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1. INTRODUCTION 
 

“Clerking is the engine that drives the governing body on its journey; if the engine does not work smoothly 
and properly, not only is the journey very difficult, but there is a serious risk that the destination will not 
be reached.  Clerking provides the efficiency that is a key component of governing body effectiveness”.1 
 
This guide focuses on the role and responsibilities of the clerk to the governing body.  It provides a detailed 
account of the importance of the clerk’s role in governing body effectiveness and how the clerk assists the 
governing body. 
 
A recent review commissioned by the Welsh Government “Review of Clerks Performance” indicated that 
the clerk has two main functions: 

 

• An administrative role; and 

• An advisory role, offering advice on governance legislation and procedural matters.2 
 
The clerk has an important part to play in governing body effectiveness and needs to work in partnership 
with the chair of governors, the other governors and the headteacher, making sure the governing body’s 
work is well organised.   
 
The clerk should have the necessary skills and expertise to give the governing body efficient administrative 
support.  However, clerking can be more than just an administrative role; clerks may also provide the 
governing body with impartial advice and guidance on school governance, legislation and procedural 
matters, where necessary, before, during and after meetings.  
 
The clerk is accountable to the governing body.  The governing body cannot delegate any of its 
responsibilities to the clerk, but the clerk would be expected to carry out administrative support to the 
governing body. 
 
Some Local Authorities (LAs) provide a clerking service for governing bodies through a service level 
agreement and will also provide training for clerks. All clerks must complete the statutory training in 
accordance with the Government of Maintained Schools (Clerk to a Governing Body) (Wales) Regulations 
20133.  
 
 
Relevant Governors Cymru publications are indicated throughout this document, in particular: 
 
Clerks Area on the Governors Cymru website 
 
The Handbook for School Governors in Wales 
Governor Guide on the Role of the Chair 
Role of the Vice-Chair 
Role and responsibilities of school governing bodies in Wales 

                                                 
1 Steve Mansfield.How to be an excellent clerk. The School Governors; Yearbook 2012. Adamson Publishing, 2011 
2 Review of Clerks Performance.  Report by Miller Research, April 2011 
http://gov.wales/statistics-and-research/review-clerks-performance/?lang=en    
3 http://www.legislation.gov.uk/wsi/2013/2127/contents/made  

http://www.governors.cymru/clerk/
http://www.governors.cymru/handbook/
http://www.governors.cymru/publications/2018/08/29/governor-guide-role-chair/
http://www.governors.cymru/publications/2018/08/29/role-vice-chair/
http://www.governors.cymru/publications/2018/08/29/roles-responsibilities-gb/
http://gov.wales/statistics-and-research/review-clerks-performance/?lang=en
http://www.legislation.gov.uk/wsi/2013/2127/contents/made
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2. APPOINTMENT AND REMOVAL OF THE CLERK 
 
The governing body must appoint a clerk to the governing body.   The clerk to the governing body must 
not be: 

 

• a governor at the school; 

• a non-governor member of any committee of the governing body; or  

• the headteacher of the school.  
 
If the clerk does not attend a meeting, the governors present at the meeting can appoint a member of the 
governing body (but not the head teacher) to act as clerk for that meeting.  
 
The governing body may remove the clerk from office.  
 
If the school has had its delegated budget suspended by the LA, the LA may remove the clerk from office 
and appoint a substitute, but they must consult the governing body before doing so.4  

 
 
3. THE ROLE OF THE CLERK 

 

It is the responsibility of the clerk of the governing body to:  
 
(a) convene meetings of the governing body; 
 
(b)  attend meetings of the governing body and ensure minutes of the proceedings are produced; 
 
(c)  maintain a register of members of the governing body and report any vacancies to the governing
 body; 
 
(d)  maintain a register of governors' attendance at meetings and report on non-attendance to the 

governing body; 
 
(e)  give and receive notices in accordance with: 

•  notification of vacancies and appointments; 

•  resignation; 

•  removal of governors; 

•  resignation of chair or vice chair;  

•  convening meetings; and 

•  notification of disqualification. 
 
