GUIDANCE NOTES FOR NEW CLERKS

MEMBERS OF SCHOOL GOVERNANCE UNIT
Sue Rumsey  - 
Manager  
020 8825 6338   
srumsey@ealing.gov.uk

Preeti Shah    -

Support officer
020 8825 7908
pshah@ealing.gov.uk

General Service/Term & Holiday dates       
020 8825 5444
governors@ealing.gov.uk

Fax no


020 8825 8299 or 020 8825 5454

We are based in Perceval House, 2nd Floor, 14-16 Uxbridge Road, Ealing, London, W5 2HL.

The role of the School Governance Unit is to support and advise governors, headteachers and clerks.  Please contact us if you need advice or guidance on any governance or clerking issue.

The following information has been provided to assist new clerks to governors.


**************************

INSTRUMENTS OF GOVERNMENT
The instrument of government is a legal document which sets out the name and composition of the governing body i.e. the total number of governors on the governing body and how many there are in each category.  The school should be able to provide you with the instrument of government.  However if they are unable to please contact School Governance Unit for a copy.

Any changes to the composition of the governing body requires a new instrument of government to be ‘made’.  At a full governing body meeting the governors decide on the new composition but their decision has to be in line with current Regulations on the constitution of governing bodies.  There needs to be a clear record of the governing body’s decision on this matter in the minutes of the meeting.  The clerk then informs School Governance Unit and we verify the accuracy of the instrument in terms of the proportionality of each category of governor before submitting it for approval by the Assistant Director, Schools Service Partnerships and the Cabinet Portfolio Holder.  Following that the instrument is ‘sealed’ and authorised by our Legal Department and it is only then that the new composition can take effect.

Further guidance on this can be provided by School Governance Unit on request.

The number set out in the composition is referred to as the complete membership of the governing body.  This contrasts with the current membership which is the number of governors in post, therefore excluding vacant positions on the governing body.

QUORUM

The quorum for any governing body meeting and for a vote to take place is one half of the current governors in post  (rounded up to a whole number ) 

Where the Guide to the Law states in Ch. 3 para 64 that every question to be decided at a governing body meeting must be determined by a majority of votes of those governors present and voting, this means physically present at the meeting.  Votes cannot be phoned in.  

Voting by proxy is only allowed where the issue to be decided is a change of school name. This is because a unanimous vote in favour of the proposal is required to change the name of a school.  See para 64, p.19 of GttL for further details.

ANNUAL STANDARD AGENDA AND MODEL MINUTES

Please see the template documents for model agenda, model minutes and the list of standard agenda items on the ‘Guidance on running effective Governing Body meetings’ page (within the Support for Clerks page), in conjunction with the following guidance notes.

The annual standard agenda sets out the items that should appear on the agenda for the full governing body meeting each term.  You need to liaise with your Headteacher and Chair of the Governing Body to find out if they wish any other items to be put on the agenda.

It is a legal requirement that agendas are received by governors at least seven days prior to the Governing Body meeting.  This does not include the day of the meeting.  To ensure compliance with this ruling, please ensure that agendas are despatched to all governors at least nine days prior to the governing body meeting.  Your governing body may be happy to receive documents by e-mail.  You need to check if this is the case with the chair of governors and/or headteacher.  If so, the seven day requirement still applies.

Model Minutes - Please use the format of the model minutes provided on the website as it is helpful for minutes to be produced in a consistent format.

If there are any confidential items considered at a governing body meeting these are set out on a separate page headed:  Governing Body of …………. School, Date of meeting, Part II minutes – Confidential item(s), regardless of when during the meeting the matter was discussed.

Please ensure that you prepare draft minutes within two weeks of the meeting. These must then be approved by the headteacher and chair of the governing body, in that order not simultaneously.   You should issue these to all governors no later than four weeks after the meeting.


At each governing body meeting, the minutes of the previous meeting will be approved.  At this point the Chair should sign two copies of the approved minutes and after the meeting a copy should be put in the Minute Book and Ring Binder.

