DDAT

Derby Diocesan Academy Trust
Job Title: Clerk to Governors

Work Location: Turnditch CE Primary School
Salary: Grade 4, Pay Point 3

Job Description — Clerk to Governors
Purpose of role

The Clerk to Governors will be responsible for overseeing all aspects of governance
effectiveness and compliance, ensuring governance adheres to good practice and meets all
statutory and regulatory requirements. This is achieved by:

e supporting the efficient and effective operation of governing board meetings and its
committees including administrative and organisational support

e ensuring governance at all levels is carrying out its functions

e providing advice and guidance on constitutional and procedural matters

Main duties and responsibilities

o effective organisation and administration of governing board meetings

e taking notes of the governing body meetings to prepare minutes, including indicating
who is responsible for any agreed action with timescales

e setting the cycle of governing board and committee meetings and preparing focused
agendas

e acting as the main point of contact for all queries relating to governance across
designated schools.

¢ helping to ensure that committee business delivers high standards of challenge and
support that compliments respective improvement plans

e keeping the board focused on its core strategic priorities

e ensuring all meetings are inclusive and well structured

e satisfying all aspects of meeting compliance as stipulated in the trust’s articles of
association and the Academies Financial Handbook, and in accordance with
arrangements agreed by the governing board

Advice and guidance

e providing advice and guidance to ensure that the committee works in compliance
with the appropriate legal and regulatory framework, including the trust’s scheme of
delegation and the committee’s terms of reference

¢ providing advice on procedural matters relating to delegated powers and
responsibilities

e advising on the application of local policies and procedures, ensuring it is well
understood which policies are trust-wide and which have local variants

e providing advice and guidance on the respective roles of members including their
duty to maintain the highest professional standards of conduct and ethics

e providing advice and guidance on strategic leadership responsibilities

e providing advice and guidance on the application of policies, procedures and relevant
legislation/guidance across designated schools

Manage statutory information and governance documentation
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e Acting as a gatekeeper for information and documentation that clearly details the

schools’ governance arrangements and satisfies other statutory requirements,

including (but not limited to):

e maintaining appropriate records of governing board membership, along with any
terms of reference

e maintaining a school policy register and advising on the policy review and
approval cycle

e ensuring copies of statutory policies and other statutory documents such as the
scheme of delegation and register of interests are published as agreed (e.g. on
the trust and/or school website) and in line with statutory requirements

¢ ensuring that governance-specific risks are included in the trust’s risk register

e maintaining the school’s online governance portal or equivalent

Oversee governance membership and structure

¢ ensuring the governing board and its committees are properly constituted

e advising the governing board on succession planning

e overseeing member recruitment as required, advising on election and appointment
procedures

e arranging the induction process for new governors

People and relationships

e working collaboratively with the governing body, Headteacher and Trust so that
governance supports and enables the operational delivery of strategic objectives

e maintaining effective communications with relevant stakeholders such as the local
authority

Personal development

¢ liaising with relevant professional organisations and networks

e undertaking regular training including the pursuit of professionally recognised
qualifications

e keeping abreast of policy developments affecting academy governance

e participating in regular performance management, led by the chair of the board of
trustees

Other duties

e providing clerking cover during times of absence
e clerking panels as required