(f)  report to the governing body as required on the discharge of his or her functions; and  
 
(g)  perform such other functions as may be determined by the governing body from time to time. 
 
The clerk to the governing body may also provide the governing body with advice on its functions and 
procedures.5   The clerk will also act as a non-voting chair during that part of the meeting at which the 
chair is elected. 

 

                                                 
4 Regulation 42 of The Government of Maintained Schools (Wales) Regulations 2005 
5 Regulation 43 of The Government of Maintained Schools (Wales) Regulations 2005 
 

http://www.legislation.gov.uk/wsi/2005/2914/contents/made
http://www.legislation.gov.uk/wsi/2005/2914/contents/made
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4. QUALITIES OF A GOOD CLERK 
 

The clerk plays an important role in governing body effectiveness, not least by ensuring the governors 
have efficient administration support and are offered procedural advice and guidance.  The clerk to the 
governing body should: 

 

• have good listening, communication and literacy skills; 

• be able to organise their time and work to deadlines; 

• be able to maintain confidentiality; 

• be able to remain impartial; 

• have good interpersonal skills; 

• have an openness to learning and change; 

• have a positive attitude to personal development and training; 

• have a flexible approach to working hours; 

• have ICT skills; 

• be able to write agendas and concise accurate minutes; 

• be able to maintain databases and have record keeping skills; 

• be able to organise meetings effectively; 

• have knowledge of governing body procedures and education legislation and guidance; 

• have an understanding of the governing body’s principles of conduct6 

• be aware of national and local education priorities;  

• have knowledge of the respective roles and responsibilities of the governing body, the headteacher, the 
LA, Diocesan Authority (if appropriate) and the Welsh Government; and 

• have knowledge of data protection legislation and how to apply these to the governing body. 
 

Please refer to Appendix 1 for a model job description for clerks. 

 
5. TRAINING 
 
Clerks to governors and clerks to statutory committees must attend mandatory training within one year of 
being appointed7.   There are some exemptions to this: 

• Governor support officers; 

• Those who have already satisfactorily completed the clerk training; 

• Any governor appointed as a Clerk in an emergency where the clerk does not attend meetings. 
 
The training covers the following areas: 

• Statutory duties of the governing body clerk (see section 2) 

• Key roles, duties and responsibilities of the governing body and governing body chair, including 
appointment and/or election of governors, chairs and clerks and the establishment of committees 

• The administrative functions of a governing body clerk 

• The advisory role of a governing body clerk 
 

It is also best practice for clerks to attend governor training sessions to improve their understanding of the 
role of governors, including understanding school performance data training.  Attending training courses, 
briefing sessions and Clerks’ Fora would also enable the clerk to meet other clerks in the area, network 
and share good practice. 
 

                                                 
6 http://www.governors.cymru/publications/2018/08/29/principles-conduct-governors-schools-wales/  
7 Welsh Government guidance document 117/2013  

http://www.governors.cymru/publications/2018/08/29/principles-conduct-governors-schools-wales/
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6. INFORMATION A CLERK NEEDS TO BE AWARE OF IN ORDER TO BE EFFECTIVE 
 
A. Role of the governing body 
 
The governing body’s main roles are to establish a strategic framework for the school and to regularly 
review progress made. The governing body should fulfil its strategic role by taking three key actions: 
 

• agreeing aims and objectives for the school; 
 

• determining policies for the school to achieve those aims and objectives; and 
 

• setting targets by which they can measure progress towards the aims and objectives. 
 

It is very important that the governing body monitors and evaluates the progress of the school. To do this 
successfully they need to act as a ‘critical friend’ to the headteacher.8  
 
“The headteacher and professional staff are accountable to the governing body for the school’s 
performance. The governing body must be prepared to explain its decisions and actions to anyone who 
has a legitimate interest. This may include staff, pupils, parents and the press; as well as the LA, the 
school’s foundation or the National Assembly”.  
Extract from ‘Guidance on the School Government (Terms of Reference) (Wales) Regulations 2000, NAFW 
Circular No: 34/2000. 
 
