South Darley CE Primary School
Clerk to Governors – Grade 4
Job Description
Accountable to: Chair of Governors
Job Summary
Provide advice and guidance to the governing body on governors, constitutional and procedural matters and work within the broad current legislative framework.  Secure the continuity of Governing Body business whilst observe confidentiality requirements.  Contribute towards the efficient functioning of the governing body and its committees by providing high quality administrative and organisational support, guidance to ensure the board works in compliance with the appropriate legal and regulatory framework and understands the potential consequences of non-compliance and advise on procedural matters relating to the operation of the governing body. 
Key Relationships
Work effectively with the Chair of Governors, Headteacher and other Governors.
Accountable to the Governing Body.
Key Roles and Responsibilities
To support the Governing Body and provide effective administration of meetings including the accurate recording of decisions taken by the Governing Body. 
To manage membership in accordance with the Instrument of Governance including governor recruitment and appointment
Advise the Governing Body on its core functions and DoE policies and procedures.
To provide, organise or book effective professional development for members of the Governing Body.
Work effectively with the Chair of Governors and the Head Teacher before, during and after Governing Body meetings ensuring that the Governing Body discharges its duties and responsibilities in holding the Headteacher to account for the school management, performance and financial status.  
Ensure Governors discharge their duties and responsibilities under GDPR, Equality and Diversity, Health & Safety and Risk Management.
Key Descriptors
Effective administration of meetings
Attend meetings in person (or remotely in exceptional circumstances)
Prepare a purposeful agenda taking account of issues and focusing on school improvement which has been consulted on with the Headteacher and Chair of Governors.
Ensure agenda papers are produced on time and distributed as required by legislation on the articles of association. 
Produce, collate and distribute the agenda and papers to ensure Governors receive them within the agreed timescale 
Ensure meetings are quorate and record the attendance of Governors at meetings.  Advise the chair of potential disqualification through lack of attendance. 
Prepare minutes of Governing Body meetings, indicating agreed action points, who is responsible for those and agreed timescales. 
Follow up any agreed action points with those responsible and ensure that all are informed of progress. 
Record all decisions accurately and objectively with timescales for action before submitting draft documents to the Chair and Head Teacher for amendment/approval.  Issue the approved draft to all Governors within the agreed timescale.
Set and maintain a Governing Body Year Planner, which includes an annual calendar of meeting dates alongside a cycle of agenda items.  Ensure meetings are timetabled to meet all statutory and no-statutory deadlines e.g. SFVS, Annex 1, Annex 5.
Membership
Advise Governors and appointing bodies in advance of the expiry of a governor’s terms of office and take appropriate steps to ensure the position continues to be filled. 
Chair the part of the meeting at which the chair is elected, giving procedural advice concerning the conduct of this and other elections. 
Maintain the Register of Pecuniary and Business Interests and ensure that the GIAS system accurately represents membership of the Governing body. 
Maintain welcome and induction packs, circulated to all newly appointed Governors.
Ensure annual review of ToR for full and sub-committee meetings.  Renew nominated responsibilities/link governor roles annually. Maintain copies of current ToR, membership of sub-committees, working parties and nominated lead governor roles. 
Ensure that DBS/CRB/S128 disclosures have been successfully carried out on all governors within specified timeframes
Advise the governing body on succession planning for all roles. 
Other Duties & Responsibilities
Advice and Information
Advise the Governing Body on procedural issues
Provide access to appropriate legal advice, support and guidance
Ensure that statutory policies are in place and that a file of policies is maintained and kept in school along with other school documentation approved by the Governing Body. 
Make all staff aware of policy changes.
Maintain records of Governing Body correspondence. 
Run Parent Governor elections in accordance with specified guidance
Advise and support governors taking on new roles
Participate in and contribute to the training of Governors in areas appropriate to the clerking role
Maintain a record of signed minutes of meetings in school and ensure copies are sent to relevant bodies on request and are published as agreed at meetings.
Advise on the contents of the school prospectus
To ensure that the Governing Body adheres to the Financial Rules and Regulations and all other r policies and procedures relevant to duties. 
People and relationships
Develop and maintain effective professional working relationships with all governors.
Contribute to the coordination of effective learning and development opportunities for those involved in governance, including induction and continuing professional development. 
Professional Development
Undertake appropriate and regular training and development and attend termly briefings to maintain own knowledge and improve practice. 
Participate in professional developmental opportunities.
Keep up to date with current educational developments and legislation affecting school governance. 
Participate in regular performance management
Policy Management
Ensure that all statutory policies are in place and that these are revised when necessary.
Maintain a record of training undertaken by members of the governing body
Ensure a thorough version control system is in place for all policies and procedures
Ensure copies of statutory policies and other school documents approved by the governing body are kept in the school and published as agreed, for example, on the school website.  


Child Protection and Safeguarding
Work in line with statutory child protection and safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 
Data Protection and Cyber Security
In conjunction with the Derbyshire DPO’s and Data Protection Team, support the Chair of Governors in the effective administration of data protection and cyber security, ensuring full compliance with GDPR and data legislation.
Support the Chair of Governors in embedding a culture of confidentiality, integrity and digital resistance across the governing body.
Additional Services
Clerk any statutory appeal committee’s/panels the governing body is required to convene.
Maintain archive materials/a file of relevant DfE and LA documents
Conduct skills audits and advise on training requirements
Perform such other tasks as may be determined by the governing body from time to time. 
Person Specification
	Attributes
	Essential
	Desirable
	Method of Assessment

	Qualifications and/or training
	Grade C/4 in English and Maths GCSE or NVQ Level 3 in literacy & numeracy

	Clerk to Governors training

Knowledge of Derbyshire County Council Local Authority School Governance
	Application form
Certificates

	Experience
	Microsoft packages e.g. word, excel and forms

Preparation of agendas, taking minutes and advising members of committees on relevant legislation and procedures
	Previous experience of school governance clerking

Taking minutes using AI

Working in a school or educational environment
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	Application form
interview

	Skills, knowledge and abilities
	Good interpersonal skills, including listening, oral and written skills

Ability to manage own time efficiently and prioritise workloads

Ability to work as part of a team and on own initiative, in a confidential manner

Ability to keep to deadlines

Ability to keep and maintain efficient and appropriate record keeping systems

A commitment to Equal Opportunities legislation

	GDPR, SARS and FOI knowledge

Equality and Diversity knowledge 

Knowledge of governing body procedures

Knowledge of the law and regulations relating to governing bodies and education
Knowledge of the respective roles and responsibilities of the governing body, the headteacher and the LA

Knowledge of governor appointment and election procedures

	Application form
Interview


	Personal Qualities
	Suitability to work with children

Reliable

Willingness to learn new skills and undertake training

Flexible approach towards work routines

Eligibility to live and work in the UK

Confidentiality

Tact

Diplomacy

Excellent time management

Ability to understand and assimilate new information and translate into advice

Thorough approach to work with attention to detail

Ability to remain impartial
	Child Protection and Safeguarding knowledge
	DBS check
Interview
Required documentation showing right to work in UK or document for Asylum or Immigration Act
Application form

	Other work-related requirements
	Ability to work flexible hours including evening work
	
	Application form
Interview



