
Welcome to our fourth edition of the Clerks Chronicle

and the first for this academic year - what a journey

we 've had in the few short weeks we 've been back !

On the 3rd September , we held our very first NASCC

Conference for Clerks and with more than 800

registrations , we had almost 600 clerks attending the

live event which was sponsored by our friends at

GovernorHub . The replay and all presentations are still

available on our website so do check it out if you missed

it .

A month later (1st October) we launched our new online

membership service . Whilst this Newsletter will remain

FREE and available for all clerks/governance

professionals (and governors too), the NASCC website has

reports , examples and templates for your use in your

regular practice . Our content is being regularly updated

and we even take requests , so if there 's something you

need that isn 't there - drop us a line and we 'll do our

best to provide it for the benefit of all members .

Within this Newsletter we outline some of the

Masterclasses we have coming up for members too

which will focus on your professional development and

the challenges/rewards of being a professional clerk .

Finally , Christmas isn 't that far away and there are many

meetings and work to be done this term , so keep your

head up and do let us know if we can help in any way -

NASCC is here for you . 

Welcome Back!
by Sharon Warmington | Founder and Clerk
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A summary of information and news for the Autumn Term 

AutumnTerm - News Round-Up

You'll be aware no doubt that there are a
bank of new NLGs working in the
sector, however, if your Governing Body
is looking for a wealth of knowledge,
experience and free support, get in touch
with our very own Fee Stagg or any
member of IGovS (Independent
Governor Support). CLICK HERE.
Working virtually means that IGovS can
support chairs, governors, trustees,
heads, CEO and clerks wherever they
are based.

Keep up-to-date with covid news and
ensure governors are monitoring the
school's use of the catch-up premium.

Check that your Safeguarding Policy has
been updated to reflect changes since
September 2021 and that governors/
trustees have read the new Keeping
Children Safe in Education 2021. 

Ensure safeguarding is on your agenda
and that the discussion/questions include
what the organisation is doing to tackle
sexual harassment and abuse. This area
in particular is a focus for Ofsted.

Approve the School Improvement Plan
and ensure costs are linked to the
budget.

Don't forget your Pupil Premium (and
Sports Premium for primary schools)
reports for last year are presented to
governors. Also the PP/SP plans for
this academic year should be discussed
too.

GENERAL NEWS/UPDATES

With the winter months approaching

and covid outbreaks increasing, ensure

your governors are aware of which

meetings are virtual and which ones are

in-person. Be ready to make a last-

minute switch if needed. NASCC advise

that you create your online meeting

links in advance, even if it's in-person

just in case a governor needs to join

virtually at the last minute.

Check the terms of office for all

governors and prepare a Governance

Report that includes anything you need

to do that requires governor input ie

declarations, skills audit, code of

conduct etc. NASCC Members will have  

access to a sample Governance Report

after half-term.

WHAT CLERKS CAN DO THIS TERM
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Don’t
minute
that! Be respectful in the minutes even if

someone in the meeting isn’t being
nice – there is a time and place to
challenge rudeness and the minutes is
not the place. One would hope that the
chair tackles this behaviour head on.

If only we were given £5 for every time
someone said "don’t minute that"…we’d be
rich. Well, not quite but you get the
picture!

It is really important that trustees,
governors and headteachers/principals or
CEO's are able to ruminate out loud in a
safe space, but what do we need to do as
clerks when someone says ‘don’t minute
that’? 

This is an interesting question and one
which is worthy of more than a short article
so we will return to it at some point in the
future. In the meantime here’s a ‘starter for
10’ on Don’t Minute That.
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Don’t name names – there is no need to list who asked what. Governance is a
corporate responsibility after all. If only one or two governors are actually asking
questions what does highlighting this in the minutes prove? It merely signposts
reviewers to the fact that only two people are asking questions. 

Jot down a few key words. When someone says don’t minute this, what they
say might actually need minuting so it’s a good idea to jot down a few of the
themes, issues and key words so if you do need to write up the conversation,
you can do so without having to remember the whole conversation. If someone
challenges you about this, explain why.

Listen without comment. This is really hard. Sometimes clerks have to wear a
‘poker face’ – however there is power in a raised eyebrow! 

Have the confidence to ask someone to repeat what they just said (with respect
obviously) so that the minutes are accurate – they may want to rephrase the
question or comment for clarity. 

It is really important that your minutes are neutral in terms of the vocabulary
used – if someone huffed out of the meeting and slammed the door behind
them (yes, it does happen) then make sure you record the time the person left
in the minutes and leave it at that. 

