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Welcome from our Executive Principal 
Sandy Secondary School continues to go from strength to strength; it has a fantastic staffing team and was rated as 
“GOOD” by Ofsted in December 2017 with outstanding features.  It is a place all staff and students are pleased to 
attend and proud to be a member of the school community.  The School continues to achieve some of the best GCSE 
results in the whole of Bedfordshire (and many of our surrounding counties), as well as at A level.  The school has some 
stunning results from Years 9 and 10 as well, as we do have a policy of early entry where appropriate. We are one of 
the TOP 100 performing schools in the country and have been award a prize by the SSAT for the excellent progress our 
students make. 
 
Our transformational journey continues this year, with even higher expectations, refinement of our systems and an 
even greater focus on achievement and success. I look forward to receiving your application and welcoming you to 
our school in person should you be shortlisted for interview. 
 
May I take this opportunity to thank all applicants for their interest in this post and in Sandy Secondary School. 
 
With best wishes 

 
 
 

Miss Karen Hayward 
Executive Principal 

Clerk to the Governing Body 
Salary: £130 per clerked meeting (includes administration, agenda and minute preparation) 

Terms and Conditions: Sessional 

We are seeking to appoint a skilled and experienced clerk with high levels of literacy, a strong ability to process 
complex information, and experience of interpreting and advising on procedures and policy, legal aspects, and matters 
of compliance. 

You will be expected to provide a professional and comprehensive clerking service to the governing body in accordance 
with statutory requirements. This will enable governors to discharge their statutory functions most effectively. Your 
duties will include effective administration, information management, and advisory responsibilities, displaying best 
practice to support strong governance. We particularly welcome applications from the educational, legal, or policy 
fields. 

You will be required to work flexibly and attend approximately 2 hour long, term-time only, governing body meetings 
that in the main are scheduled in the afternoons or evenings (typically anytime between 2pm-7.00pm). These times 
exclude travel times. Day time availability for extraordinary meetings would be desirable, but not essential. Each 
meeting activity typically involves around 6 hours of work on average, including prior preparation, attendance, and 
drafting of minutes. While we do not guarantee a number of meetings, and the assignments are typically negotiated, 
we would expect a provisional availability of at least 15 meetings, or 90 working hours per year, during term time, at 
a minimum. If you are currently employed in a full-time role, please ensure that you have discussed your wish to apply 
for the role of sessional clerk with your current line manager, and obtained their approval to occasionally release you 
for morning or evening meetings, as appropriate. 

This role will enable you to gain unique insights into how schools are run at a very high strategic level, and how 
governance drives school improvement. You will be instrumental in making a difference, supporting strong governance 
of schools which will lead to changing the life chances of every child in our community and beyond. This is particularly 
relevant for those from the most disadvantaged starting points and those whose progress is stalled by challenging 
barriers, whatever they might be. 



                                                                                                        
 

How to apply for the role: 

Application is by completed application form.  Applications are invited by email 
to:   vacancies@sandysecondaryschool.com    

 

Closing Date – Monday 18th October 2021 at 9.00am 
Safeguarding 
 
Posts working with either children and/or vulnerable adults will be subject to the disclosure of criminal records, the 
successful applicant will be required to undertake an enhanced DBS check. 

 
 
Clerk to Governors: Job Description 
 

Job Title:  Clerk to the Governors 

Responsible to:  The Chair of Governors 

Salary:   £130 per meeting 

Job Purpose:  To provide effective administrative support to the governing body and its committees. 

To provide advice on governance and ensure the governing body is meeting its 
constitutional responsibilities. 

Main purpose: 
 
Provide advice and guidance to the governing body on governance, constitutional and procedural 
matters. A professional clerk will contribute towards the efficient functioning a governing body and 
its committees by providing: 
 

• administrative and organisational support; 

• guidance to ensure that the body works in compliance with the appropriate legal and 
regulatory framework, and understands the potential consequences for noncompliance; and 

• advice on procedural matters relating to the operation of the body. 
 
Main responsibilities and tasks 
 
The clerk to the governing body will: 
 
1. Provide advice to the governing body 
 

• Advise the body on its core functions and Department for Education governance advice, 
including the Governance Handbooks and Competency Framework for Governance 

• Advise the governing body on governance legislation and procedural matters where 
necessary before, during and after meetings. 

