Guidance on the recruitment,

appointment 
and development

of a clerk to the governing body 
of a school or college
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This Toolkit is intended to provide good practice guidance for a governing body through the recruitment, selection and employment of the clerk to the governing body.  The clerk fulfils a vital role for the governing body and their effectiveness will impact on that of the whole governing body.  The recruitment, selection and appointment of a clerk should be approached in the same way as that of any other clerical post at the school.  Although it is a job that is often less than 0.1 FTE and may be perceived as a one that will not attract many applicants, it is essential that all aspects of their employment follows normal good practice for any equivalent full time clerical post.    

A good clerk will

· produce high quality paperwork to agreed timescales

· be well informed about governing body procedures

· be able to give accurate advice on legal requirements and changes

· keep accurate records on governing body membership and will help to ensure vacancies are filled promptly

· work pro-actively in helping to organise the governing body's work

Governing bodies often approach the recruitment of a clerk with the expectation that it will be difficult.  Sometimes the vacancy has occurred at short notice and they are so keen to fill it that they rush the process.  Taking the time to follow a proper recruitment and selection process will take some time, but should result in a successful appointment.  Recruiting a good clerk will enable the governing body to concentrate on its responsibilities; recruiting someone ill equipped for the role may have a detrimental effect on the governing body's effectiveness and is highly likely to fail.   
The clerk to the governing body is employed by, and answerable to, the governing body.  Although the recruitment and selection process will be carried out by a small panel, the appointment cannot be delegated and can only be confirmed following agreement at a full governing body meeting.
Stage 1:   Setting up an appointment panel  
The governing body should appoint a small panel to undertake the recruitment and selection process.  This will usually include the chair and the head/principal.  This panel should be responsible for all the remaining stages of the recruitment process.  

Stage 2:  Agreeing the job description and person specification
A model job description and person specification is included in Annex 1.  Clerks should be paid within Grade D, scps 14 to 17 (job evaluated grade),on the Local Government scale, pro rata based on an agreed amount of annualised hours.  This level of salary reflects the range and importance of the responsibilities of the post. In line with other school employees working during term time an element of holiday pay will be factored into the salary.

An assessment will need to be made of a reasonable time allocation for all required tasks and a table is given later in this section to assist with this process.  A notional 10 hrs has been the guide time allocation for a full governing body meeting, but this may not be accurate, particularly if documents are sent out by email.  

Some questions to consider are:   

· Should the clerk be responsible for clerking both full governing body and committees? 

This Toolkit assumes that the clerk is responsible for clerking both full governing body and all committee meetings.  This is the most desirable option, as it ensures a consistent, joined up approach and provides professional clerking across all the work of a governing body.  Governing bodies sometimes feel that the cost of employing a clerk for all committees is too high and decide that governors can clerk committees.  As this can result in inconsistencies in quality and style across committees, it is to be avoided if at all possible.  Additionally, most governors find it difficult to participate in a meeting as well as to take notes.         

· Should the post be school based or not?
Some clerks combine the role with a school-based post, but others do not.  It can be felt to be advantageous to have someone as clerk who works at the school in another role: they are readily accessible and can use the school's facilities.  However, school-based staff who have a full time role alongside being clerk increasingly find both roles too great a workload.  In these circumstances, the governing body should consider opening up the post to non school-based individuals.  This will widen the potential pool of applicants.  

Another solution is to share the work between more than one person: one person clerking full governing body meetings while another/others clerk committees.  This arrangement is a practical solution, but it is essential that all those involved in clerking meetings of a governing body follow common practice and have good communication. 
Where individuals have more than one job, separate contracts must be set up for each post.     

· How many hours should be allocated to the post?  
The job description does not include the number of hours that the post requires as each governing body's pattern of meetings and consequently the amount of time needed to carry out the clerk's job will vary.  For example, one governing body may have four full governing body and nine committee meetings a year and all papers are circulated electronically.  Another governing body may have six full governors meetings and twelve committee meetings and all documents are sent out in hard copy.  The number of hours needed to carry out the clerk's job will need to be assessed.  It is suggested that at the time of advertisement, an assessment is carried out based on the planned meeting pattern, adding on time for dealing with governor appointments, correspondence, training and any other duties.  
The table given below should be used to make an assessment of the number of hours that will be  allocated to the post.  This table will need to be customised, for example to reflect whether papers are distributed electronically or in hard copy.  
	
