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ST BONIFACE RC PRIMARY SCHOOL
	Post: Clerk to School Governing Bodies
Department: St Boniface RC School
Section: St Boniface RC School
Location:  Meetings at St Boniface School and remote working from home 

	Post No: 
Grade: PO1  Scale 29
Responsible to: Clerking Service Manager
Hours: As necessary (8 – 10hrs per meeting) Evening Meetings start 6.30 p.m.   (3 – 9 meetings per annum)
£18.64 per hour  £186.40 per meeting incl preparation of agendas, taking and writing up minutes and distribution of paperwork.



JOB DESCRIPTION


Job Role 
The clerk will be responsible for advising the governing boards on constitutional matters, duties and powers and will work within the broad current legislative framework. He/she will secure the continuity of governing board business and observe confidentiality requirements. The clerk reports to the Clerking Service Manager and needs to work effectively with the chair of governors, the headteacher and other governors in the school to which she/he is appointed. 
Main Responsibilities
1. Meetings 
The clerk to the governing board will: 

· work effectively with the chair and headteacher before the governing board meeting to prepare a purposeful agenda which takes account of DfE, local authority and church authority (if appropriate)  issues, actions agreed at the previous meeting  and is focused on school improvement; 

· encourage the headteacher and others to produce agenda papers on time; 

· produce, collate and distribute the agenda and papers so that recipients receive them at least seven clear days, and preferably ten days before the meeting; 

· record the attendance of governors at the meeting and take appropriate action re absences; 

· advise the governing board on governance legislation and procedural matters where necessary before, during and after the meeting; 

· take notes of the governing board meetings to prepare minutes, including indicating who is responsible for any agreed action; 

· record all decisions accurately and objectively with timescales for actions; 

· send drafts to the chair and headteacher for amendment /approval by the chair; 

· copy and circulate the approved draft to all governors within the timescale agreed with the governing board; 

· advise absent governors of the date of the next meeting; 

· keep a minute book, or file of signed minutes, as an archive record; 

· following the approval of the minutes at the next meeting forward a copy to the local authority, and where agreed, to the appropriate church or foundation authority; 

· chair that part of the meeting at which the chair is elected. 
2. Membership 
The clerk will: 

· maintain a database of names, addresses and category of governing board members and their term of office; 

· initiate a welcome pack/letter being sent to newly appointed governors including details of terms of office; 
· maintain copies of current terms of reference and membership of committee and working parties and nominated governors e.g. Literacy; 

· advise governors and appointing bodies of expiry of the term of office before term expires so elections or appointments can be organised in a timely manner; 

· inform the governing board, local authority and church authority (if appropriate) of any changes to its membership; 

· maintain governor meeting attendance records and advise the governing board of non-attendance of governors;

· advise that a register of governing board pecuniary interests is maintained, reviewed annually and lodged within the school; 

· check with the local authority, and, where appropriate, the church authority, that Disclosure and Barring Service Certificates has been successfully issued on any governor when it is appropriate to do so.
3.  Advice and Information 
The clerk will: 

· advise the governing board on procedural issues; 

· have access to appropriate legal advice, support and guidance; 

· ensure that new governors have access to the DfE Governance Handbook and other relevant information; 

· take action on governing board’s agreed policy to support new governors, taking account of the Guidance for Head Teachers and Chairs of Governors on the National Training Programme for New Governors and induction materials/courses made available by LAs and church authorities (if appropriate); 

· advise on the requisite content of the school website; 

· 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 board; 

· maintain records of governing body correspondence. 

4.  Professional Development 
The clerk will: 

· have the opportunity to complete the National Training Programme for Clerks to Governing Boards or its equivalent; 

· attend clerks’ briefings (twice per term) and participate in professional development opportunities; 

· keep up-to-date with current educational developments and legislation affecting school governance. 

· prepare a portfolio of evidence for accreditation as and when requested
5.  Additional Tasks
The clerk may be asked to perform as part of their duties any of the following. 

· clerk some or all statutory and non statutory governing board committees; 

· give advice on the elections of parent, teacher and staff governors; 

· give advice and support to governors taking on new roles such as chair or chair of a committee; 

· participate in, and contribute to the training of governors in areas appropriate to the clerking role;

· maintain a file of relevant DfE, local authority and church authorities (if appropriate) documents; 

· maintain archive materials; 

· prepare briefing papers for the governing board, as necessary; 

· help to produce a Governing Board Year Planner, which includes an annual calendar of meetings and the cycle of agenda items for meetings of the governing board and its committees. 

6.  Other requirements – Personal specifications
In order to take on the clerking role a clerk must:

· Have the necessary skills and experience to carry out the tasks in the job description;

· Have a flexible approach to working hours;
· Be able to attend evening meetings;

· Be able to travel to meetings;
· Be available to be contacted at mutually agreed times;

· Be able to work flexibly and effectively at home in order to write minutes and contact governors and LA staff;

· Have the appropriate internet and telephone access to ensure effective home working.
General Duties

1. To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to your role within the Council.

2. To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to your work role.

3. To ensure that your line manager is made aware and kept fully informed of any concerns which you may have in relation to safeguarding and/or child protection

4. Responsible for the evaluation, implementation and compliance with Health and Safety legislation, to ensure safe working practices of all staff, public and contractors in his/her working environment, in accordance with the Council and departmental safety arrangements, policies and codes.

5. Generally promote the services of the department by assisting the public in person or by telephone in a helpful and courteous manner.

6. Carry out all duties in accordance with Wandsworth Council’s Equal Opportunities policy with respect to the staff and public, actively promoting equality and seeking to prevent and overcome disadvantage and discrimination.

This job description is written in the form used for grading posts.  It is not intended to be an exhaustive or final statement of the duties required of any particular post or postholder.  Any proposal to change the job description will first be the subject of consultation with the postholder who may seek the advice of a personnel officer or a staff representative.
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