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	Elson Junior School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  We will ensure that all our recruitment and selection practices reflect this commitment.  All successful candidates will be subject to Disclosure Barring Checks along with other relevant employment checks.  Our purpose is to enable all pupils to maximise their potential in all areas of their development.  As a school community we celebrate achievement and always aim for progress.



POST: Clerk to the Governing Body Grade D (116 hours per annum / 16 meetings per annum)
This document should be read in conjunction with the Adminstrative Officer role profile (02122) determined by Hampshire County Council (attached).  The postholder is responsible to the Chair of Governors.

	Main Purpose of the Role

	
To provide an administrative service and procedural advice and guidance to the governing body to support its effective and efficient operation.


	Main Responsibilities

	
1. To liaise with the Chair of Governors, Headteacher and other members of the governing body to agree a calendar of dates for future Full Governing Body and Chairs of Committee meetings and prepare agendas.
2. To circulate the agenda and other associated paperwork to all governors and the agenda to Governor Services at least working 10 days in advance of each full governing body meeting.
3. To attend each full governing body meeting (six per year), Resources Committee (six per year, three of which include Site Management), Curriculum and Standards Committee (six per year), Pay Performance and Personnel (three per year) and extraordinary meetings where required, and provide the following services:
· minute taking;
· guidance regarding procedural and constitutional matters
4. To prepare the minutes for the chair's approval within five working days of the meeting.
5. To distribute the approved draft minutes to all governors and Governor Services within fourteen days of the meeting.
6. To follow up, as requested, decisions and actions agreed at full governing body meetings and committees as required.
7. To advise the governing body on procedural matters and take up any issues that cannot be resolved immediately, or any other questions or queries, with the Local Education Authority and other outside agencies as appropriate.
8. To act, when required, as the correspondent on behalf of the governing body.
9. To attend relevant training as required by the governing body (hours will be paid for) and to keep up to date with current developments and legislation affecting school governance.
10. To deal with the administration relating to the membership of the governing body including;
· maintaining an accurate record of governing body membership; 
· recording attendance at meetings; 
· advising the governing body of non-attendance of governors 
· checking on the dates of expiry of terms of office and advising the governors in advance; 
· advising the relevant bodies of forthcoming vacancies and resignations of appointed governors; 
· advising the chair and headteacher of forthcoming vacancies and resignations of community, parent, teacher and staff governors; 
· advising Governor Services of governor details and all changes in membership of the governing body and the annual re-election of Committee Chairs of the governing body. 
11. To manage the process for the election of the Chair of Governors.
12. To keep a register of pecuniary interests for all governors.
13. To maintain a filing system, located at the school, for the Governing Body to include:
· governing body minutes and associated paperwork; 
· statutory and non-statutory committee minutes; 
· correspondence; 
· the governing body's committee structure; 
· membership of statutory and non-statutory committees; 
· terms of reference for the statutory and non-statutory committees. 
· policies.
14. To undertake other responsibilities as agreed by the governing body.
15. Employees will:
· comply with health and safety policies and procedures; 
· work with due regard to the health and safety of themselves and others; 
· support managers in the development and implementation of safety practices; 
· draw attention to health and safety issues. 


  



The post is open to development in such directions as the Chair of Governors, in consultation with the post holder, may determine in order that its objectives may be achieved.  The job description may be reviewed at the end of the academic year or earlier if necessary.  In addition it may be amended at any time after consultation with you.
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