• Know where to access appropriate legal advice, support and guidance, and where necessary 
seek advice and guidance from third parties on behalf of the governing body; 

• Inform the governing body of any changes to its responsibilities as a result of a change in 
school status or changes in the relevant legislation. 

mailto:vacancies@sandysecondaryschool.com


                                                                                                        
• Advise the body on the regulatory framework for governance (Company Law, Charity Law, 

Articles of Association and Funding Agreement and Academies Financial Handbook) 

• Offer advice on best practice in governance, including on committee structures and self evaluation 

• Advise the governing body on best practice in relation to its scheme of delegation for 
governance 

• Ensure that statutory policies are in place, and that staff revise these when necessary. 

• Advise on the annual calendar of governing body meetings and tasks. 

• Send new governors induction materials and ensure they have access to appropriate 
documents, including any agreed Code of Conduct. 

• Contribute to the induction of governors taking on new roles, in particular chair of the body 
or chair of a committee. 

• Identifies priorities, anticipates issues which may arise and draws these matters to the 
chair’s attention and proposes recommendations  

 
2. Effective administration of meetings 
 

• With the chair and headteacher, prepare a focused agenda for the governing body meeting 
and committee meeting 

• Liaise with those preparing papers to make sure they are available on time, and distribute 
the agenda and papers as required by legislation or other regulations 

• Ensure meetings are quorate 

• Record the attendance of governors at meetings (and any apologies – whether they have 
been accepted or not), and take appropriate action in relation to absences, including 
advising absent governors of the date of the next meeting. 

• Draft minutes of governance meetings, indicating who is responsible for any agreed action 
with timescales, and send drafts to the chair and (if agreed by the governing body), the 
headteacher. 

• Circulate the reviewed draft to all governors (members of the committee), the headteacher 
(if not a governor) and other relevant body, such as the local authority/foundation/trust as agreed by 
the governing body and within the timescale agreed with the governing body. 

• Follow-up any agreed action points with those responsible and inform the chair of progress. 
 
3. Membership 
 

• Advise governors and appointing bodies in advance of the expiry of a governor’s term of office,  
so elections or appointments can be organised in a timely manner. 

• Advise the governing body on the DfE’s recommendations and guidance in relation 
members and governors 

• Establish, in discussion with the body, open and transparent vacancy filling processes and 
procedures for election and appointment so elections or appointments can be organised in 
a timely manner; 

• Chair the part of the meeting at which the chair is elected, giving procedural advice 
concerning conduct of this and other elections. 

• Collate and maintain a register of pecuniary interests and where and ensure the record of governors’ 
business interests is reviewed regularly and logged with the school and if required publish this 
information on the school’s website. 
Ensure Disclosure and Barring (DBS) has been carried out on any governor when it is appropriate  
to do so. 

• Maintain a record of training undertaken by members of the governing body; and 

• Maintain governor meeting attendance records and advise the chair of potential 
disqualification through lack of attendance. 



                                                                                                        
• Advise the governing body on succession planning (of all roles, not just the chair).  

 
4. Manage Information 
 

• Maintain up to date records of the names, addresses and category of governing body 
members and their term of office, and inform the governing body and any relevant 
authorities of any changes to its membership 

• Maintain copies of current terms of reference and membership of any committees and 
working parties and any nominated governors e.g. Safeguarding, SEND 

• Maintain a record of signed minutes of meetings in school, and ensure copies are sent to 
relevant bodies on request and are published as agreed at meetings; 

• Maintain records of governing body correspondence. 

• Ensure copies of statutory policies and other school documents approved by the governing 

• body are kept in the school and published as agreed, for example, on the website 
 
5. People and relationships 

• Develop and maintain effective professional working relationships with the chair, the body 
and the Executive Principal/Senior Leadership Team 

• Contributes to the coordination of effective learning and development opportunities for 
those involved in governance, including induction and continuing professional development 

 
6. Personal Development 
 

• Undertake appropriate and regular training and development to maintain his/her 
knowledge and improve practice 

• Keep up-to-date with current educational developments and legislation affecting school 

• governance 

• Participate in regular performance management 
 
7. Additional Services 
The clerk may be asked to undertake the following additional duties: 

• Clerk any statutory appeal committees/panels the governing body is required to convene: if the clerk is not 
contracted to set up and clerk these panels, the governing body will have to make an alternative arrangement 

• Maintain a file of relevant Department for Education (DfE) and local authority (if appropriate) guidance 
documents. 

• Assist with the elections of parent and staff governors 

• Maintain archive materials 

• Prepare briefing papers for the governing body, as necessary. 