	Time to carry out task

	
	Full GB meetings
	Committee meetings 

	Prepare draft agenda
	
	

	Liaise with head and chair about content of agenda
	
	

	Prepare agreed agenda
	
	

	Chase reports/papers from committees
	
	

	Photocopy all papers
	
	

	Send out agenda and supporting documents
	
	

	Organise the room
	
	

	Organise refreshments
	
	

	Tidy room after meeting
	
	

	Take notes at the meeting
	
	

	Type up draft minutes
	
	

	Circulate draft minutes to chair and head
	
	

	Photocopy minutes and any supporting papers
	
	

	Send out minutes and any papers
	
	

	Follow up any action points
	
	

	TOTAL
	A hrs
	B hrs


The total time for clerking meetings will be (A x no of full GB meetings) + (B x no of cttee meetings)

To this should be added 

· time for dealing with governor appointments and elections
· time for any other duties

· time for training   
The total becomes the "core" number of contracted hours and the job description can be completed.  When a clerk is in post, they will be able to claim payment, on a pro rata basis, for any additional time worked through a monthly claim. 
The person specification reflects the level of the post and it is not advised that it should be altered.   

  Stage 3:   Agreeing the recruitment and selection process  
The appointment panel should plan the timetable for the various stages in the process.  This must include ensuring that there will be a full governing body meeting soon after the interview date to consider any recommendation for an appointment.  

They will also finalise the job pack and agree in outline what selection process will be.  
Stage 4:   Advertising the vacancy 

The vacancy should be advertised appropriately.  This will usually be through the Torbay Council external vacancies system and will appear on the Choice website and in the Choice magazine.  It is often a good idea to also advertise on the school notice board, in the school newsletter, on the school's website or the local newspaper.  In line with the requirements of Safer Recruitment, all applications must be made on standard application forms.  CVs should not be considered.  
Stage 5:   Shortlisting 
Once the closing date has passed, the panel will meet to consider applications.  When shortlisting, panel members must use the essential criteria in person specification (on the basis that if the criteria are "essential" then candidates must meet them).  Only if there are too many people who meet the essential criteria should the desirable criteria be used.  
If none of the candidates meet all the essential criteria it is up to the panel to decide whether to interview the candidates who meet most of the criteria, and deal with any gaps through training/induction.  In coming to a decision, the panel should take into account the potential consequences of appointing someone without all the skills and experience.  Alternatively, the panel may wish to re-advertise. 
Stage 6:   Interviewing 

The panel will need to decide what selection process to follow.  It is advised that the process includes an interview as well as a practical task relevant to the clerk's responsibilities.  This could be a word processing task, an in tray exercise or something similar.  Governors should take advice from school staff on the selection processes that have been used in recruiting and selecting other clerical and administrative staff.  

As the post is subject to an enhanced Criminal Records Bureau child protection check, it is advised that all candidates called for interview are asked to bring the necessary documents with them.  These can be held by the school's administrator who will only process the successful candidate's check, destroying all the other candidate's forms.

Stage 7:   Making an appointment 

If the panel decide that a candidate should be appointed, they can inform the individual verbally but must make it clear that the appointment is subject to the governing body's agreement.  The panel's recommendation must be taken to the next full governing body meeting for consideration and agreement.    

Once the appointment has been agreed, the normal processes for setting up a new employee will be followed.  The school administrator completes the online Single Starter Form (available on the HR intranet site), ensures that the clerk undertakes an enhanced CRB disclosure and issues an appointment letter for the new clerk to complete and return.  
The new clerk signs the letter of appointment, returns it to the school administrator and keeps a copy; completes Form 'L' (available on the Torbay Council website http://www.torbay.gov.uk/form-l.doc) to notify the change of clerk and sends it to Governing Body Support, Children’s Services 
Clerks will be paid a monthly pro rata salary based on an agreed annual time allocation (annualised hours).  

As governing body responsibilities and organisational structures are subject to change, the arrangements for clerking should be reviewed at least annually.  This should include a review of the hours allocated to clerking and adjustment where necessary.  

Stage 8:   Induction, line management, training and development
A new appointment is far more likely to be successful if the individual is given a proper induction into their new role.   

The clerk is accountable to the chair, on behalf of the governing body.  This means that the chair must make sure that all the processes of good employment practice are followed, starting with induction.  When a new clerk is appointed, the governing body is often hugely relieved and the focus can be on getting the paperwork ready for the next meeting.  However, few individuals appointed as clerks have worked in the role before, so the chair must ensure that the new clerk is given time to go through an induction process and become familiar with the new job.  Training for new clerks is available from Governing Body Support and clerks should be encouraged to book a course as soon as possible after appointment.  During the induction period, the chair should meet the clerk regularly to talk about how they are settling in and whether there are any problems.  They should not be left in isolation.  This should be in addition to meeting regularly to plan the work.  The clerk should be involved in all personnel processes applied to other support staff at the school/college, including performance management.  

