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The NGA and Governor Wales’ 
Outstanding Clerk Award 2010/11

Please find attached the nomination form and guidance information for the Outstanding Clerk Award Wales.
A Wales Award ceremony will be held in early March for the Wales winner and runner ups.
There will be a winner in each of the English regions and in Wales, and also an overall winner.  The overall winner will be announced at a prestigious award ceremony in March 2011 in Birmingham in front of an invited audience.
The awards aim to celebrate good practice in the clerking in maintained schools in England and Wales, and to spread examples of best practice. 

Closing date:  15 November 2010 (12 noon)
For Wales: By e-mail to: contact@governorswales.org.uk
AND by post with three hard copies of the completed form and one copy of any supporting evidence to:

Governors Wales, Ground Floor, 3 Oaktree Court, Mulberry Drive, Cardiff Gate Business Park, Cardiff, CF23 8RS.
Notes for completion of nomination form:

Please read these before completing the form.
Clerking Services are organised differently around the country.  Whether your governing body clerk is independent, employed by the school in another capacity, or employed by the Local Authority or the Diocese, s/he is eligible for the Outstanding Clerk Award.

Nominations for clerks who have previously received a National Award will not be accepted.
Section 1: The nominator

Anyone may complete the form and submit it with or without the knowledge of the clerk.   The nomination will usually be made by a governor, and often by the chair of governors, a vice-chair or a headteacher.
Section 2: The Clerk’s details 
You may want to submit this nomination without involving the clerk.   That is acceptable at the nomination stage.  However if the nomination makes it on to the shortlist, the clerk will need to be willing to be interviewed. 
Section 3: The School’s details

Section 4: Summary

Any words in excess of 300 will be ignored. 

You need to explain why the work of this clerk is outstanding.

Section 5 & 6: Service provided and Work of the Clerk
The service provided by clerks includes administrative duties; information management skills and advice all of which require ICT skills.  The next two sections seek information about these.
Section 7:   Personal Attributes 

A list of 10 personal attributes of a good clerk is included on the form.  You should rate your clerk with A, B & C as explained on the form above the table.
Section 8: Documentary evidence 

Each nomination form must be accompanied by one copy of an AGENDA for a meeting of the full governing body and a set of MINUTES of the full governing body. 
Section 9: Chair of Governors
The chair of governors will be interviewed if the nomination is short-listed and therefore s/he needs to be willing to do this.  However s/he does not need to sign the form at the nomination stage.  If the nominator is the chair of governors, write against this section; ‘see above’  

Process:

Nominations must be received by Governors Wales office by 15 November 2010 (12 noon).  Please send to:
Governors Wales

Ground Floor, 3 Oaktree Court

Mulberry Drive

Cardiff Gate Business Park

Cardiff

CF23 8RS

with three hard copies of the completed form and one copy of the required documentary  evidence.
Short-listing will take place in November 2010.   Judges will visit short-listed schools in January 2011:  the judges will want to interview the nominator the chair of governors and the clerk.
A Wales Award Ceremony will be held in early March 2011 for the Wales winner and runners-up.

The overall awards ceremony will be held in March 2011 in Birmingham and invitations to the Awards event will be sent to all the regional winners.   There will also be coverage of the winners will be announced in the relevant issues of Matters Arising and Cadwyn (for Wales). 

Nominations for the NGA/GW Awards are accepted on the following conditions:

· The judges reserve the right to eliminate partially and incorrectly completed entry forms.
· If more than one school nominates a clerk, although evidence from both nomination forms will be considered, if shortlisted, the clerk will only be interviewed for their work at one school
· The judges’ decision is final and no correspondence will be entered into.

· Nomination documents will not be returned except on receipt of a suitably pre-paid SAE.

· The NGA/GW may use extracts from the nomination in publicity coverage of the event.

· Copyright in respect of any such coverage shall be the property of the NGA/GW.

Section 1: Nominator

Your name:

Address:

E-mail:


Telephone:

Capacity in which you are aware of the work of the clerk to the governing body;

Section 2: Clerk’s details

Name:

Address:

E-mail:


Telephone:

Type of Clerk (tick one): 

Local authority service


Independent
Employed in another capacity in the school


Other

Is the clerk aware that you are nominating him/her?    Yes/ No
Section 3: School

Name of School:

Postal address of school:
School Phase (tick one):

Nursery



Primary

Secondary 

Type of School (you may tick more than one):

Community 

Voluntary Aided

Voluntary Controlled

Foundation/Trust

Academy 

Special

What local authority is the school located within?
Section 4: Summary of reasons for nomination.

In no more than 300 words explain why you believe the work of the clerk is outstanding.

Section 5: Service provided
Please complete the table below to indicate the number and range of governing body meetings clerked in a school year.

	Full Governing 

Body.

No. of meetings
	Committees
	Appeals Panels
	

	
	Names of 

Committees
	Total no. of 

meetings


	Exclusion
	Discipline
	Grievance
	Other

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Please list in the table below the tasks which your clerk performs prior to a meeting of the full governing body, during and following the meeting   

	Meeting of the Full Governing Body

	Before
	During
	Following

	
	
	


Section 6: Work of the Clerk
1.  
1. Describe how your clerk’s uses ICT skills to support the efficiency and effectiveness of the governing body.

2. What support does your clerk provide for new governors?

3. How does your clerk keep abreast of changes in the statutory duties of governing bodies?

Section 7:   Personal attributes and development

Against each of the following ten personal attributes of a good clerk, rate your clerk with an A, B or C.   Give

· ‘A’ for the four which you judge to be his/her most important attributes,  

· ‘B’ for the three which in your opinion are his/her next important attributes,

· ‘C’ for the three attributes you rate to be the least important C. 

	1.  S/he is able to maintain confidentiality.


	

	2.  S/he has good interpersonal skills.


	 

	3.  S/he has a flexible approach to availability and working hours.


	 

	4.  S/he has a willingness to learn and improve his/her skills.


	 

	5.  S/he is able to remain impartial.


	 

	6.  S/he is a person of integrity.


	 

	7.  She has good literacy and oral skills.


	 

	8.  S/he has the ability to organise his/her time and work to deadlines.


	 

	9.  S/he is sympathetic to the needs of others.


	 

	10.  S/he has good listening skills.


	 


Section 8: Documentary evidence
	Evidence


	Please tick to confirm it is included

	One AGENDA for a meeting of the full Governing Body


	

	One set of MINUTES of the full Governing Body (exclude any confidential items).


	


Section 9:  Chair of Governors 
Name:

Postal address:

E-mail:

Telephone:

Signature of Chair:
Date:

Section 10:    Signature of Nominator

Signature:
Date:

.
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