• Conduct skills audits and advise on training requirements 

• Perform such other tasks as may be determined by the governing body from time to time. 
Health and Safety: 
To have an up to date knowledge and demonstrate a good understanding and knowledge of equalities legislation and 
the Equality and Diversity policies as applicable to the role. 
 
Safeguarding: 
Maintain and demonstrate a good understanding and knowledge of the School’s Safeguarding policies and procedures 
as applicable to the role. 
 
Whilst every effort has been made to explain the main duties and accountabilities of the post, each individual 
task undertaken may not be identified. 
 
 



                                                                                                        
The School will endeavour to make any necessary reasonable adjustments to the Job and the working 
environment to enable access to employment opportunities for disabled job applicants or continued 
employment of any employee who develops a disabling condition. 

 
This Job Description is current at the date shown but following consultation with you, may be changed by the 
Principal to reflect or anticipate changes in the Job which are commensurate with the salary and Job Title. 
 
Due to the nature of this job, it will be necessary for the appropriate level of Criminal Record Disclosure to be 
undertaken.  Therefore, it is essential in making your application you disclose whether you have any pending 
charges, convictions, bind-overs or cautions and if so, for which offences.  This post will be exempt from the 
provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions) (Amendments) Order 1986.  
Therefore, applicants are not entitled to withhold information about convictions which for other purposes are 
“spent” under the provisions of the Act, and, in the event of the employment being taken up, any failure to disclose 
such convictions will result in dismissal or disciplinary action by the School.  The fact that a pending charge, 
conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration 
for this appointment. 
 

‘We believe in the welfare and safeguarding of all children and expect ALL staff to share the same view’ 

 

Signed by Job Holder: .................................................................... Date: ………………….. 

 

 

Signed by Line Manager: .................................................................... Date: …………………….... 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                                        

Clerk to Governing Body: Person Specification 

We are seeking an applicant who meets the following essential criteria and can achieve the 
desirable criteria 
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1 - Skills, knowledge and aptitudes 

The applicant should be able to evidence and/or demonstrate the following… 
Excellent listening, oral, grammar, numeracy and literacy skills E  

Sound experience in minuting meetings and/or note taking  E  

Knowledge and experience of writing agendas and accurate concise minutes E  

Excellent ICT skills including MS Word, MS Excel, MS Powerpoint, and use of email and internet E  

Organising their time and working to deadlines E  

Organising meetings and co-ordinating people E  

Excellent record keeping, information retrieval, research and dissemination of data/documentation E  

Confident speaking skills, especially in front of groups, and able to articulate well in clear English E  

Skills in developing and maintaining professional working relationships with internal and external contacts   D 

Knowledge of school governing board procedures  D 

Knowledge of educational legislation, guidance and legal requirements  D 

Knowledge of the roles and responsibilities of the governing board  D 

Knowledge of equal opportunities and human rights legislation  D 

Knowledge of safeguarding children  D 

Knowledge of data protection legislation  D 

2 - Qualifications and training 

The applicant should be able to demonstrate… 
Professional business or administration qualifications and/or equivalent experience E  
Be able to demonstrate a willingness to attend appropriate training regularly E  
Have already attended, or make a commitment to attend, the National Training Programme for Clerks or equivalent 
training available 

E  

3 – Experience 

Be able to produce evidence of… 
Having attended relevant personal and/or professional development E  

Excellent customer care skills and being able to work with people from a diverse range of backgrounds E  

Working in an environment where experiences included taking initiative and self-motivation E  

Being a clear communicator and managing information effectively E  

Working and developing as a member of a team E  

4 - Personal attributes 
Be a person of integrity E  

Be able to maintain confidentiality E  

Be able to remain impartial E  

Have a flexible approach to working hours E  

Be understanding to the needs of others E  

Have an openness to learning and change E  

Have a positive attitude to personal development and training E  

Be able to confidently address groups of people and individuals E  

Have excellent interpersonal skills E  

Have an eye for written detail  E  

Be confident in dealing with people in contentious, complex and sensitive circumstances E  

The applicant must: 
Be able to work at time convenient to the governing board, as detailed in the job description E  

Be confident about working on their own, and working from home when not required for duties in a school E  

Be able to travel to meetings at school and be punctual E  

Be available to be contacted during school term time, and ideally by mobile telephone E  

Have own secure access to a PC, printer and internet facilities E  

 