Clerks should be required to attend training and development opportunities throughout their time in post.  This will help them to keep up to date with legislative and other changes which they will bring to the attention of the governing body.  They will also be able to develop their skills and knowledge.  It can sometimes be difficult for staff working in other posts at the school to attend training but chairs should ensure that their post can be covered when necessary.    

Stage 9:   Resignation

When a clerk resigns, they  should send a letter of resignation to the chair of governors clearly stating the date of resignation.  They should also complete a Form 'L' (available on the Torbay Council website http://www.torbay.gov.uk/form-l.doc) and send it to Governor Body Support to notify her/his resignation.  The school administrator will complete the online Leavers' form (available on the HR intranet site).  
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Job Description

	Job Title:

	Clerk to the governing body of ______________ school/college

	Responsible To:
	Chair of governors 

	Salary Grade:
	Grade D, scps 14 to 17 (job evaluated grade) on the Local Government scale, pro rata based on _____ annualised hours


1
Key Purpose of Job

1.1 
To provide effective administrative support and advice to the governing body.   

2
Key Duties

2.1
Meetings

2.1.1
To work with the chair, headteacher (and other staff or governors as relevant) to prepare 
the agenda for meetings of the governing body and its committees; to produce, collate and 
distribute (in hard copy or electronically) the agenda and all supporting papers to governors 
at least seven days before each meeting.  

2.1.2
To be responsible for organising the practical arrangements for each meeting, including  


room layout, equipment and refreshments as relevant.

2.1.3
To attend each governing body and committee meeting and take accurate notes, ensuring 
that confidential matters are recorded separately; to use the notes to prepare a first draft of 
minutes; to send a copy to the chair, and to the headteacher for information, within 10 
working days of each meeting; to circulate (in hard copy or electronically) the draft minutes, 
as approved by the chair, with any additional documents to all governors, the LA (and 
Diocese if appropriate) within 15 working days of the meeting.  

2.1.4
To carry out all responsibilities as clerk to the committee dealing with exclusions.

2.1.5
To carry out all responsibilities as clerk to all meetings dealing with staff pay and staff 
disciplinary, grievance, redundancy and capability procedures. 

2.1.6 To carry out all responsibilities as clerk to all meetings dealing with complaints.

2.1.7  
To record the attendance of governors at each meeting, to advise the governing body of non-attendance of governors and to inform absent governors of the date of the next meeting. 

2.1.8
To contribute to maintaining and updating the governing body's annual cycle: the calendar 
of meetings of the governing body and its committees and agenda items.  

2.2
Advice

2.2.1
To advise the governing body on procedures, governance legislation and other matters where necessary, before, during and after meetings.

2.3

Governing body membership

2.3.1 
To keep records of all governors' categories, term of office, names, addresses and contact 


details.  

2.3.2
To advise individual governors, the governing body and appointing bodies as appropriate of 
each upcoming end of term of office so that elections or appointments can be organised in 
a timely manner.   

2.3.3
To assist with elections of parent and staff governors. 

2.3.4
To undertake administration relating to governor appointments and elections including

            ensuring that all governors undertake relevant child protection checks and complete an


eligibility self-declaration.    

2.3.5
To conduct that part of the meeting at which the chair and vice chair are elected.

2.3.6
To support the recruitment of governors.

2.3.7
To support the induction of new governors and supply them with agreed documents

2.4
Record keeping

2.4.1
To maintain the school's official minute file, ensuring that all documents relating to 
the work of the governing body are stored safely and that all confidential papers are stored 


separately and securely.  

2.4.2
To ensure that all correspondence, minutes and other documents relating to staff 
disciplinary, grievance, redundancy and capability procedures, pay, exclusions and 
complaints are stored securely at the school.  

2.4.3
To keep records of the terms of reference of committees and any working groups, and 
their membership.  

2.4.4   
To keep records of all policies agreed by the governing body.

2.4.5
To maintain the governors' register of business interests which is stored at the school.


2.4.6   
To ensure that all governors have a current copy of the Guide to the Law for School 
Governors or know how to access it online.
2.5
Correspondence 

2.5.1 
To write and/or send letters, as needed, on behalf of the governing body and to keep 
copies of all such correspondence at the school.

