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BOURNE COMMUNITY COLLEGE

‘Aspiration, Innovation, Motivation’
Clerk to Governors
It is essential that all staff actively promote the aims of The College –

· To ensure every student develops their potential to flourish and be successful

· To have high expectations of all staff and students

· To respect all those in our community locally, nationally and internationally

All members of staff are required to participate in the College’s appraisal scheme.

Line Manager:
Chair of Governing Body

The main responsibilities of the Clerk -

(a) Meetings 
Convene meetings; 

Circulate agendas and minutes; 

Take the minutes; 

Record attendance; 

Check Quorum for meeting has been reached; 

Record apologies received and the governing body’s decision regarding      acceptance; 

Record declarations of interest; 

Report changes to governing body membership; 

Record actions agreed; 

Record instances of governing body challenge. 

(b) Governing Body Membership 
Maintain and monitor the governing body membership list including the names, contact details, category and terms of office of individual governors; 

Monitor absences to inform the governing body of possible automatic disqualifications; 

Monitor terms of office and take necessary action to ensure elections and appointments can be organised in a timely manner; 

Assist the Headteacher in the election of Parent and Staff governors where required; 

Ensure any changes to governing body membership are communicated to the Governor Admin Team. 

(c) Advice and Information 

Attend termly WSCC Briefings for Clerks & Governors and advise the governing body on procedural issues; 
Know where to obtain appropriate legal advice, support and guidance; 
Ensure that new governors have access to documentation such as previous minutes, welcome pack, data protection information etc. 

Provide advice regarding which statutory policies are required; 

Maintain records of governing body correspondence; 

Ensure a register of pecuniary and business interests is signed annually by governors
The Clerk may be asked to perform other tasks as determined by the Governing Body from time to time.