Further information can be found in Part 1 of the Handbook for School Governors in Wales. 
  
 

B. Categories of governor 
 
The governing body is made up of members who have been elected, appointed or nominated.    All 
governing bodies have a core group of governors consisting of: 

• parent governors; 
• teacher governors; 
• staff governors; 
• LA governors; 
• the headteacher (acting in the capacity of a governor where this is his/her choice). 

 
In addition, governing bodies will also consist of some of the following governors, depending on the type 
of school: 

• community governors; 
• additional community governors; 
• representative governors; 
• foundation governors; 
• partnership governors; 
• sponsor governors; 
• associate pupil governors (secondary schools only). 

 
Further information can be found in our resource on Categories of Governors9 
 
 
 

                                                 
8 “The Critical Friend” http://www.governors.cymru/publications/2018/08/29/critical-friend/  
9 http://www.governors.cymru/publications/2018/08/29/categories-governors/ 

http://www.governors.cymru/handbook/
http://www.governors.cymru/publications/2018/08/29/critical-friend/
http://www.governors.cymru/publications/2018/08/29/categories-governors/
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7. CONVENING GOVERNING BODY MEETINGS 
 

The governing body must meet at least once per term, however many governing bodies meet twice per 
term.  Meetings are convened by the clerk, in line with directions given by the governing body and the 
chair.   Any three members of the governing body can also request a governing body meeting by giving 
written notice to the clerk that includes a summary of the business to be conducted, e.g. what they wish 
the governing body to discuss and why. The clerk must convene a meeting as soon as is reasonably 
practicable, ensuring that the meeting will be quorate.  
 
The clerk will work effectively with the chair and headteacher prior to a governing body meeting to 
prepare a purposeful agenda which takes account of local priorities and is focused on school 
improvement. 
 
The clerk must send written notice of the meeting, a copy of the agenda and any reports or other papers 
to be considered at the meeting at least five clear working days (or seven days for certain issues)10 before 
the meeting to: 

 

• each governor (including those who are suspended); 

• the headteacher (whether or not a governor); and  

• the LA. 
 
If the chair (or vice-chair in his or her absence) considers there are matters that demand urgent 
consideration, he or she can determine a shorter period of notice as long as the written notice states that 
fact.  
 
The clerk ensures, by receiving and recording apologies, that the meeting will be quorate (50% of 
members rounded up to the nearest whole number excluding any vacancies and suspensions).  The 
meeting must remain quorate throughout.  If the meeting is not quorate, then the clerk and/or chair will 
need to notify the governing body of this, informing them that they will be unable to make any decisions 
and will have to defer these to the next meeting.  The clerk does not have a vote at meetings. 

 
8. WITHDRAWING FROM MEETINGS 
 

There are occasions when governors or the clerk will have to withdraw from meetings.  In general, a 
person is required to withdraw from the meeting if an issue is being discussed where his or her personal 
interests may conflict with those of the governing body.  All governors should complete a declaration of 
business interests form annually and submit this to the clerk, who will keep a register of governors’ 
interests.  A governor would need to declare an interest if an issue is being raised in which they feel they 
have a personal interest.  Where there is doubt over the need to withdraw, the others present at the 
meeting ultimately make the decision.  Examples of issues which may affect a member of the governing 
body: 

 

• An issue affecting the pay of a member of the governing body (most commonly the headteacher, 
teacher governor, staff governor, clerk); 

 

• The removal of a governor (though the governor should be allowed to put their point of view across 
before withdrawing); 

 

• An issue, the outcome of which might result in financial gain for a governor or his/her family or 
business, e.g. the awarding of a contract for work; 

 

• An employee of the school (other than the headteacher) must withdraw if the pay or appraisal of other 
staff at the school is being discussed. 