Remember our key skills are listening, paraphrasing and the ability to
summarise complex conversations, heated debates and difficult decisions in an
impartial manner. A ‘brief discussion took place’ may feel like the easy answer
but will only lead to more questions! 

And finally does anyone ever say to the clerk ‘you can start minuting again
now?!’ We live in hope…

by Fee Stagg
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... and the Head
refuses to attend?!!

Exclusion Panel...

As a Clerk I really do enjoy my role…...well
most of the time! But how on earth am I
supposed to react when asked to Clerk a
Governors Student Disciplinary Panel (SDP),
when the Head refuses to attend?

My first notification was via email from a
Chair of Governors who was known to me
and they were asking on behalf of a school
that I don’t know or provide clerking services
for.

They said that the student had been excluded
and therefore an SDP needed to be arranged
as soon as possible (within the 15 days legal
requirement). 

I was somewhat shocked to be asked the
following question … “Does the Head need to
be there?”

Dear Clerks' Chronicle

WHAT? I thought. That’s a ridiculous question.

“Er, yes the Head needs to be there because it's only a Head that has the authority to exclude a
student and they must be present at the Panel to present the case for the school”.

I couldn’t even believe I was having to explain this and was frantically searching my brain to
locate any past knowledge of a Head not being present at an exclusion hearing.

Anyway, on speaking to the Chair, in a confidential telephone call, I actually found out that the
Head had reported being threatened by the parent and worse still, the parent had threatened
the Head’s family. Truth be known, I didn’t want to be at the SDP myself after hearing that as I
was just the ‘stand in’ Clerk for the process.

My question is, what’s the best course of action in this situation?

Does the Head really need to be there?”
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1

2

This is a very difficult
situation and not one that we
come across very often. It is
our understanding that the
Head must attend the Panel
but you could deal with the
situation differently to
manage any potential threat.

The Head must be there to present the case

for the school and be questioned, however,

they can be supported by his/her colleagues

(ie Deputy Head Teacher, Pastoral Lead etc).

This would minimise the emotional ‘energy’

within the room and the process. Where

possible, delay the meeting to the later part

of the required 15 days to allow 'tempers' to

calm down.

There is no rule that says the Student

Disciplinary Panel needs to take place on the

school premises the child attends. Of course

we have the option of virtual meetings now

but if you want it to be face-to-face,

consider holding it in another local school or

a neutral location if its part of an academy

trust.  

S U P P O R T

L O C A T I O N

3

4

5

C O M P O S I T I O N

P O S I T I O N I N G

F O L L O W  T H E  P R O C E S S

 Avoid using any of the school’s Parent

Governors to sit on the SDP in case of

repercussions for their children (or

themselves). Obviously Staff Governors cannot

be involved either. Above all, ensure that the

parent(s) actions do not impact the decision

or process in relation to the child. Exclusions

can only take place or be upheld based on the

actions of the child and evidence in that

regard.

 

 At the SDP try to organise the seating plan so

that the parent(s) do not sit between the

Panel or school reps and the door, to ensure a

safe exit if necessary. As Clerk, and especially

if you are feeling uncomfortable, see if you

can enlist additional security by organising to

have a walkie talkie on hand to summon

security if needed!

 

 Finally, be the professional that you know you

are and think through the logistics of how you

can ensure the SDP process is followed to

avoid any unnecessary cause for an appeal,.

Clerks'
Chronicle
Response
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BECOMING AN
INDEPENDENT
CLERK  

Employed or self-employed,
sole trader or private
company, many governance
professionals work
independently of the
organisation they support
and this Masterclass (22nd
November 2021) will explore
the different avenues
available to you.

If you're a sole-trader and
thinking about forming a
private company to manage
your clerking services, then
this event is for you.

Even if you're currently
employed and just thinking
about becoming self-
employed, this session could
help you to answer some of
the questions you've been
asking yourself.

However, if you're running
your private company and
are thinking about expanding
or just want to make sure you
are doing all that you need to
do, then we're sure you'll find
this session useful too.

Book via the Members Area
of the NASCC website and if
you're not yet a NASCC
Member, you can join in time
to attend this event.

This online webinar series of 12 bite-sized
modules will explore and provide guidance
on Effective Minute Taking Skills with the
primary aim of increasing your confidence,
not just for scrutiny of your minutes, but as
part of your professional development as a
Clerk.

With workbooks, case studies and other
bespoke tailored resources, this series
(designed by a professional Clerk, for
professional Clerks) includes:

Your Role in Meetings: You’ll identify the
steps of a meeting cycle, clarify the roles of
the Chair and the Clerk to ensure that you
really understand the responsibilities that
come with your role.

