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6.1
INTRODUCTION
Each school receives within its delegated budget, an amount in respect of fees payable to its clerk to the governing body.

A suggested model job description and pay grade is set out in appendix 6.1.

6.2
RECRUITMENT AND SELECTION
When a vacancy occurs for a clerk to the governing body, it is the governing body which is responsible for selecting a person to fill the post.

Before selecting a person to recommend for appointment the governing body of a county or voluntary controlled School must consult with the Director of Education (Governor Support Team).

The selected candidate will be appointed by the LEA on behalf of the governing body.

If the governing body has entered into any of the three levels of service included in the Governing Body Meeting Administration Service agreement, the Governor Support Team can assist with the recruitment of a clerk to fill a permanent vacancy and, should the need arise, assist with provision of cover for a short-term vacancy.

When a vacancy for clerk to governing body occurs, it is suggested that the following procedure is adopted:-

-
The governing body consults with the Director of Education (via the Governor Support Team).

-
The governing body should review the current job description and the terms and conditions of appointment and decide whether, in the light of their own requirements, these and possibly the rate of pay should be revised.

-
The governing body is recommended to consult with the LEA about proposals to vary the duties and hence the payment of its clerk.

-
The post should be advertised in the London Borough of Croydon internal staffing bulletin.

-
It is helpful if candidates are asked to complete a standard application form.

-
After the selection has been made, details of the successful applicant should be sent to the Director of Education (the Governor Support Team) together with the application form and, where they differ from the model,  the job description and terms and conditions.  The Governor Support Team will then forward the details of the successful applicant to the HR & OD Service for a contract to be issued.

6.3
PROBATION
A newly appointed clerk is normally expected to serve a probationary period of two terms after which the governing body can decide whether or not to confirm the appointment as permanent.

6.4
TRAINING
If the governing body has entered into the Service Agreement for Governing Body Training and Clerks Briefing, the clerk is eligible to attend all training and briefing sessions arranged for clerks, organised by the Governor Support Team, at no additional cost.

For governing bodies outside this service agreement, a charge will be made if the governing body wish the clerk to attend training and/or briefing sessions.  The costs must be met by the relevant governing body.

6.5
CLAIMS FOR PAYMENT
Clerks should submit claims for their duties, on the appropriate claim form, to the head teacher for authorisation.  In the case of a joint schools' governing body, it will be for the schools to agree which head teacher will assume this responsibility and how the costs should be allocated to each school.

Claims when authorised, should be sent to the Director of Finance, Staff Salaries Section, London Borough of Croydon, Fell Road.

6.6
DISMISSAL
In the unlikely event of the governing body proposing to dismiss the clerk, the governing body should make arrangements for the clerk to make representations against dismissal before the decision is made.  In addition, following a decision to dismiss the clerk, the governing body should allow for any appeal before notifying the LEA.

The LEA must be notified in writing, stating the reasons for the dismissal.  On receipt of the notification, the LEA will then dismiss the clerk.
APPENDIX 6.1:  Example Job Description
	
LONDON BOROUGH OF CROYDON


JOB DESCRIPTION
Post


:
Clerk to the School Governing Body

Grade


:
Scale 6

Department

:
Education

Division and/or Section
:
Planning Systems and Finance/Governor Support Team

Date of Job Description
:
January 1994

1.
MAIN PURPOSE AND SCOPE OF THE POST
1.1
The clerk to the governing body is responsible to its chairman for effectively servicing meetings of the governing body.  The clerk will not normally attend meetings of committees or working parties of the governing body.

2.
RESPONSIBILITIES OF THE POST
2.1
Preparing and distributing an agenda before a meeting within the terms of the Service Agreement for Governing Body Meeting Administration entered into by the governing body with the Local Education Authority (LEA).

2.2
Attending meetings and taking minutes/notes.

2.3
Preparing and distributing approved minutes within the terms of the Service Agreement for Governing Body Meeting Administration entered into by the governing body with the LEA, and taking any action as required by the minutes.

2.4
Ensuring that meetings are conducted in accordance with the legal and constitutional requirements set out in various Education Acts, Department for Education Circulars and Regulations and the School's Instrument and Articles of Government.

2.5
Ensuring that decisions made by the governing body e.g. on appointment of staff and other personnel issues, financial decisions, membership of committees etc. are in accordance with arrangements already approved by the governing body and to maintain a record of these arrangements.