 

                                                 
10 Regulation 41 of The Government of Maintained Schools (Wales) Regulations 2005 
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9. MINUTES OF THE MEETINGS 
 
Every meeting of the governing body and statutory committees must be clerked and minutes taken.  The 
minutes provide a historical record of the business of the governing body. The minutes must record all 
discussions that have taken place, the decisions made by the governing body and the action needed by 
when and by whom.  They are also a source of evidence for Estyn inspectors to review when judging the 
extent to which the governing body supports and challenges the school. 
 
Minutes must include: 

 

• date, time and venue of the meeting; 

• a list of those present; 

• apologies for absence – and whether they are accepted or not; 

• declarations of interest; 

• approval of minutes of the previous meeting; 

• agenda items; and 

• date and time of next meeting. 
 
Accurate minute taking by the clerk is vitally important for a governing body to function effectively.  The 
clerk should ensure that the minutes of meetings include: 
 

• all decisions taken and agreed by the governing body and that they are recorded accurately and 
objectively; 
 

• a clear understanding of the discussion;  

• questions raised by governors and the response (this shows evidence of challenge and support); and 

• the timescales for actions to be completed by and by whom are clearly indicated. 

 
The clerk should bear the following in mind when writing up the minutes – they should: 

 

• be concise; 

• be grammatically correct and written in sentences; 

• be clear to those who did not attend the meeting; 

• not be in note form; 

• not be a verbatim record; and 

• not attribute comments to individual governors unless the governor concerned asks for their comments 
to be recorded and the governing body agrees to this. 

 
The clerk should send the draft minutes to the chair and the headteacher for amendment and approval by 
the chair. The clerk should ensure that minutes are: 

 

• checked as soon as possible after a meeting to ensure they present an accurate record of discussions 
and decisions; 
 

• circulated to governors within the timescale agreed by the governing body;  

• signed by the chair after approval by the governing body; and 

• are kept in a book or loose-leaf file on numbered pages (if the latter is done, the chair must initial each 
page). 

 
A signed and dated copy of the minutes should be made available for inspection at the school by those 
people requesting to see them apart from confidential items (minutes can also be made public once the 
chair has signed the draft for circulation to the governing body). 
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The clerk should also be aware of confidential items.  For example, where a member of staff or a pupil is 
named at a meeting, the item should be deemed confidential in the agenda and the minutes.  Confidential 
items should be minuted separately and marked as ‘Part 2’ of the minutes. 
 
Once the minutes have been checked for accuracy by the chair, they are a public document, with any 
interested party able to request to view the minutes at the school.  The minutes may also be subject to 
Freedom of Information requests.   
 
Examples of minutes can be found in Section 5, Part 2 of the Handbook for School Governors in Wales11.   
 
There is also information on minute taking in the Clerks Area on the Governors Cymru website.12 
 

 
 
10. COMMITTEES 
 
The statutory committees of the governing body must be clerked.  Details of the quorum for committees 
can be found in Part 9 of The Government of Maintained Schools (Wales) Regulations 2005.  The statutory 
committees and membership are as follows: 
 
Staff Disciplinary and Dismissal Committee - 3 governors 
Staff Disciplinary and Dismissal Appeals Committee - 3 governors 
Pupil Discipline and Exclusions Committee - 3 or 5 governors 
Admissions Committee13  - Headteacher plus 2 governors 
 
Meetings of the statutory committees should be conducted in the same way as full governing body 
meetings (also refer to sections 7, 8 and 9): 

 

• papers should be sent out to members of the committee five days in advance of the meeting; 
 

• minutes of the committee meetings must be kept; and 
 

• anyone with an interest in a matter being discussed would need to withdraw from the meeting. 
 
Governing bodies must have procedures and membership in place for the following: 

 

• Complaints; 

• Headteacher Performance Management Appraisers and Appeal Appraiser(s); 

• Pay review and pay review appeals; 

• Grievance and Grievance appeals; 

• Capability and Capability appeals; 

• Headteacher and Deputy head selection panel - a specific appointment panel of between 3-7 members 
must be set up to deal with the appointment of headteachers and deputy headteachers. In voluntary 
aided schools the whole governing body may be the selection panel if desired.  

