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Clerk to the Governing Body – Job Description

The overarching role of the Clerk is to support the governing body in all administrative matters by:
· assuming responsibility for providing necessary paperwork for meetings and communicating this to all governors
· advising on constitutional and procedural matters and ensuring these are complied with in accordance with the current legislative framework
· working with governors and the headteacher to ensure best working practices and systems are in operation within the governing body
· working to secure the continuity of the governing body in terms of membership and responsibilities.


1.  Governing Body Meetings (6 evening Full Governing Body meetings per year):
a. To work with the chair and headteacher to prepare a clear, relevant and timely agenda
b. To encourage and assist governors and headteacher to ensure supporting papers are available on time
c. To distribute agenda and supporting papers one week prior to each meeting, wherever possible
d. To maintain updated list of key events coming up for governors and communicate these to governors on a regular basis
e. To record attendance of governors at each meeting, and follow up any absences as appropriate
f. To advise the governing body on governance legislation and procedural matters where necessary before, during and after each meeting
g. To take notes at each meeting to enable drafting of accurate yet concise minutes, including clear indication of responsibility for agreed actions and timescales
h. To send draft minutes to the chair and headteacher for amendment and approval, prior to distribution to all governors within agreed timescale
i. To ensure signed copy of approved minutes is placed in Office File as a publicly available document
j. To ensure there is clear information on the school website on how to access governor minutes and other required information on governors
k. To forward an emailed copy of the approved minutes to the Local Authority in accordance with current requirements
l. At the start of each academic year, to lead the part of the meeting at which the chair is elected
m. To help produce a Governing Body Year Planner, aligned with the School Improvement Plan, which includes an annual calendar of meetings and the cycle of agenda items for meetings of the governing body and its committees


2. Governing Body Membership
a. To ensure membership is compliant with the current Instrument of Governance
b. To ensure Governance database of names, contact details, category and term of office for each member of the governing body is kept updated
c. To ensure all members of the governing body have declared any Conflict of Interests in full accordance with latest legislation at least on an annual basis, and to ensure that this information is publicly available. 
d. To ensure continuity of the governing body by advising governors when terms of office are due to expire, so that elections or appointments can be organised in a timely manner
e. To assist the chair with appointment procedures and formalities for new governors, including welcome documentation and induction arrangements
f. To ensure that all new governors complete and submit a pre-appointment check form   
g. To ensure that any re-elected or reappointed governors are also compliant with any  required declarations
h. To ensure terms of reference and membership of committees and other nominated governor roles are reviewed annually and up-to-date records are kept and circulated as required
i. To maintain and publish governor meeting attendance records and advise on recommended action for persistent non-attendance by any governor.
j. To ensure that all governors are receiving information on training and briefing opportunities, and take full and appropriate advantage of these (in particular induction training for new governors and safeguarding
k. To maintain a log of training courses attended by governors.

3. Advice and Information
a. To advise the governing body on procedural issues
b. To access legal advice, support and guidance if required
c. To ensure that all governors are aware of relevant websites to access information on a local or national level (e.g. HertsforLearning, DfE, Ofsted, Governance, etc.)
d. To check that all statutory information is being published on the school website and advise governors accordingly
e. To liaise with the School Business Manager to ensure that the school has all statutory policies in place and that these are reviewed, updated and approved by the governing body as required 
f. To assist the governing body as required in managing issues such as complaints, staff grievances, etc. in accordance with school policy, and ensuring accurate and appropriate records of correspondence, phone calls are kept.


4. Professional Development
a. To complete the National Training Programme for Clerks to Governing Bodies (or an equivalent)
b. To identify and participate in professional development opportunities, and attend regular Briefings/Updates for Governance Clerks
c. To keep up to date with wider developments in education and children’s services and national legislation affecting school governance
d. To be aware of the professional clerking guidance and expectations set out in the DfE Clerking Competency Framework, April 2017.
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