St. Paul’s Catholic Primary School

JOB DESCRIPTION
Job Title:  Clerk To Governors St Paul’s Catholic Primary School, Tilehurst, Reading

Authority: West Berkshire Council 
Diocese: Catholic Diocese of Portsmouth
Employer: Governing Body of St Paul’s Catholic Primary School
Service Area: Education
Location: St Paul’s Catholic Primary School, Tilehurst, Reading or such other meeting places close to the school which are required
Job Title: Clerk to Governors 
Grade/Salary Range: E

Job Purpose
JOB PURPOSE
To ensure the continuity and effectiveness of governing body business, by providing high quality confidential administrative support, working within the governance legislative framework.

To be responsible for:
· advising the governing body on constitutional and procedural matters, duties and powers, ensuring compliance with governance legislation.
· recommending good practice.

To be accountable to the governing body, working effectively with the Chair of Governors, the headteacher and other governors.
DESIGNATION OF POST AND POSITION WITHIN
Reporting

The clerk will reports to the Chair of Governors.

Main duties and responsibilities
MAIN DUTIES AND RESPONSIBILITIES
1.	To prepare and distribute purposeful timely agendas for meetings, taking account of DfE, LA and church authority issues and focussing on school improvement.

2.	To keep attendance records of governors and to advise on appropriate action for absences.

3.	To advise the governing body on governance legislation and procedural matters where necessary.

4.	To take notes of governing body meetings in order to produce comprehensive and effective minutes, reflecting discussion and recording all decisions accurately and objectively with timescales for agreed actions.

5.	To maintain an archived record of signed governing body minutes, ensuring that copies are available for inspection.

6.	To keep abreast of legislation affecting school governance and current educational developments.

7.	To communicate relevant information to all governors as required.

8.	To act as Chair of Governors for that part of the meeting when a new Chair is being elected.

9.	To maintain records of governing body membership and constitution details.

10.	To liaise with Local Authority and/or Diocese to keep informed of membership changes.

11.	To maintain all records and documentation relevant to school governance business, including standing orders, statutory policies, committee membership details and terms of reference.

12.	To ensure that a register of business interests is maintained (legal requirement) and updated annually.

13.	To perform all pre-appointment checks on new and re-appointed governors.

[bookmark: _GoBack]14.	To attend termly forums and participate in professional development opportunities.

15.	To carry out any other reasonable duties relating to the post as directed.


Scope of job
SCOPE OF JOB (Budgetary/Resource control, Impact)
Requires a sound understanding of and ability to interpret School Governance Regulations regarding the function, responsibilities and authority of school governing bodies.

Will be required to communicate with national and local government officers, governors and education professionals, including headteachers, on a regular basis.

Will have access to extremely sensitive and highly confidential information which must be dealt with discretely.

Impact

A DfE (Department for Education) survey has cited the role of the clerk as being important to governing body effectiveness.

The Schools’ Inspection authority Ofsted has commented that
· the clerk to governors has a significant impact on the work of the governing body and consequently the effective leadership of the school.
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