 

                                                 
11 Handbook for Governors of Schools in Wales http://www.governors.cymru/handbook/  
12 http://www.governors.cymru/clerk/ 
13 Voluntary Aided and Foundation Schools only 

http://www.governors.cymru/handbook/
http://www.governors.cymru/clerk/
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Other committees can be established to discuss the detail of other matters such as: 
 

• Finance; 

• Standards, performance and curriculum; 

• Premises, health and safety; and 

• Staffing. 
 
It is good practice for other committees, agreed by the governing body, to be clerked, as this promotes 
consistency of procedures and practice.  This will help with the work of the governing body by ensuring 
that minutes recording recommendations from the committees are taken to the full governing body for 
ratification. 
 

 For a model committee structure and model terms of reference refer to the Governor Guide.14  

 
 
 
11. KEEPING REGISTERS AND DATABASES 
 
a) The clerk maintains a database of the name, address, category and term of office of each governing 

body member.  The clerk will advise governors and appointing bodies prior to the term of office 
expiring in order for elections or appointments to be organised in a timely manner15.  The clerk will 
also inform the governing body, LA and diocesan authority (if appropriate) of any changes to the 
governing body membership. 

 
b) The clerk maintains governor attendance records and advises the governing body of non-attendance 

of governors.  If a governor notifies the clerk before a meeting that they are unable to attend, the 
clerk must record in the minutes whether or not the governing body consents to the absence (this 
could affect the governor’s possible disqualification due to non-attendance)16.  

 
c) If a governor becomes disqualified for any reason other than non-attendance at meetings, they must 

inform the clerk.  The clerk will inform the chair and record the information in the database of 
governing body membership.  The clerk will then advise governors and appointing bodies of this 
vacancy so that elections or appointments can be organised to fill the vacancy. 

 
d) The clerk should keep a record of training events attended by individual governors or the whole 

governing body.  This record can then highlight any governor’s potential suspension or 
disqualification as a result of non-attendance at relevant mandatory training.  It is good practice for 
‘training and development’ to be included in the governing body agenda for governors to share 
information from training events and to identify further development opportunities.  Minutes of 
governing body meetings should include a reference to those discussions, including feedback from 
governors on the relevance and usefulness of the training events they attended.    

 
e) If the governing body has carried out an analysis of skills and experience of members, the clerk 

should keep the membership file up to date (see (a) above), by listing, the experience and skills of 
governors. The list will highlight any future training needs and recruitment aligned to governing body 
and individual governor requirements.17 

 

                                                 
14 http://www.governors.cymru/publications/2018/08/29/model-governing-body-committee-structure/ 
15 Regulation 21 of The Government of Maintained Schools (Wales) Regulations 2005 
16 Information on disqualification can be found in Schedule 5 of The Government of Maintained Schools (Wales) Regulations 2005 
17 http://www.governors.cymru/publications/2018/08/29/governor-skills-audit/  

http://www.governors.cymru/publications/2018/08/29/model-governing-body-committee-structure/
http://www.legislation.gov.uk/wsi/2005/2914/contents/made
http://www.legislation.gov.uk/wsi/2005/2914/contents/made
http://www.governors.cymru/publications/2018/08/29/governor-skills-audit/
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f) Any governors wishing to resign must inform the clerk in writing.  The clerk should inform the chair 
and record the information in the database of governing body membership.  The clerk should then 
advise governors and appointing bodies of this vacancy so that elections or appointments can be 
organised to fill the vacancy. 

 
g) The clerk will ensure that a register of governing body pecuniary interests is maintained and is 

reviewed annually (usually at the first meeting of the governing body in the academic year). 
 
h) The clerk will maintain copies of current terms of reference and membership of committees and 

working parties and the names of the nominated governors e.g. SEN, Child protection etc.18 
 
i) The clerk will keep copies of key documents such as governing body correspondence and the Annual 

Report to Parents. 
 
j) Lastly, the clerk will ensure that policies are in place and that a file is kept in the school of all policies 

and documents approved by the governing body.  It is good practice to keep a policy checklist 
indicating when each policy was adopted, all subsequent reviews and the date of the next review.   

