
 

 

 
Job Profile:             Clerk to the Governing Body 

Responsible To:    Chair of Governors 

Hours:                     8 hours per week, 36.8 weeks per year  

Pay Scale:               PS8, pro rata £5,641.65 per annum 

 

1. Key Purpose of Job 

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

2. Key Duties 

2.1 Meetings 

▪ 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 the agenda and all supporting papers to governors at least seven days before each 

meeting.   

▪ To be responsible for ensuring the practical arrangements for each meeting are in place.  

▪ To attend each governing body and committee meeting and take accurate notes, ensuring 

that confidential matters are recorded separately under Part II; 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 the draft minutes, as approved by the 

chair, with any additional documents to all governors and the Bourne Education Trust within 

15 working days of the meeting.   

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

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

▪ 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.  

▪ To contribute to maintaining and updating the governing body's annual cycle, the calendar of 

meetings of the governing body and its committees and the agenda items.   

 

2.2 Advice 

 

▪ To advise the governing body on procedures, governance legislation and other matters where 

necessary, before, during and after meetings. 

 



 

 

 

2.3 Governing body membership 

▪ To keep records of all governors' categories, terms of office, names, addresses and contact 

details.   

▪ 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.    

▪ To assist with elections of parent and staff governors.  

▪ 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.     

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

▪ To support the recruitment of governors. 

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

 

2.4 Record keeping 

▪ 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.   

▪ 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.   

▪ To keep records of the terms of reference of committees and any working groups, and 

their membership.   

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

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

▪ 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  

▪ 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. 

▪ To maintain a list of correspondence received by the chair and others on behalf of the 

governing body. 

 

 

 



 

 

2.6 Governor expenses 

▪ To receive any claims for governor expenses and pass them to the school's finance office 

for processing. 

 

2.7 Training and development 

▪ To attend training on a regular basis. 

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

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

▪ To take an active part in their own performance management and other meetings with 

the chair of governors.  

 

 

3. Key Working Relationships 

 

3.1 Internal  

▪ The post holder will work closely with the chair of governors, the Headteacher, 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 to stakeholders or the 

use of school photocopiers and IT equipment. 

 

3.2 External  

▪ The post holder will send governing body agendas, supporting papers, minutes and all other 

necessary information to the Bourne Education Trust within required timescales.  

 

 

4. Other Duties 

▪ To undertake additional duties as required by the Bourne Education Trust, the Chair or 

Headteacher or either school, commensurate with the level of the job. 

 

▪ Other Information 

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



 

 

o The post-holder is expected to familiarise themselves with and adhere to all relevant 

policies and procedures. 

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

The board of trustees, local governing committees (LGC) and all leaders across Bourne Education Trust 
recognise and accept their responsibilities to provide a safe and healthy working environment for all 
employees, students and visitors. We expect all colleagues to take reasonable care of their own health 
and safety and that of others who may be affected by their actions at work. All BET employees must co-
operate with us to access proper training and to make sure they understand and follow the Trust’s 
health and safety policies and procedures, and to help everyone meet their legal requirements. All 
colleagues must take responsibility for reporting concerns relating to health and safety matters through 
appropriate channels. 

 