MINUTE BOOK AND RING BINDER
During the Governing Body meeting the minutes of the last meeting will be agreed as a true record.  If minor amendments are required they should be handwritten in before the Chair signs as a true record, with the amendments initialled by the Chair.  The Chair should sign two copies of the previous minutes provided by the clerk.  One copy should then be kept in the Minute Book and one copy in the Ring Binder, both of which should be kept in the school.  

The Minute Book is the official record of the governing body and should contain a full set of agenda, minutes including confidential items and reports.  This is for the scrutiny of the GOVERNORS only and should not be made available to any other person.  It should be kept in the school.

The Ring Binder contains all governing body papers excluding any confidential items. Teachers, support staff, parents of pupils at the school or pupils are entitled to see these minutes. This ring binder should also be kept in the school but should be kept in an easily accessible place so that it is not necessary to make special arrangements with the school office staff to see these minutes.  Parents are entitled to request a copy of these minutes to be made for them to take away and read.  The school office can make a charge for the photocopying if they wish to do so.  Previously we requested that copies of minutes were sent to the School Governance Unit.  This is no longer a requirement.  Approved, non- confidential minutes should now be posted on the school website, as they are a public document.

HEADTEACHER’S TERMLY REPORT TO GOVERNORS
This should be sent to all governors with the agenda.  However if the headteacher does not have this ready do not delay the agenda if that delay will mean the 7 day requirement will not be met.

CLERKING ACTION SHEET

The Clerking Action Sheet is on the Proformas page of the Support for Clerks Section of this website.  You may find this useful to ensure that you meet your deadlines and carry out all the necessary duties.  It also contains a checklist of items which you should take with you to a governing body meeting.

MEMBERSHIP RECORDS

Clerks to governors are responsible for writing the letter of appointment to all new and re-appointed governors and for maintaining the record of all the members of the governing body.  Template membership letters are available in the ‘Guidance on running effective governing body meetings’ page referred to earlier.  

When writing to a new governor you need to enclose the instrument of government which is available from the school, the membership list with the new governor’s details included, an information sheet on the Independent Safeguarding Authority (ISA) check,  a Declaration Form and a monitoring form – these three documents are available to download and print from the Proformas page.  

Other template letters are available on the website. The letters are to: acknowledge either resignation or change of details; thank governors for their commitment when their term of office ends; notify a governor of their disqualification for non-attendance; or chase up for a declaration form.

The record of governing body membership needs to shows the type of governor, their term of office, address and telephone number and any additional responsibilities they may have on the governing body and should be updated every time there is a change in membership. Addresses and telephone numbers should not be given out to parents or other members of  the public.  All governors may be contacted care of the school.  

Additionally you need to inform the Local Authority of new appointments to the governing body so that we can have up to date records here.  You can do this by completing a change of membership form and sending it to Preeti Shah as an attachment to an email (further details below).

CHANGE OF MEMBERSHIP FORM
The change of membership form is on the Proformas page and can be downloaded and completed electronically and e-mailed to Preeti Shah in the School Governance Unit every time a change of membership, or other change to a governor’s details makes it necessary.  It should be sent with the Governing Body feedback form.

GOVERNING BODY FEEDBACK FORM

The governing body meeting feedback form can also be downloaded from the Proformas page and is used to inform us of future meeting dates, who is the chair and vice-chair of governors and when their terms of office as chair and vice-chair started and how long they will serve in those roles.  It is very important that the Local Authority has up-to-date records on the current chair and vice-chair of governors for each school.  

The governing body meeting feedback form is also used to inform us of the additional responsibilities the other governors take on, so that we can record that information on our database and colleagues organising training specific to those roles can invite the appropriate governors.

DIRECTORS’ REPORT

This report from the Executive Director for Childrens & Adults, and the Director of Children and Families is produced on a termly basis and informs governors of current educational developments both within Ealing and nationally.  It includes items of major significance which are for information, comments or action by governors.