 
 
12. ELECTION OF CHAIR 
 
Normally at the first full governing body meeting of the year, the governing body elect the chair and vice-
chair to office.  Governors who work at the school or are pupils at the school are not allowed to stand for 
chair or vice-chair.  It is good practice for the clerk to inform the governors prior to this meeting of their 
right to nominate themselves.  Governors can also nominate themselves for the office of chair and vice-
chair at the meeting.  It is good practice to put the election of chair and vice-chair as the first agenda item.  
During this part of the meeting, the clerk acts as chair.  The clerk is not allowed to vote.  If the election is 
contested, then the clerk will arrange for a secret ballot to take place.  The newly elected chair will then 
commence chairing the meeting. 

 

 
13. PROVIDING ADVICE 
 
The clerk can make an important contribution and save the governing body time if they have knowledge of 
governing body procedures and have a sound understanding of the governing body’s main duties and 
responsibilities.  Ideally, the clerk should also have knowledge of governance legislation and guidance in 
order to advise accordingly.  Clerks therefore need to have access to appropriate advice, support and 
guidance, whether it be attending training sessions provided by the LA, advice and support from LAs or 
Diocesan Authority, or the Governors Cymru support line19. 
 
All governors should be aware of the relevant governance legislation and governor publications such as 
Governors Cymru Handbook for School Governors in Wales and the Welsh Government’s School 
Governors Guide to the Law, but it is helpful if the clerk is familiar with the legislation and is able to refer 
governors to the relevant information within them.  Information relating to governance can be found on 
the Governors Cymru website. www.governors.cymru  

 

                                                 
18 http://www.governors.cymru/publications/2018/08/29/link-governors/  
19 Governors Cymru Services support line - Tel: 01443 844532 / Email: support@governors.cymru 

 

http://www.governors.cymru/
http://www.governors.cymru/publications/2018/08/29/link-governors/
mailto:support@governors.cymru
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14. GOOD RELATIONSHIPS 
 

The clerk needs to work with all members of the governing body and they will need to know how, when 
and where they can contact the clerk.  Building a good working relationship with the chair is essential for 
the clerk and this relationship should be open and friendly.  The clerk will also need to work closely with 
the headteacher as it will often be necessary to refer him/her to a number of issues.  Professional clerks 
will support the chair to ensure the governing body focuses on their strategic role. By working together, 
the clerk, the chair and headteacher will ensure that:  

 

• A yearly timetable of meetings (dates and times) is agreed by the governing body before or at their 
first meeting of the academic year; 
 

• a purposeful agenda is prepared which focuses on school improvement; 
 

• agenda items are set out in an order which will allow sufficient time for discussing important matters; 
 

• those responsible are encouraged to prepare reports and papers for governors in advance of meetings; 
 

• the papers for meetings are produced, collated and then circulated in advance of meetings; 
 

• minutes contain a clear record of discussions, questions and decisions and are sent out to the 
governing body as soon as practicable after the meeting, once the chair has checked for accuracy; 
 

• any progress on agreed actions is discussed in between meetings. 
 
This would ensure that the governing body focuses on its’ strategic role and has the time to prepare prior 
to the meeting.  
 

 
15. EXAMPLES OF OTHER DUTIES 

 

a) Assisting with governor elections 
Although the school is not responsible for the election of governors, the election process is quite 
often delegated to the school.  The clerk may assist with this by preparing, sending out and 
receiving the information to and from the relevant groups i.e. teachers, staff and parents. 

 
b) Assisting with producing the Annual Report to Parents 

The clerk may be in a position to advise governors of items which they decided to include in the 
report, ensuring that the contents that are required by law are included20. 
 

c) Meetings with Parents 
 The clerk may attend the meeting and take notes/minutes of the discussions and questions asked. 

 
d) Help produce a GB year planner, which includes an annual calendar and cycle of agenda items 
 It is good practice for the governing body to produce an annual calendar to help with their work.  

