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Trinity
A set of three persons or things that form a unit.
The Leading Three: Clerk, Head and Chair in Partnership

Work in pairs or groups to consider the needs and skills of each member of the trio.

	As a CLERK I need the Head and Chair to:
The biggest challenge I face working in this threesome is:

The skills and attributes I bring to the group are:



	As a HEADTEACHER I need the Clerk to:

The biggest challenge I face working in this threesome is:

The skills and attributes I bring to the group are:



	As the CHAIR OF GOVERNORS I need the Clerk to:

The biggest challenge I face working in this threesome is:

The skills and attributes I bring to the group are:




Minutes Review – Do your minutes stand the test?

Governors require evidence of their discussions and decisions which can demonstrate to stakeholders and external bodies such as OfSTED evidence of leadership and good governance to support the school self evaluation (SEF) for the judgements made.  Financial Management Standards in Schools (FMSiS) have also placed responsibilities on the clerk and governing bodies for recording specific decisions.  Minutes would also have to be produced in a court of law if the governing body were to be challenged on any decisions.

Fulfilling these functions in one document is a demanding task and places an important and responsible role particularly on the clerk but also the governing body.
	Headings
	Yes 
	No

	Include name of School?
	
	

	Include title of meeting?
	
	

	Include date of meeting?
	
	

	Name of those attending – able to differentiate who were governors, associate members, the clerk or others in attendance?
	
	

	Are apologies together with any acceptance by the Governing Body recorded and absences without apologies recorded?
	
	

	Is timed attendance noted (if arrive late or leave early)?
	
	

	Statutory tasks
	
	

	Appointment of clerk, chair or vice chair
	
	

	Membership items, notice of vacancies, new members
	
	

	Annual review of committee structure and delegation (TOR)
	
	

	Any variations to the Instrument
	
	

	Governors opportunity to declare any personal interest
	
	

	Evidence of good governance
	
	

	Governors are made aware of the progress made by different groups/key stages/curriculum areas of within the school?
	
	

	Evidence of governors’ strategic role and understanding of the school’s strengths and weaknesses?
	
	

	Evidence of governors monitoring and evaluation and challenge of the senior leadership team (in a positive and constructive manner)?
	
	

	Governors’ acknowledgment of success of the school, staff and pupils?
	
	

	Governing bodies or committee involvement in formulating, promoting, monitoring and evaluating policies?
	
	

	Reports are presented to the governing body by both governors and the senior leadership team?
	
	

	Discussions and monitoring of the budget referenced to the strategic planning priorities?
	
	

	General
	
	

	Are acronyms given in full first time used?
	
	

	Are the minutes clear, written in plain English, unambiguous and easy to follow?
	
	

	Are any decisions clearly identified? 
	
	

	Are the actions points clearly identified?
	
	

	Are actions clearly assigned to individuals/groups and timescale recorded?
	
	

	Could a reader not on the governing body understand the business of the meeting?
	
	

	Can items be tracked from the agenda to the minutes and from meeting to meeting?
	
	

	Will minutes stand up to scrutiny in a court of law?
	
	

	Does the choice of font type, size and general formatting help governors access the information quickly?
	
	

	Has consideration been given to decide on items of confidentiality?
	
	

	Is the signature of the chair and date included at the end and all loose leaved pages initialled? 
	
	

	Are loose leave pages numbered (1 of 3, 2 of 3 etc)?
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EXPECTATIONS MEETING FOR A NEW CLERK

It is good practice for a new Clerk to meet with the Headteacher and Chair of Governors before s/he starts in a new position – even if that person is already working in the school in another role. This gives everyone a chance to discuss their expectations of the roles and to ensure a smooth introduction for the new Clerk. At the meeting the following areas should be covered:

	Matters to discuss and agree
	Discussed/

Procedure agreed

	Will the Clerk be covering committees as well as the Governing Body?

If so, which committees? 
	

	Procedures for agreeing the agenda:

Face to face meeting?

Exchange of draft by email/fax/post?

Who will produce the draft agenda for the Governing Body?

For committee meetings?

Agreed timescale for production of the agenda.
	

	Arrangements for copying and distributing the agenda:

Clerk sends this out at a pre-arranged date and time; or

Copied and despatched by school admin staff; or

Copied and sent out by clerk independently with costs for copying and postage claimed from school.
	

	How should the Clerk claim any appropriate out-of-pocket expenses (e.g. paper, envelopes, postage costs) or will the school provide stationary and postage?
	

	Procedures for approving and distributing the minutes:

Draft minutes to Chair and Headteacher?

