

· Decide what kind of meeting they want to observe;

· Have a look at the profiles of the Executive Committee on the ECA website to find out about the clerks who are offering this opportunity;

· Contact Pam Langmead (Shadow Coordinator), at langmead@tesco.net, to discuss their needs and where they are based in the county.
The Shadow Coordinator will:

· Discuss the clerk’s needs and then contact a suitable clerk from the Executive Committee. 

The identified ECA Clerk will:

· Contact the individual to arrange a suitable meeting for them to attend. Care will be taken to ensure that there is no conflict of interest with the governing body (for example, not from a nearby school, or a parent of a child at the school, to allay any concerns about confidentially);

· Contact a governing body to arrange for the new clerk to attend a meeting, and seek written permission from the Chair of Governors and the Headteacher (see agreement below);
· In the case of a “statutory” hearing will contact all the relevant parties, including the Chair of the Committee, the Headteacher, the Local Authority representatives from Behaviour Support or Human Resources, the parent/ member of staff and their representatives to ensure that all have given permission for an observing clerk to attend the meeting;

· Discuss the agenda for the meeting beforehand with the visiting clerk;

· Greet the observing clerk on arrival, introduce them to the meeting and explain why they are there;

· Discuss the meeting afterwards with the observing clerk, and share their notes for the meeting;

· Forward the minutes of the meeting to the observing clerk when they are available, and have a further discussion with the observing clerk if required.
The observing clerk will:

· Be aware that s/he will not be paid or receive expenses for this session, but will be able to take part this opportunity for self-development for no fee;
· Liaise with the identified ECA Clerk to arrange a suitable date for a meeting that they can shadow;

· Attend the arranged meeting as an observer;

· Maintain absolute confidentiality at all times (before, during and after the meeting) and will leave a meeting if there is a conflict of interest at any time, or if s/he is requested to do so;
· Destroy the minutes of a statutory meeting after discussion with the ECA Clerk. 

Agreement of the Governing Body (governing body meetings):
We agree to allow ………………………………………………. to attend the 

…………………………………meeting as an observer on ……………..…………

to support his/her development as a clerk, on the understanding that s/he maintains absolute confidentiality at all times (before, during and after the meeting) and will leave a meeting if there is a conflict of interest at any time, or if s/he is requested to do so.

Agreed by (name of governing body) 
……………………………Visiting Clerk           ……………………date

Agreement of the panel for statutory meetings 

We agree to allow ………………………………………………. to attend the 

…………………………………meeting as an observer on ……………..…………

to support his/her development as a clerk, on the understanding that s/he maintains absolute confidentiality at all times (before, during and after the meeting) and will leave a meeting if there is a conflict of interest at any time, or if s/he is requested to do so.

We agree that s/he should be able to observe and discuss the procedures and minutes of the meeting with the Clerk, for developmental purposes only, but will not retain a copy of these minutes.

Agreed by (name of governing body) 
And if required: 
……………………………Chair of Panel          ……………………date 

……………………………Headteacher            ……………………date 

……………………………Local Authority representative

……………………………Position                     ……………………date 

Verbal agreement from the parent/carer/member of staff/representative (delete as appropriate) obtained by: 

……………………………Chair of Panel          ……………………date 
……………………………Visiting Clerk           ……………………date
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