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• To welcome you to the programme

• To help you get to know one another

• To briefly outline the aims, purpose and structure of the programme

• A look at how you will learn on the programme

• What to do to complete the programme successfully

• What to do if you have any questions 



                               
                                   



• Building a professional network is very 

helpful

– Especially networks beyond your 

normal sphere 

• If you’re happy to be part of a WhatsApp 

group, add your phone number to the chat

• Beware of boundaries 

– Operate professionally 

– Remember confidentiality 

– No GIFs, profanities, jokes  



Understanding 
governance

How to 
work with 

those 
governing, 

senior 
leaders and 

others

How to 
establish a 

reliable 
approach to 

using 
essential 
rules and 
guidance

How to 
complete 
some key 
clerking 

tasks 
effectively

What to do 
next - 

identifying 
actions to 

further 
develop your 

practice



Complete modules 5-8 & attend consolidation Session 3 

Weeks 4-6, approx 6hrs study Assessed - compulsory

Complete modules 1-4 & attend consolidation Session 2  

Weeks 1-3, approx 6hrs study Assessed – compulsory

Session 1 Welcome and Introduction

Today, week 1 Not assessed



• An outline of what is expected of clerks when they start in the role and 
then moving beyond.

• Develops your awareness of the career development of a clerk and the 
need for you to define the scope of any clerking role you undertake

1. What does the 
governance 
professional do?

• Find out what governance is, what those governing do, what effective 
governance looks like

• Allows you to start to explore how to work as part of the governance 
team, with the chair the senior leaders and others

2. How governance 
works

• An outline of the many types of school organisation and the impact of 
this for the governance professional

• Enables you to appreciate the need to work out what sort of 
organisation you are clerking in and how to navigate this 

3. How to: clerk in 
different types of 
school organisation

• A practical introduction on how to access and use the many sources of 
law, rules, regulations and guidance that the governance professional 
needs to work with to ensure that their boards are effective and 
compliant.

4. How to: find 
different sources for 
governance



This Session will be an interactive session with polls and group work and the opportunity to ask 
questions.  

The intention is to see how the learning in modules 1 to 4 might be applied in practice and to 
consolidate the learning from the modules.

We will look at what you might expect as a new clerk and what might be expected of you. This will 
include how governance works and finding and using the rules and guidance that applies to each 
type of school or organisation. 

Note: the pre-work set prior to the Session MUST be completed.
 

Go to 

Poll #.... 
Breakout 

rooms
Go to  
Canva



• This demonstrates how the governance professional can help with the 
scheduling, agenda setting and organisation of meetings

• This in turn will enable you to support your board to fulfil its governance 
functions more effectively  

5. How to: arrange meetings

• A step by step walk though of the process and skills, techniques and 
behaviours involved in producing minutes. 

• What steps you can take to ensure they are accurate and compliant 

6. How to: effectively minute a 
meeting

• An overview of the information and records you will need to create and 
accurately maintain for your board to comply with law, policy and best 
practice 

• A practical look at how you might approach keeping and filing these records 

7. How to: manage information 
and documents

• An understanding of the importance of having the right people with the 
right skills around the governing board table. 

• Practical information on the processes involved depending on the context 
within which your board operates 

8. How to: support the 
recruitment, appointment, 
election and retirement of 
governors and trustees 



This Session will also be interactive with polls and group work and the opportunity to ask questions. There are 
three of these Sessions, each in a different setting, maintained school, academy trust board and MAT local 
governing body. Participants must study one but for a small additional fee can opt to study two or all three.

We will explore how to apply your learning from modules 5-8 in practice and consequently consolidate the 
learning from the modules studied.

Session 3 will use a case-study to focus on what the clerk needs to do to organise, attend and support a 
meeting and how to action any potential follow up that is needed. In each of the three Session 3s we will use 
the regulations, rules and good practice relevant for the setting.

• Note: the pre-work set prior to Session 3 MUST be completed before you come.

Go to 

Poll #.... 
Breakout 

rooms
Go to  
Canva



• Some e-learning modules and Sessions 2 and 3 
contain suggestions for optional next steps and 
further study

• You may want to have a look at some of the 
optional things, but they are just that, optional. 

• So, for the purposes of the Clerking Essentials 
programme we recommend that you focus your 
time on the required learning.

• But we do encourage governance professionals to 
take responsibility for their own development. 

• So, if you do have the time, it can be useful and 
stimulating to explore something new or a topic in 
more depth which is why the optional suggestions 
are included.



leading.governance@nga.org.uk

leading.governance@nga.org.uk

leading.governance@nga.org.uk

leading.governance@nga.org.uk

• Examples
• Q. What to do I have to do to complete the programme?
• Q. Where are the materials I need for Session 2?

• First check the “How to complete your Clerking Essentials programme” module on the Leading Governance 
Portal” – it explains these things

• If you cannot find the answer, please contact leading.governance@nga.org.uk
• Please raise your questions in the Sessions, don’t be shy! 

Questions about 
aims, structure 
and assessment 

of the  
programme 

• Just ask your tutor in one of the Sessions, don’t be shy!
Questions about 

clerking or 
governance

• Examples
• Q. I don’t seem to have received a Zoom invite for a Session
• Q. What if I cannot attend a Session?
• Q. What if I want to sign up for another Session 3?

• First, check the answers in the FAQ resource you can find in the “How to complete your Clerking Essentials 
programme” module

• If you cannot find the answer, please contact leading.governance@nga.org.uk

Questions about 
programme 

administration 

mailto:leading.governance@nga.org.uk
mailto:leading.governance@nga.org.uk
mailto:leading.governance@nga.org.uk
mailto:leading.governance@nga.org.uk




After this Session 1 you will need to 
• complete the e-learning modules 1-4 
• complete the pre-work that has been set for 

Session 2

And don't forget to consider networking 
opportunities with your peers! 

And finally – 
any questions?
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