Timescale for response to the Clerk.

Are minutes sent to all governors once approved or sent with next agenda?

	

	What can the Clerk expect from the school?

Required number of copies of Headteacher’s report ready by the agreed distribution date.

Required number of copies of committee minutes clerked by people other than the clerk ready by the agreed distribution date.

Required numbers of school-generated supporting papers ready by the agreed distribution date.

Contact numbers for Chair of Governors/Headteacher- including out of hours number(s).
	

	What the governing body/school can expect from the Clerk

· Draft agenda prepared by the agreed date (if applicable).

· Chair and Head consulted on draft.

· Clerk will ensure all governors will receive agenda and supporting papers at least seven clear days in advance of the meeting, and minutes after the meeting.

· The draft minutes will be sent to the Chair (and Head) within fifteen working days of a meeting.

· The Clerk will attend the meeting on time, take notes and offer support as required.

· Membership records and details will be kept up to date.

· Absent governors will be advised of the date of the next meeting (may be via the minutes).

· Minutes will be produced by the Clerk in accordance with the timescales agreed.

· The Clerk will discuss issues that arise in between meetings relating to the Governing Body with the Chair and/or Head.
	

	Location of governors’ minute book, papers and other information (see checklist on ECA website)
	

	Any other matters to discuss

e.g.

· Should an email group be set up for the Governing Body?

· Times of meetings.

· Who to contact at the school about administration.

· Policy schedule?
· Feedback and performance review?
	


Keeping up to date – useful websites and support

Essex Clerks’ Association

www.essexclerks.org
Essex Primary Headteachers’ Association
www.essexprimaryheads.co.uk 

Department for Education

http://www.education.gov.uk/

Ofsted 

http://www.ofsted.gov.uk/
Information Commissioner’s Office

http://www.ico.gov.uk/

Essex Schools’ infolink
https://schools.essex.gov.uk/Pages/EssexSchoolsInfolink.aspx
The Key for School Governors

https://schoolgovernors.thekeysupport.com/
National Governors’ Association

http://www.nga.org.uk/
If you break your neck, if you have nothing to eat, if your house is on fire, then you got a problem.  Everything else is inconvenience.  
Robert Fulghum
Ten Characters You'll Meet at a Governing Body Meeting

(with direct reference to an article by Craig Harrison)

In the Star Wars movie's famous bar scene you knew, by their appearance, what zany character was sitting beside you. Each character had a distinctive look. Yet, as a clerk starting with a governing body, you may have no idea about the group of characters who you’re working with.

That's because their normal outward appearances belie often troublesome behaviour. Want to learn more about the crazy cast of characters you're likely to encounter in your governing body meetings? Whether or not you're armed with a light sabre, you'll nevertheless be better equipped to do battle with these often-destructive forces who subvert meetings with their bothersome behaviour. Learn more about ten dysfunctional characters you'll meet in governing body meetings.
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Monopolizer

The Monopolizer thinks he or she is the only one with wisdom on various subjects at the meeting. The Monopolizer believes everyone else is there to hear him or her speak - and so they do - incessantly. They don't ever appreciate that meetings offer an opportunity to hear from many –particularly on a corporate governing body.

They prattle on and on, arrogantly acting as though their ideas or beliefs are inherently more important than those of other governors and staff. Sadly other people shy away from contributing, intimidated by the Monopolizer's stranglehold on the meeting.

When the Chair allows one governor to monopolize a meeting, it sends the message that their rudeness is sanctioned. The Chair, or even other governors, should indicate an interest in hearing from others in the meeting, to remind the Monopolizer that others can speak as well as listen.
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Tangent Talker

The Tangent Talker hijacks the topic of the group by taking discussions off on tangents - topics unrelated to the issue at hand. One minute you're on topic and the next minute you're in "left field" as your agenda topic has been taken on a tangent. This is particularly infuriating for the clerk!
Your Chair’s ability to recognize the tangent and refocus is essential to a productive meeting. "Let's remember to confine ourselves to the topic at hand" is a good way to get back on track. Alternately saying, "Let's try to avoid tangents" also labels such behaviour as contrary to the group's aims. As well, you can "park" extraneous items in a "parking lot" list where they're noted, if only to be addressed later.
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Devil's Advocate

Let's face it, there's a Devil's Advocate in every crowd and in most governing bodies, too. This person seems to relish taking the opposite tack. Whatever the argument being put forth, this person delights in taking an opposing view.
It's sport for them, an exercise in opposition. The more unpopular the stance the more exciting they find the challenge. Often this governor begins by saying "just for the sake of argument - I believe the opposite is true." While there is value in looking at issues from multiple points of view and to avoid group think, the Devil's Advocate applies their technique to every issue, every argument and every conversation.