Your Meeting Behaviour: This section
highlights poor minute taking procedures 

was £199

£29

With meetings being held online and more
governors getting used to the digital space,
NASCC thinks it's time to make life even easier
for them. The meeting papers tend to be sent in
batches but they don't always flow in the
intended order - governors may not know which
order the papers are in because the file name
and agenda item don't always match. With this in
mind our 14th December Masterclass will focus
on using canva and pdf merging (which are both
free) to create meeting packs to die for. Register
in the NASCC Members Area.

PROFESSIONAL DEVELOPMENT

MEETNG PACKS

CPD >CPD >

EFFECTIVE MINUTE TAKING

COURSE >

C L E R K S '  C H R O N I C L E

and bad practice, so you can see how not to
do it; as well as identifying the best practice
approach, so you can integrate these into
your ways of working.

Agenda and Writing Minutes: Creating an
agenda and identifying a variety of styles for
writing minutes, will ensure you have a suite
of options to choose from that can be used
as and when you have different
requirements, ie GB meetings, Exclusion
Panels, Grievance Hearings etc.

Minute Taking Practice: The practical
exercises will help you to develop an
effective minute taking style, and possibly
adopt more modern ways of working, such
as taking minutes from videos of meetings
or straight onto a laptop/tablet.
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I have delayed my travel
today to stay with my 94 year

old mother to attend this
Conference - and I'm glad I

did! Thank you for all the
work that has gone into this.

Really enjoyable as well as
informative and encouraging.
(For future discussions, I'd be
very interested in how Clerks

are dealing with hybrid
online/F2F meetings.) Again,

thanks to everyone.

A T T E N D E E  C O N F E R E N C E
F E E D B A C K
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N A S C C  C o n f e r e n c e  S u m m a r y

T H E  C H A T  B O X

A C A D E M I S A T I O N

R E L A T I O N S H I P S  M A T T E R

With so many people attending our conference on the
3rd of September, it was really difficult (at times) to keep
up with all the thoughtful and interesting questions and
comments that everybody was making in the chat box! 
 However, we downloaded the chat and shared this with
you as promised.

With Katie Paxton's legal knowledge we were treated to
a condensed version of what clerks need to know about
academies. Understanding the Articles of Association,
powers and limitations, not to mention the Scheme of
Delegation, means that for those of us working in
academies at a local level, this information was very
important.

In this presentation Fee Stagg wanted to find out how
clerks viewed their relationship with the chair and if we
(as clerks) signed a Code of Conduct. It was noted that
57% of us didn't and it is NASCC's view that by signing

the Code of Conduct, it highlights that we are part of the
governance team, we abide by the contents and spirit of

the Code and we understand expectations set out
within it.
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N A S C C  C o n f e r e n c e  S u m m a r y
c o n t i n u e d . . .

H E A L T H  A N D  W E L L B E I N G

Y O U R  T R A I N I N G  P L A N

G O V E R N A N C E  I N  F E / H E

Andy Mellor provided a whistle-stop overview of the
importance of managing our own wellbeing as clerks and
Governance Professionals. He shared some really simple top
tips about exercise, managing screen time, stress,
relationships with colleagues and governors and the
importance of wellbeing as a value. Andy reminded us of the
pillars of wellbeing and it was great to be able share some
ideas about how we can, as clerks, put wellbeing a bit higher
up our own agenda.

Sharon Warmington provided some top tips on developing
our training plans and suggested we keep records of the
'Musts' (statutory training such as safeguarding), 'shoulds' and
'coulds' and set some goals and objectives. Judging by the
comments in the chat, this simple plan resonated with
participants. 
PS:Check back to your conference programme for some tips and
templates.

David Balme spoke about his governance journey and how
he came to be working in his current role. This opened up an

interesting conversation about our own journeys into the
clerking role and the need for some career pathways.

Attendees shared some of the qualifications they were
taking or had taken in the past, ranging from the NGA's Clerk

Development Programme, Chartered Governance Institute
courses, and of course CPD gleaned from a range of closed

governance and clerking Facebook pages.
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N A S C C  C o n f e r e n c e  S u m m a r y
c o n t i n u e d . . .

P O L I C Y  M A N A G E M E N T

T H A N K  Y O U

T H E  N O L A N  P R I N C I P L E S

Matt Lake tackled the thorny and perennially challenging
issue of policy management. Something the majority of us
have struggled with at one point or another. Attendees
shared some of the platforms out there such as Governor
Hub (many of you found this so useful) as well as some of the
compliance checkers that are available on subscription
websites. Many of us, we found, use a spreadsheet to try and
keep track of what has been approved by when and by
whom.

