



GETTING STARTED

A Brief Guide for New Clerks to Governing Bodies

This brief guide is produced to assist a newly appointed clerk who may need to service a governing body or committee meeting before undertaking any basic training.

Attached to this guide is a list of the documents that you will need for your first meeting.

1)
Preparation

For your first meeting you will need to agree an agenda.

Normal practice is for the clerk to prepare a first draft, based on the agenda for the same term in the previous year, plus any matters arising from the minutes of the last governors meeting.  This draft is then sent to the chair of governors and headteacher for comment.  The practice in many schools is for the headteacher, chair of governors and clerk to meet shortly after the draft has been produced and discuss the agenda content.  Alternatively, the draft can be agreed by telephone discussion between the three parties or by email exchange.  It is not compulsory to meet to finalise the agenda, but it can be helpful in discussing the issues and deciding on presentation at the meeting.

At the same time that the first draft is produced, the headteacher should be asked to prepare his/her termly report and chairs/clerks to committees asked for the minutes of any meetings to be presented to the full governing body.

The agenda and supporting papers must be sent to all governors so that they receive them at least seven days before the meeting.

2)
The Meeting

On the date of the meeting it is good practice to arrive about half an hour before the meeting is due to start so that the room can be made ready and there is an opportunity to discuss with the head and chair any matters concerning the agenda, conduct of the meeting etc.

Notes need to be taken at the meeting.  Each clerk will develop their own way of doing this, but it is not a good idea to try to write down everything that is said.  This is especially the case for anyone who has shorthand writing skills.  It is often better to listen to the discussion and then summarise the main points, writing down key words.  It is not necessary to attribute comments made to a particular governor unless asked to do so.  If, at the end of the debate, you are uncertain what, if any, decision has been taken, ask the chair to confirm what has been agreed.  Details of any voting need not be recorded in the minutes.

3)
Minutes

Immediately after the meeting, or as soon as possible afterwards, prepare the first draft of the minutes.

Record those governors present, apologies recieved with or without reasons and acceptance of apologies, some clerks will also record those just absent.

The minutes are a summary of what took place, not a verbatim account.  The minutes should record the decisions taken, together with some information about discussions leading up to the decision.

A good rule is to write the minutes so that an absent governor can see what decisions are taken and why they have been taken.

It is helpful to include an action column on the right hand margin where the initials of any governor or committee has been delegated a task to undertake.  This will help with follow-up for the next meeting but, just as importantly, will assist governors in identifying those members who are expected to take some action. Some clerks prepare an action statement to be circulated to named individuals with details of action required (governor support can supply a pro forma).

The draft minutes are sent to the chair of governors asking for comment.  A copy normally goes to the headteacher at the same time.  The chair is, at this stage, only being asked to indicate general acceptance, not approval, of the minutes.  Only the full governing body can approve the minutes of a meeting at which they were in attendance.  The chair may wish to discuss the draft with the headteacher if there are any areas requiring clarification.  The minutes should not be altered in the light of further information coming to light after the meeting was held.  Any developments of this nature are a matter of report to the next meeting.

Once the chair is satisfied with the general content of the minutes these can be sent to other governors.  A copy can also be made available in the school for anyone wishing to see them.

If there are any matters of a confidential nature these should be minuted on a separate sheet of paper of a different colour.  9Where information is given about the personal circumstances of a member of staff, parent or pupil this should be regarded as confidential.)

4)
Records

After the meeting, complete the register of attendance for all governors.  Any absent governor should be reminded of the date of the next meeting and issued with copies of any tabled papers (providing these are not of a confidential nature).  
If any governor is in breach of the attendance regulations, they should be informed of this and removed from the governing body if appropriate. If the governor is appointed by the local authority the Governor support Team should be notified immediately in order that the governor can be contacted and/or a replacement can be arranged.
Once the chair has indicated his acceptance of the draft minutes, these should be placed in the official minute folder with all the papers presented at the meeting.  If the minutes are loose pages then each page must be consecutively numbered.  When the minutes are formally signed at the next meeting, the chair should be asked to initial each page and sign the final page.  This prevents any opportunity for any pages to be substituted after the governors have approved the minutes.

5)
Further Training

This guidance is only intended as an aid to conducting your first meeting if you are new to clerking and do not have any previous experience of clerking a governing body meeting.

Knowsley Governor Support Services periodically arrange training courses for both governors and clerks, which all newly appointed clerks are encouraged to attend. 
A bespoke session for new clerks lasting approximately 2 hours can also be arranged, contact the team for more information.

The team provides termly forums which clerks are actively encouraged to attend.

Clerks should consider completing the National Training Programme for Clerks to Governing Bodies or equivalent training.

DOCUMENTS NEEDED BY CLERK FOR REFERENCE

AT EACH MEETING

MUST HAVE

Instrument of Government

Current Guide to the Law

School Governance Procedures Regulations 2003

Committee Memberships

Governing Body Memberships and end term dates

Terms of Reference for each committee

Chair of Governors address, telephone number and email address

Diary

Calendar of school dates and events

Attendance Register for governing body members

CLERKS MUST HAVE ACCESS TO

Past Years Governing Body Agendas

Past Years Governing Body Minutes

Past Years Headteacher Reports

Past Years Committee Minutes

Register of Governors Business Interests

Record of Governor visits to the school

School Development Plan/OFSTED Action Plan

Schedule of School/Governing Body Policies
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