2.6
Maintaining attendance and membership records, including information as to when governors' periods of office end and current addresses and telephone numbers.

2.7
Ensuring that a complete set of documents is included in the Minute Book for each meeting, i.e. agenda, supporting documents, head teacher(s) report(s) and minutes.

2.8
Notifying the Governor Support Team of any changes in the membership of the governing body (to include dates of appointment/election/resignation of governors) and changes to addresses and telephone numbers.

2.9
Attending training and briefing sessions arranged for clerks.

2.10
Ensuring that copies of agendas, minutes and any other reports required by the LEA are sent as soon as they are available.

2.11
Ensuring that arrangements referred to in paragraphs 2.1 and 2.3 above are carried out within the terms of the Service Agreement for Governing Body Meeting Administration entered into by the governing body with the LEA.

3.
MAIN ACTIVITIES OF THE POST
3.1
Before the Meeting
3.1.1
Receive suggested LEA agenda items from the Governor Support Team and discuss with the chairman which items are to be included on the agenda, e.g. the LEA items, matters arising from previous minutes and other items which the chairman may wish to add.  Produce the final agenda (see paragraph 2.1)

3.1.2
Arrange for typing, checking, printing and distribution of agenda (see paragraph 2.1) to enable the agenda to reach governors 10 days before the meeting.

3.1.3
Ensure that the head teacher(s) report(s) has/have been sent to governors, either with the agenda or separately by the head teacher(s).

3.1.4
Obtain any information on any questions raised by the head teacher(s) report(s) or by any governor before the meeting, if possible.

3.2.
The Meeting
3.2.1
Attend the meeting, register those present and take minutes/notes.

3.2.2
Ensure that the meeting is controlled within the constraints of the Instrument and Articles of Government and other relevant regulations as referred to in paragraphs 2.4.

3.2.3
Answer governors' questions or undertake to obtain the answers.

3.2.4
Advise on correct procedures, including intervening at meetings to draw governors' attention to specific requirements of Acts, Regulations etc.

3.3
After the Meeting
3.3.1
Prepare draft minutes, arrange for typing (see paragraph 2.3) and checking.  Send draft copies to the chairman and head teacher(s) for comment.

3.3.2
Amend draft minutes if necessary and arrange for final typing, printing and distribution (see paragraph 2.3).

3.3.3
Check minutes for issues arising from non‑LEA items requiring either "action" or for "information" and arrange for extracts to be sent to relevant officers/departments, ensuring that responses on "action" extracts are received in time for the next meeting (see Communications Chart - appendix 6.2).

3.3.4
Update the minute book with agenda, attachments, head teacher(s) report(s) and minutes (to be signed at the next meeting).

3.3.5
When minute books are filled and no longer required, deliver to the Governor Support Team who will arrange storage with the Libraries, Museum and Arts Department.  The stored minute books are retrievable on request via the Governor Support Team.

3.4
Special Meetings
3.4.1
Dates to be arranged with the chairman, head teacher(s) and others involved.

3.4.2
Prepare agenda (if required) in consultation with the chairman and/or head teacher.

3.4.3
Arrange for typing and distribution (see paragraph 2.1).

3.4.4
Attend meeting (if required), prepare draft minutes (see paragraph 2.1) and follow the procedure referred to in paragraph 3.3 above.

3.4.5
Consult with the Governor Support Team if in doubt about how arrangements should be made or how the meeting should be conducted.

4.
SPECIAL REQUIREMENTS
4.1
Attendance, usually in the evenings, at the school concerned.

4.2
Attendance at training and briefing sessions arranged for clerks.

5.
SKILLS AND KNOWLEDGE
5.1
Ability to understand, together with confidence and knowledge to explain, complex legislation and LEA policy.

5.2
Ability to write a concise and accurate summary of the governors' discussions leading to a formal minute, recording decisions, resolutions and recommendations.

5.3
Ability to communicate effectively with governors and to establish a good working relationship with the chairman, governors and head teacher(s) in order to advise and guide governors during meetings.

5.4
Must be reliable - undertaking the role of the clerk to a governing body is a firm commitment both for the evenings booked and for the administrative and advisory support of the governors as set out in this job description and the Service Agreement for Governing Body Meeting Administration.

Communications Chart  Appendix 6.2
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