On behalf of Fee Stagg and Sharon Warmington, NASCC
would like to take the time to thank all of the speakers who
gave their time freely to this event and to every attendee who
shared and participated on the day.  

All of the slides and handouts are freely available on the
NASCC website, including a replay of the entire event.

Fee came back to end the conference talking to us about the
Seven Principles of Public Life (Nolan Principles). She shared
some of her ideas on what each of the principles could look

like from our perspective and offered a new mnemonic
'SHOALIO' (reordering the 7 Principles into a new word). Fee
has a habit of doing things like this apparently but she bets

you won’t forget the Nolan Principle now!
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Thank you for today.  I hope
that my Trust will be happy

for us to join the NASCC
when you are up and running

for membership.  I enjoyed
the conference, have taken

notes. 

This has been a most

informative & valuable

conference - thank you!

I enjoyed the variety of

speakers and what they

had to say.  Also, that each

item was just long enough

to give information,

without going on for too

long (unlike some other

recent training I did!).

This has been the most engaging online
conference I have attended in respect of

Clerking, and there have been many!  The quality
was very professional and the range of topics

was excellent.

I have made lots of notes
and points for me to follow

up as a result of this
conference, thank you!

Thank you for an
interesting and
useful morning. 

Overall - brilliant event...

congratulations to all

concerned. 

I just like this
association - it’s

great for updates in
Clerking and for

support

Good luck with the

launch, this is a

fantastic service for

clerks/governance

professionals who

sometimes feel they

are on their own

I really enjoyed the
webinar and will
look out for more

in the future.
Sharon was an

excellent speaker
and held it all

together. Seeing
other clerks

comments was
really useful. Thank

you so much.Great event to come
together with other

clerks. Would be good
in future to take some
of the 'hot topics' from

the chat and cover
those topics in more

detail?

I enjoyed the conference, and found
much of the discussion very

interesting and useful.  Please add
me to the mailing list:  
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NETWORKING

GETTING
PAID 

CPD

The DfE

YOUR PROFILE

Attend informal networking and
knowledge-sharing events (virtual and
where practicable in-person) NASCC
Members will have the opportunity to
meet , share and support Clerks and
Governance Professionals whom they
wouldn 't have met otherwise .

Although we can ’t promise your
existing clients or employers will pay
you more , we can guarantee that
you ’ll increase your confidence in not
settling for less .  

Throughout the year NASCC runs
masterclasses , conferences and training
(on demand or live) which are specifically
designed and delivered with a focus on
you and your role as Clerk and
Governance Professional . CPD is therefore
focused and designed to raise awareness
of important issues facing you in your
role from your viewpoint . 

NASCC is a Member of the DfE ’s
Advisory Group on Governance
(AGOG) so we have a national voice
and are part of the governance
conversation at a strategic/
government level . Simply put , this
means your voice is our voice and we
represent you as Clerks and
Governance Professionals .

At last Clerks and Governance
Professionals have a professional
organisation they can join without
having to sit an exam or reach a certain
level . It ’s well known that membership
of a respected organisation is perceived
as positive by existing and future
employers/clients . Your membership of
NASCC will undoubtedly send the
message that you are serious about your
profession .

Benefits of
joining
NASCC
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SBW
Governance

 

A Governance Glossary
An A-Z of words and phrases to help you in your new school
governors or trustees and a helpful reminder for those of us

who have been governing for some time. 
 

A downloadable pdf containing links, templates and
infographics. If you do purchase a copy please share with

your board.
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Here at NASCC we do like to look upwards and take time to find small amusements.
Clerking is a serious business, but this does not mean we shouldn’t take the
opportunity to have a laugh. This laugh is sometimes at our own expense – who hasn’t
sat in a meeting and looked at the minutes and seen a massive typographical error?
This is what we call the Principle Principal – also known as an over reliance on
autocorrect. 

I once gave a school an extra large deficit budget because I’d transposed two figures.
Thankfully the Head spotted it before the auditors did! 

The other day I was visiting a school to have A Serious Conversation about agendas,
those of you who know me know that agendas are my favourite thing in the whole
wide world. Anyway, as I was waiting in reception area the Head came out to ask me A
Serious Question. We were interrupted by someone looking for the extra wide sellotape
to remove rabbit fur from a small child’s school jumper. This is what makes the job so
special and reminds us, who have been working from home or who never get the
chance to visit the school in the daytime, who the job is really for.

So, here’s to all the small people getting covered in rabbit fur but not to the school who
has the pay the vet bill? Now I wonder if that will get reported to the finance meeting?!
Happy Clerking! 
Fee 

It’s the small
things…
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That's all for now

 

Don't forget to join our mailing list
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