The clerk can help to produce this in line with guidance produced by Governors Cymru21. 
 
e) Self-evaluation 
 Encourage the governing body to evaluate their own performance.  The clerk will also have a role in 

this process.22   
 

 Clerks can also go through a process of self-evaluation - there is a self-evaluation tool that clerks 
can use to rate their own performance in specific areas (as noted in Appendix 2). 

                                                 
20 Governors Annual Reports to Parents 
http://www.governors.cymru/publications/2018/08/29/governors-annual-report-parents/  
21 Part 2, Section 11 of the Handbook for School Governors in Wales, Governors Cymru-http://www.governors.cymru/handbook/  
22 http://www.governors.cymru/selfevaluation/ 

http://www.governors.cymru/publications/2018/08/29/governors-annual-report-parents/
http://www.governors.cymru/handbook/
http://www.governors.cymru/selfevaluation/
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16. PAY AND CONDITIONS 
 

The governing body determines the clerks pay and conditions, the amount of which will depend not only 
on the clerk’s duties but also the hours worked.  This will also vary from school to school.  The LA will 
determine the clerk’s pay if the clerking service was bought as part of the school’s Service Level 
Agreement with the LA.  Further information will be available from the LA.  The clerk should meet with the 
headteacher and the chair initially to agree on the role of the clerk, how many hours are required etc.  A 
job description would be helpful (refer to section 6 and appendix 1). 

 
17. CONCLUSION 
 

The clerk to the governing body plays an important role in the organisation of governing body business 
and does much more than just take minutes of meetings.  Governors carry a lot of responsibility and have 
a major role to play in the running of the school.  It is very important that the business of the governing 
body is conducted properly and efficiently and this is where the role of the clerk is crucial to ensure 
governing body effectiveness. 
 

 
Additional Information and website links 
 

Governors Cymru Services: To see our publications www.governors.cymru/advice 
 

Publications from the Welsh Government School Governors Guide to the Law 
 

Regulations 
The Government of Maintained Schools (Wales) Regulations 2005 
The Staffing of Maintained Schools (Wales) Regulations 2006 
The Staffing of Maintained Schools (Miscellaneous Amendments) (Wales) Regulations 2007 
The Staffing of Maintained Schools (Wales) (Amendment) Regulations 2009 
The Staffing of Maintained Schools (Wales) (Amendment No. 2) Regulations 2009 
The Federation of Maintained Schools (Wales) Regulations 2014 
The School Government (Terms of Reference) (Wales) Regulations 2000  
 

Estyn Detailed information and guidance about the inspection process can be found here 
 
 
Please note that this guide offers a summary of some of the main points on the role of the clerk.  It 
should be used in conjunction with detailed advice and support produced by your LA and diocesan 
authority where appropriate. 
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Appendix 1 
 

THE ROLE OF CLERK TO GOVERNORS 
 

Model Job Description 

 
The clerk plays an important role in governing body effectiveness, not least by ensuring the governors have an 
efficient administration support, offering procedural advice and guidance. 
 
The clerk to the governing body will: 
 
Meetings 
a) work effectively with the chair and headteacher to prepare agendas 
b)  produce, collate and distribute the agenda and papers at least five days in advance of the meeting 
c) attendance at meetings of the full governing body (and certain committee meetings as agreed) 
d)  record the attendance of governors at meetings and any apologies (if consent given) 
e)  advise the governing body on governance legislation and procedural matters where necessary 
f)  record all decisions accurately and objectively 
g)  send draft minutes to the chair and headteacher for amendment/approval by the chair 
h)  circulate approved draft minutes within agreed timescales 
i)  liaise with the chair to receive updates of action points 
j)  chair that part of the meeting at which the chair is elected 
k) the organisation of the Annual Parents Meeting 
 
Membership 
a)  maintain a database of names, addresses and category of governing body members, and their term of office 
b)  to send a welcome pack to new governors 
c)  maintain copies of terms of reference, committee membership and nominated governors, e.g. SEN, Child 

