
Job Description

	School: Bussage C. of E. (Aided) Primary School



	Job Title: Clerk to the Governing Body / Committee Clerk


	Salary:  Grade G (pts 19 – 27 : £18,560 - £29,335 pro rata)

120 hours per annum


JOB PURPOSE

The Clerk will be accountable to the Governing Body, working effectively with the chair of governors, the headteacher and other governors to ensure that governing body business is conducted efficiently and in line with statutory requirements. The Clerk will act as the professional advisor to governing body in relation to constitutional matters, and duties and powers within the current legislative framework. He/she will secure the continuity of the Governing Body business and observe confidentiality requirements.

MAIN DUTIES

1. MEETINGS 

The Clerk will:

a) Work effectively with the chair, committee chairs and headteacher before governing body and committee meetings to prepare a purposeful agenda which takes account of current issues is focused on school improvement.

b) Produce, collate and distribute the agenda and papers so that recipients receive them at least seven clear days before the meeting.

c) Record the attendance of governors at the meeting and take appropriate action regarding absences.

d) Advise the governing body on governance legislation and procedural matters where necessary before, during and after the meeting.

e) Clerk the full governing body meetings, take notes in order to prepare minutes that record all decisions accurately and objectively and indicate who is responsible for any agreed action and timescales. 
f) Send a draft of the minutes to the chair of governors and the headteacher for amendment/approval within five days and out to all governors within ten days
g) Send a copy of the draft minutes on request to the Local Authority.

h) Assist with the monitoring of actions and action plans resulting from meetings as requested

i) Advise absent governors of the date of the next meeting.

j) Keep a file of the signed minutes, as an archive record.

k) Clerk the statutory and non-statutory governing body committees as required and send notes to the chair of the committee for amendment/approval within five days, to all members of the committee and the headteacher within ten days and to all governors with the papers for full governor meetings.
2. MEMBERSHIP

The clerk will:

a) Maintain an up to date record of names, addresses and category of governing body members (including associate members) and their term of office.

b) Assist the Governing Body in the induction of new governors through the issue of relevant background materials on their appointment (e.g. school development plan, schedule of meetings, the Governors Handbook, etc.)

c) Maintain copies of current terms of reference and membership of committees, panels and working parties and nominated governors e.g. literacy.

d) Advise governors, the headteacher and, where appropriate, the appointing bodies of expiry of the term of office before the term expires so elections or appointments can be organised in a timely manner.

e) Inform the Chair of Governors and LA of resignations and appointments, and to ensure that action is taken to fill the vacancies
f) Maintain a register of governors’ attendance, vacancies and new appointments (other than staff vacancies, which shall be the responsibility of the headteacher).

g) Take actions as laid down by the governors to organise the administration for the selection of new governors including the conduct of elections for elected governor positions, except as above.

h) Ensure a record of governors business non-pecuniary and pecuniary interests is maintained, reviewed annually and lodged with the school.

2. ADVICE AND INFORMATION
The Clerk will:
a) Advise the Governing Body on procedural issues, in line with current legislation, ensuring governors are informed of any relevant changes to legislation.

b) Where necessary seek advice and guidance from the Local Authority Governor Services.

c) Keep up-to-date with current educational developments and legislation affecting school governance through attendance at termly Clerk’s briefings arranged by the LA and other relevant training.
3. ADMINISTRATION

The Clerk will:

a) Ensure that statutory policies are in place and that a file is kept in the school of policies and other school documents approved by the Governing Body.

b) Contribute to the production of a governing body year planner, which includes an annual calendar of meetings and the cycle of agenda items for meetings of the governing body and its committees

d) Set up governors’ hearing, interviews and appeal committees. Maintain records of Governing Body correspondence.

e) Act as a link between the governing body, the school and other agencies and distribute governor correspondence as required.

f) Comply with all appropriate statutory financial and contract procedures and any other such relevant requirements as laid down by the school.

4. SUPERVISION RECEIVED

The Clerk is responsible to the Chair of Governors and is entitled to support from the LA’s Governor Services Team and initially, from the retiring clerk.

5. PRINCIPAL CONTACTS

Governors, LA Officers, Headteacher, staff and parents.

6. SPECIAL CONDITIONS

This job description sets out the main duties of the post at the date when it was drawn up.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.

This school is committed to safeguarding and promoting the welfare of children and young people, and expects all staff and volunteers to share the same commitment.  This position is subject to an enhanced DBS check.