All current governors at the time of the despatch will be sent a copy direct to their home address unless they have requested it to be sent care of the school.  Governors elected or appointed after that time can be advised by the clerk to governors to find the Directors’ Report on the website http://www.egfl.org.uk/categories/governance/briefings/dir-reports.html or the clerk  can print a full copy to send out with letter of appointment to the new governor.

AUTHORISED/ UNAUTHORISED ABSENCE / LAPSING OF GOVERNORS/ ATTENDANCE BOOK

Any governor who, without the consent of the governing body, has not attended any meeting of the full governing body for a continuous period of six months beginning with the date of the first full meeting which he/she failed to attend shall cease to hold office.  Only FULL meetings (ordinary, special or budget) count for the purpose of attendance monitoring.  Committees and selection panels do not count.

Apologies for absence and authorised/unauthorised absences must be dealt with at the beginning of the full governing body meeting.  It is a matter for the governing body to decide whether the reason given for absence from a meeting of the governing body could justify it being classed as an authorised absence.  

The attendance book should be circulated at every meeting.   The names of those present at meetings, apologies and authorised absences received should be noted at the beginning of the minutes.  Officers present should be shown as "in attendance".  There is a governing body attendance record sheet on the Proformas page, and you should have this sheet ready for the meeting pre-printed with governor’s names. A key is set out at the bottom of the record sheet, for the clerk to follow to indicate present, authorised absence, unauthorised absence and ‘did not attend’.

A meeting attendance monitoring form is also provided on the Proformas  page to assist clerks in keeping an ongoing record of governor attendance.  Disqualification of governors for non-attendance is a statutory duty and action must be based on accurate information.  As stated previously the template for the letter disqualifying a governor for non-attendance  is on the ‘Guidance on running effective governing body meetings’ page.

You will note on the Governing Body Meeting Feedback form that there is a space for recording retrospectively apologies for absence at a previous meeting.  This is in case a governor was unable, for whatever reason, to get their apologies passed to the chair, head or clerk in good time and as a result he/she became eligible for disqualification.  The retrospective apologies need to be considered at the following meeting of the full governing body to determine whether or not that governor should be disqualified.

Your level of involvement in this process will depend on whether you have been appointed as Clerk to the Governing Body or Senior Clerk to the Governing Body.

GUIDE TO THE LAW

A Guide to the Law for School Governors is produced by the Department for Education and is issued in CD-ROM format only.  It incorporates guidance specific to Community Schools, Voluntary Aided Schools, Special Schools and Foundation Schools and indicates if that guidance applies to only one category of school.  It advises on all aspects of school governance and clerks should read the chapters regarding the constitution of governing bodies (Chapter 2) and meetings of governing bodies (Chapter 3). The Chapters on Support and Training for Governors, and The New Relationship with Schools are also worth a read. 

The Guide to the Law is also available online at www.governornet.co.uk/gttlcontent .  You will see that there is a direct link to this from our website.  

The DfE sends 15 CD-ROMs of each update to the Guide to the Law direct to schools.  Ensure that, as clerk, you are provided with a copy.  If you have a large governing body  and need additional copies they can be ordered from the publications department of the DfE.

PAYMENT FOR CLERKING

On the Support for Clerks page, you will find a link to Payroll which provides a claim form to download and print together with guidance notes on completion.  You will need to sign it yourself and also get it signed by either the head or chair so remember to take the claim form with you to the meeting. You should then return it to Education Payroll who will process the payment. 

CLERK TO CLERK ADVICE

A recent development has been the setting up of a network of experienced clerks who are willing to provide advice and guidance to new or relatively inexperienced clerks.  This has been in response to the proposed reduction of staffing in the School Governance Unit to one member of staff that will take effect mid-May 2011 which will mean that resources for providing advice by telephone and e-mail will be severely reduced.

You will see the link to this in the top right hand corner of the Support for Clerks page.
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