Protection, literacy etc. 
d)  advise governors and appointing bodies of expiry of terms of office and of new governors 
e)  ensure a register of governing body pecuniary interests is maintained and reviewed annually 
 
Advice and information 
a) advise the governing body on procedural issues 
b)  have access to appropriate legal advice and guidance 
c)  ensure that new governors have a copy of the Welsh Governments’ Guide to the Law and Governors Cymru 

Services Handbook for School Governors in Wales and other relevant information 
d)  take action on the governing bodies agreed policy to support new governors 
e)  advise on the requisite contents of the school prospectus and annual report to parents 
f)  ensure that statutory policies and documents are in place 
 
Professional Development 
a)  successfully complete training on the role of the clerk 
b)  keep up-to-date with current developments and legislation relating to school governance 
c) attend governor training / briefing sessions where appropriate 
 
Optional Extras - The clerk may be asked to perform as part of their duties any of the following: 
a)  clerk some or all statutory and non-statutory governing body committees 
b)  assist with the elections of parent, teacher and staff governors 
c)  give advice and support to governors taking on new roles 
d)  contribute to the training of governors in clerking matters 
e)  maintain a file of relevant Welsh Government, Local Authority (LA) and Governors Cymru documents 
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Appendix 2 
 

Self-evaluation tool for governing body clerks 
 
Please rate your own performance as a governing body clerk in the following specific areas, on a one to 
four scale, based on the definitions below. 
 
1 = I am fully competent in this function, and do not feel I could improve my performance 
2  =  I am competent in this function, but could marginally improve my  performance 
3  =  I have concerns about the way I perform in this function and could benefit from some  
  training in this area 
4  =  I have major concerns about my performance in this area and require training in this area 
 

FUNCTION 1 2 3 4 

Convening governing body meetings 
Please consider the following indicators of performance: 

• Regularity with which meetings are convened? 
 What does this mean? 

• Adequacy of notice given for meetings 

• Extent to which agendas and paperwork are sent out 
with sufficient notice 

• Effectiveness and comprehensiveness of advance 
paperwork to inform Governors? How comprehensive 
they are / were they provided in sufficient time? 

 

    

Attending and taking minutes of governing body meetings 
Please consider the following indicators of performance: 

• Level of attendance / meetings missed 

• Accuracy of minutes 

• Turnaround time for minutes of meetings 
 

    

Maintaining a register of governors and reporting vacancies to 
the governing body 
Please consider the following indicators of performance: 

• Own awareness of vacancies as they arise 

• Own understanding of nature of vacancies 

• Governors’ awareness of vacancies 
 

    

Maintaining a register of governors’ attendance at meetings 
and reporting non‐attendance to the governing body 
Please consider the following indicators of performance: 

• Efficiency of reporting apologies and unauthorised 
absences 

• Distribution, publicity of aggregated attendance data 
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FUNCTION 1 2 3 4 

Giving and receiving notices in relation to governor, 
appointments, resignations, convening meetings and 
disqualification of governors 
Please consider the following indicators of performance: 

• Governor awareness of notices 

• Adequacy of notice given 
 

    

Reporting to the governing body as required on the discharge 
of the clerk’s functions 
Please consider the following indicator of performance: 

• Dissemination of information outside the meeting 
context 

 
 

    

Performing any other functions as determined by the 
governing body 
Please consider the following indicators of performance: 

• Adaptability and willingness to provide other functions 
on an ad hoc basis, for example attending additional 
meetings or chasing up actions 

• Efficiency of carrying out these functions 

• Maintaining objectivity in support and advice to 
governing body 

 

    

Providing advice to the governing body on governing body’s 
functions and procedures 
Please consider the following indicator of performance: 

• Extent of own confidence and knowledge in advice 
sought from governing bodies 

• Extent to which governors feel informed and confident 
of the quality of advice given 

 

    

Understanding of education law with regards to school 
governing bodies overall 
 

    

Understanding of broader educational policy overall 
 

    

 
 