Hold on to your agenda and get comfortable. This could take a while. A Chair of Governors can praise this person's ability to raise alternative issues. At the same time, the Chair must indicate its inappropriateness, given time parameters or previously agreed upon issues.
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Cynic 

The ultimate naysayer, the Cynic has a Masters degree in negativity. Adroit at using the phrase, "it won't work," they are skilled at deflating and defeating whatever motion is in motion. "Can't be done." "They'll never buy it." "We tried it once and it was a failure." Their motto: just say no.

Challenge cynical governors to think like the Devil's Advocate; suppose for a minute that the idea or project could work. Use a common conflict resolution tool and ask the Cynic to embrace the other side's point of view as if it were their own, and argue that side's position.
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Fence Sitter

Known for their paralysis by analysis, Fence Sitters are unable to make decisions. Despite being in a deliberative governing body, they are conflicted by multiple arguments, and can't "pull the trigger" when it's time to make a decision in a meeting.

They provide fodder for the Devil's Advocate, the Cynic, and other characters with their ambivalence. Whether they are afraid of being wrong, or of disagreeing with someone else, or just going on record, they are a meeting monster for their inability to move the action forward.

Try to cajole the Fence Sitter into action. Remind them that they have a vote and were invited to use it. Ask them their opinions on matters to draw them out and get them on record.
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Pandora's Box Opener

These meeting monsters just have to tackle issues that are emotional, touchy or are "hot buttons" for others in the meeting. In every governing body there are topics that are sure to strike a nerve, to provoke an emotional reaction or enter the group into a quagmire.
The Pandora's Box Openers lead the entire meeting into areas that provoke frustration, animosities, and often resentment too. Once this box is opened, it's hard to get the issues back into the box. Discussions of salaries, promotions or personal styles often stir up issues that hijack meetings. Even worse, some culprits reopen issues from earlier in the governing body meeting that have already been resolved.

The best cure: a firm "let's not go there" from the Chair. Other phrases like "let's cross that bridge when we get there" or "that's a hornets’ nest we don't need to disturb" labels certain subjects out of bounds for the business meeting
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Brown Noser

There could be a sycophant in many governing bodies. This governor is obsequious, bending over backwards to ingratiate himself or herself to the Head, the Chair or another power broker. They're so busy currying favour with others, they subvert whatever true feelings they have about issues.

This governor is seen by others to be in the pocket of the person to whom they're cow-towing. Ultimately they are seen for who they are and become predictable and not trusted. 

Try to elicit their ideas and preferences before asking others as a way of drawing them out.
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Attacker

As children these people were bullies. Some still haven't grown up. The Attacker deftly mixes negativity with personal attacks, challenging others' ideas with vigour. Without regard to hurting others' feelings, the Attacker uses a confrontational style to object to others' ideas and go against the flow. Sadly, sometimes they don't even realize they're attacking. 
A good Chair can refocus the Attacker to be positive, to remove the sting from their words and avoid an adversarial approach. All meeting participants are entitled to stop the meeting when attacked personally. Ad hominem attacks are attacks against one's person. People can criticize your actions or beliefs, but you don't have to tolerate attacks against who you are as a person.
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Joker

Don't let the Joker's good nature fool you, Jokers can be meeting monsters. Their constant joking has the effect of diminishing others' serious ideas or suggestions. Their infusion of humour can belittle others' motions and makes it difficult for some to be taken seriously.

There is a time and place for joking. While we all like a good laugh, constant joking disrupts a meeting and distracts attention from where it should be.

A Chair of Governors can designate several minutes at the start or middle of a business meeting specifically for humour. When it crops up elsewhere and is deemed disruptive, the Chair can remind people that the time for humour is passed or forthcoming, to control it.
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Robots

Yep, these meeting monsters are actually mobile phones, pagers, personal digital assistants (PDAs), and laptop computers. Each distracts their owner and others, too, as they intrude upon participants' attention spans during business meetings.
A good governing body will create ground rules or expectations for meetings, including turning off these gadgets at their outset. It's hard to compete with human distractions, let alone electronic ones as well.
As you can see, governing body meetings are full of characters. Study participant behaviour in meetings, including your own, to better understand your style of interaction. The character of your governing body meetings will surely be affected by the characters in your meeting. May the force be with you!
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Here are a few more characters you might be able to recognise:
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And finally, the Clerk!
Communication

Communication is a two way process. The dictionary definition gives us the key: 

“To convey one’s thoughts, feelings etc, successfully; to gain understanding or sympathy”    (Oxford dictionary)

To be an effective communicator therefore, we need to be able to both give and receive information.