2.5.2
To maintain a list of correspondence received by the chair and others on behalf of the 
governing body.

2.6
Governor expenses

2.6.1
To receive any claims for governor expenses and pass them to the school's administrator 
for processing.

2.7
Training and development

2.7.1
To attend training on a regular basis.

2.7.2
To keep up to date with current educational developments and legislation affecting school 


governance and bring them to the attention of the governing body.

2.7.3
To take an active part in their own performance management and other meetings with the chair of governors. 

3
Health and Safety Responsibilities

All employees will ensure that they

· take care of their own safety and that of others

· ensure that products, plant, equipment, vehicles and buildings are not damaged

· comply with health and safety procedures and instructions

· will not neglect, misuse, damage anything provided in the interest of health and safety

· assist by reporting to their Line Manager any hazard, accident, damage or defect in order that remedial action may be undertaken

· undergo any training or instruction to enable them to work competently and safely

Clerks who work at home must ensure that their working conditions take account of normal health and safety requirements.   

4
Key Working Relationships

4.1
Internal 

The post holder will work closely with the chair of governors, the head teacher/principal, 
other governors and senior staff involved with the work of the governing body.  The post holder will work with other school staff as appropriate e.g. regarding the storage of governing body documents, the circulation of election communications or the use of school 
photocopier. 

4.2
External 

The post holder will work closely with Torbay Council's Governing Body Support regarding governor appointments.  The post holder will send governing body agendas, supporting papers and minutes to Torbay LA within required timescales.      

In church schools, the post holder will ensure that all necessary information is sent to the relevant Diocesan officer within required timescales.   

5
Other Duties

To undertake additional duties as required, commensurate with the level of the job.

Other Information

a) All staff must commit to Equal Opportunities and Anti-Discriminatory Practice.

b) The post-holder is expected to familiarise themselves with and adhere to all relevant policies and procedures.

c) The post-holder must comply with the school's Health and Safety requirements.

d) As this post meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974, all applicants who are offered employment will be subject to a criminal record check (Disclosure) from the Criminal Records Bureau before the appointment is confirmed.  This will include details of ALL cautions, reprimands or final warnings as well as convictions, whether "spent" or "unspent".  Criminal convictions will only be taken into account when they are relevant to the post.
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Person Specification
	Job Title:
	Clerk to the governing body of  _______________________School/college

	Managers will assess candidates against their ability to meet the essential requirements of the job. 

Candidates will be assessed against their ability to meet the desirable requirements of the job in a competitive situation. 
Candidates with a disability will be guaranteed an interview if they meet the essential requirements only.  Reasonable adjustments will be made to the job, job requirements or recruitment process for candidates with a disability.

Candidates should explain how they meet each of the numbered requirements within their supporting statement.

	

	Essential
	Desirable

	Skills and Effectiveness

	1 Ability to work collaboratively with others 

2 Effective interpersonal and communication skills

3 ICT skills including word processing and use of email  

4 Good organisational skills 

5 Ability to understand and assimilate new information and translate into advice

6 Ability to organise own time, flexible in approach and able to work with conflicting demands 

7 Thorough approach to work with an attention to detail 

8 Committed to working in a way which promotes equal opportunity
	

	Knowledge

	1 Working knowledge of Microsoft Word and Excel; working knowledge of use of email

2 An understanding of general office tasks  e.g. filing, record keeping

3 Knowledge of good practice in writing agendas and minutes and organising meetings

4 Understanding of the requirements of working with confidential information  


	1 Knowledge of governing body procedures
2 Knowledge of the law and regulations relating to  governing bodies and education 
3 Knowledge of the respective roles and responsibilities of the governing body, head, the LA, DCSF and Diocese as relevant
4 Knowledge of governor appointment and election procedures
5 Awareness of Data Protection legislation to handle information securely in a confidential and impartial manner 

	Experience/Achievements:
	

	1 Participation in formal meetings


	1 Previous experience of organising meetings, drawing up agendas and producing accurate minutes

2 Experience of dealing with confidential matters

	Qualifications/Professional Memberships:
	

	1 Educated to GSCE standard or equivalent. 


	1 At least 3 GCSEs, at grade C or above, or equivalent.

2 ECDL, CLAIT or other ICT based qualification


Other requirements of the job   

a) Ability and willingness to attend meetings at times determined by the governing body, including evenings 

b) Ability and willingness to regularly meet with the chair of governors

And, for home based clerks only

c) Ability to work at home 

d) Ability and willingness to regularly visit the school to deal with administrative tasks (including  photocopying, filing, mail etc) and liaise with key school staff
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