Blair Peach Primary School 

Job Description for Clerk to the Governing Body


	Job title: 

	Clerk to the Governing Body
	
	Grade:
	Scale 7 



	School:
	Blair Peach Primary School
	
	Post No:
	

	Line manager:
	Chair of the Governing Body

	Supervisory responsibility:
	None

	Hours:
	To work at times convenient to the governing body including evening work


​Main Purpose of the job
Advise the Governing Body on governance, legislation and procedural matters where necessary, before, during and after meetings

To provide effective administrative support, organise and prepare agendas and act as minute clerk to the school Governing Body for full governing body meetings and all necessary committee meetings.  This will require attending meetings in the evening and may require some meetings in the daytime.

Maintenance of Governing Body membership information in accordance with legal requirements.

The Clerk to Governors is accountable to the Governing Body and needs to work effectively with the Chair of Governors, the Headteacher and the other governors. 

___________________________________________________________________

Main responsibilities and tasks

1. To prepare, type and circulate agenda and associated papers, after obtaining approval from the Headteacher and Chair of Governing Body. To do so within prescribed deadlines.

2. To attend the governing body meeting, with the necessary documents to enable proper functioning of the meeting.

3. To take accurate minutes of the meeting noting key questions from governors and recording responses.  Recording all decisions objectively and indicating who is responsible for any agreed actions and timelines.

4. To advise and provide guidance to the governing body on procedural and constitutional matters as necessary, before during and after the meeting.

5. To type and circulate accurate minutes of the meeting, having first obtained approval from the Headteacher and Chair of the Governing Body, in accordance with the governing body requirements and timelines.

6. To be responsible for notifying absent governors of the date of the next meeting.

7. Annually, in the autumn term, and as required, to take the Chair initially at the meeting in order to give procedural advice concerning the election and to conduct proceedings for the election of Chair.

8. To ensure the Minute Book and school’s ring binder are kept up to date with the latest meeting minutes as an archive record.  To ensure approved non-confidential minutes are published on the school’s website and that a record of confidential minutes is retained for the governing body only.

9. To alert the Chair of the Governing Body and School Governance Unit of any forthcoming resignations/appointments.

10. To maintain a secure record of confidential data on governing body membership at school complying with the Data Protection Act.

11. To issue appropriate membership letters including welcome pack to newly elected and appointed governors, and relevant forms including legal declarations. 

12. To be responsible for seeking nominations for Chair and Vice Chair by letter to all governors, if required by the governing body.

13. To keep School Governance Unit up-to-date on any changes in governing body membership.

14. Need to maintain a record of attendance of individual governors with a view to advising the chair on disqualification for non-attendance (lapsing) when necessary action needs to be taken.

15. Ensure that a Register of Business Interests is maintained for each governor and reviewed annually.  This Register should be held in the school.

16. Be responsible for liaising with the Local Authority to ensure that appropriate safeguarding checks have been carried out as and when appropriate on each governor.

17. To produce correspondence on behalf of the governing body as directed.

18. To adhere to any school policies that are relevant to this post. 

19. Actively participate in any appropriate training when required.

Signatures – line manager and jobholder

Signed ………………………………………………………………………………………job holder

Signed and dated ………………………………………………………………………line manager