Ways in which you might work on your skills for communicating with others


	Giving information

	Receiving information

	· Are you really clear about what you want to say and why you want to 

            say it?
	· Think about how well you listen to all the stakeholders- are you prepared to give them the appropriate amount of time?



	· Have you thought about testing your ideas with friends?

	· Is your body language receptive – do you make eye contact?

	· Are you creating the right environment in which to give your message/ the information?

	· Do you show others that you have listened and understood there point of view? Do you trust them?

	· Are you using vocabulary appropriate to your listeners?

	· Do you reflect back and summarise what you have heard?

	· Take time to think through a variety of responsibilities that your communication may generate and be prepared with some answers – anticipate conflict

	· Does your listening lead to actions where appropriate? Do you share ideas / expertise?

	· Are you conscious of the impact you are making?

	· Are you prepared to question after listening – in a positive manner?

	· Are you sure that you can be heard?

	· Do you interrupt? Is this helpful?

	· Consider the timing of your contributions/communication. Analyse occasions when you fail to succeed in making the point effectively 

	· Do you use accurate words to describe your feelings and express empathy?



	· Is your body language appropriate or do you have mannerisms that inhibit effective communication? – ask a friend to give you feedback

	· Are your feelings based on facts/evidence/ perceptions? – is this important to your understanding?

	· Think about how you use written communication to demonstrate that you understand the points of views of the stakeholders. Use examples to help you decided what makes your communication effective 

	· Would your understanding be improved by consulting more widely – are you prepared to negotiate a timescale for receiving further information?

	· Watch people who are good communicators. What techniques do they use that you might be prepared and able to adopt?
	· Try to use ‘open’ questions to explore the thoughts and feelings of the communicator 




Building and Sustaining Positive Relationships in the Workplace
by Gail Solish

Bottom of Form

It’s Monday morning and you’ve only been at the office for a couple of hours. The phone has not stopped ringing, you’ve barely made a dent in your emails, there is a project deadline looming, a team meeting to lead and your boss is concerned and hassling you about the project outcome. Does any of this sound familiar to you? Does it feel overwhelming?

The truth is that in order to be successful, productive and less stressed, you need positive, supportive relationships at work. Here are the 7 keys to developing them.

1. Foster a willingness to listen. 
Good listening skills are necessary in order to succeed in establishing good relationships with managers, colleagues, and employees. While talking less and listening more can be a challenge at times, it’s important to suspend your own needs and reactions in order "hear" what another person is saying.

2. Promote a willingness to work collaboratively
 Collaboration or "working together" is an extremely important team concept. This means noticing and responding to the comments and requests of others. Each member of the team has value and a role to plays o if one or two team members attempt to be "in charge" and view themselves as more valuable, the effectiveness of the whole team may be greatly reduced.

3. Endeavour to be respectful. 
The old adage "you catch more flies with honey than vinegar" holds true. Showing respect to others, even if they are unpleasant and rude, exhibits a strong sense of self.

4. Respond in a timely fashion. 
Evaluate how timely you are in responding to others. Remember, your response may affect decisions or someone else’s ability to complete projects. When you let someone know you have received their message but don’t have the data they require, at least they know you aren’t ignoring them. Often much time, energy and frustration is expended because people don’t acknowledge a message or request.

5. Find a mentor. 
A mentor understands the company culture, how decisions are made and office protocol. Your mentor is willing to answer your questions, share their wisdom and challenge you. Developing a relationship with a mentor can help you transition into a company, a new department or a different job. Having a mentor can help you manage and thrive in a competitive environment.

6. Eliminate the negativity. 
Examine your behaviour to be sure that you’re not a chronic complainer who never has anything positive to say, the boss who yells at employees under the guise of motivating them, or the person who always blames others for their problems. You’ll also want to limit contact with these toxic influences as much as possible.

7. Surround yourself with supportive people. 
People who value, encourage and support you are invaluable both in the workplace and in your personal life. They help you problem solve and deal with the challenges you encounter. They encourage you even while asking tough questions. They don’t always agree with you but rather are with you through "thick and thin". Identify the supportive people in your life and let them know how much you appreciate them.

Evaluate your work environment and ask yourself: What kind of relationships do I want and need?
Copyright © 2005 by Gail Solish. All rights reserved.
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