Information for clerks to governors:

Changes to the work of the School Governance Unit following reductions to staffing and the impact on schools, governing bodies and clerks to governors.

Reductions to staffing in the School Governance Unit were reported in the Autumn Term Directors’ Report to governors and there is further information in this term’s report for all governors.   Consequently as the team now comprises two members of staff, Sue Rumsey and Preeti Shah, we are no longer able to provide previous levels of support.  Additionally there is consultation currently on-going regarding a further reduction, reducing the team to one member of staff from the summer term.  Arrangements being put in place now should address the issues that will arise from that reduction.

The purpose of this information sheet for clerks to governors is to provide advice where specific changes impact on the actions of the clerk, the governing body or the school.  This supplements and repeats some of the information contained in Item 7 of the Directors’ Report. 

The role of the clerk to the governing body will now become increasingly important.  You will now be required to deal with all correspondence to governors in relation to governing body membership and keep an electronic record of the membership to provide an up-to-date list to new and re-appointed governors and keep the chair of governors and the headteacher abreast of any changes in membership.   You will still need to provide information on governor changes to School Governance Unit so that the local authority can continue to keep an up-to-date record here of governing body membership for information.

School Governance Unit will continue to maintain the monitoring information and carry out ISA checks (previously List 99), the statutory safeguarding requirement for school governors.  You will therefore need to send the completed monitoring form and declaration form on to us, either scanned in and sent by e-mail or put in the internal schools post.   With regard to the declaration form, we need evidence that a signed declaration form has been received so you can either provide a copy of the document or confirm in the covering e-mail that you are in receipt of a declaration form signed and dated by the governor concerned, and provide the full name of the governor and the date of birth so that the ISA check can be done.  Either you or the school administrator will continue to be able to check with our team for the current status of ISA checks undertaken on the governing body when this information is required for audit or Ofsted purposes. 

I hope you will find helpful the comprehensive ‘Support for Clerks’ page on the School Governance section of the EgfL.  This includes template membership letters,  sample documents and pro-formas for enclosing with the letters and the on-line pro-formas you need to send us: change of membership form and governing body meeting feedback form.  

All the above are available on the following links:

http://www.egfl.org.uk/categories/governance/clerks/meeting_membership_guidance.html 

http://www.egfl.org.uk/categories/governance/clerks/proformas.html 

On this latter link please look at the new ‘Checklist for template letters relating to membership changes’ which provides at-a-glance guidance on when specific letters need to be used, the copies required and if you need to inform SGU by way of the on-line change of membership form.   You may find it convenient to submit the change of membership form to us when the monitoring and declaration forms have been received.

Any personal information held on computer must be secure and held in accordance with Data Protection regulations. This is specifically where data is transferred to and used on a computer not linked to the schools system (eg at home).

In the Directors’ Report governing bodies are advised that if they wish to review the role of clerk to ensure that it is in keeping with their requirements two job descriptions for the clerk to governor role, one at standard level and one at senior level will be published on our website by the end of January.  

However local arrangements may vary and if the governing body is satisfied with the current clerking arrangements they can decide to allocate the additional roles and responsibilities from the new job descriptions to an existing staff member at the school.  Should this occur then the usual HR processes around re-evaluation would need to take place for that post-holder, and the clerk to governors will remain on their existing grade. 

The two job descriptions on which clerks were consulted last term have now been finalised.  The Clerk to Governor role has been evaluated at Scale 5 and the Senior Clerk to Governor role has been evaluated at Scale 7.  Look out for these on the EgfL at the end of the month.

We can no longer assist with the recruitment of clerks to governors or the provision of 1:1 clerk inductions for clerks recruited direct by schools.  All the written documentation that was previously provided at the clerk induction sessions will be on the Support for Clerks page on our website, referred to above.  This information may assist you in providing handover materials to a new clerk to governors, if that is requested.

If you are unable to clerk panels and scheduled full governing body meetings we will not be able to arrange an alternative clerk.  We can provide the West London Register of Clerks to Governors on request to the headteacher or chair of governors.  Some of our previous ‘pool’ clerks have been added to this Register.  If you wish to be included on this Register please let me know by e-mail or telephone and I can provide a registration form for you to complete.  

With regard to governor recruitment, our involvement will be to signpost enquirers to schools where there are community governor vacancies for the phase of school or area of the borough they are interested in.  

 Governing bodies requiring new governors can liaise directly with School Governors One Stop Shop (SGOSS), as we will no longer provide a list of potential governors.  The School Governors’ One-Stop Shop (SGOSS) is an independent charity dedicated to recruiting volunteers to serve on school governing bodies. The contact for Ealing is Alison.Young@sgoss.org.uk   

With effect from this term you will not be required to send us governing body minutes but will be responsible for ensuring that these are made publicly available, once they have been approved and assuming they are not confidential, and the LA highly recommends that this is done by publishing them on the school website.   You will either be responsible for this yourself or be required to provide the approved minutes to the school website administrator.  If any officers of the Council or elected members wish to have access to governing body minutes we will advise them to access the school’s website via the EgfL.   This guidance is for minutes of meetings held from January 2011.  Any minutes of meetings held last term (or earlier) but finalised this term will need to be sent to us.

A greater use will be made of electronic means to communicate with governors and provide information.  

Now that the Directors’ Report to Governors is available on-line only on the EgfL we will no longer be writing to all school governors about this. I have already sent a communication to headteachers asking them to liaise with their chair of governors regarding alerting their governors that the report is available to access.  It may be that, as clerk, you will be asked to notify your governors.   .  

To improve speed and ease of communication with governors, particularly chairs of governors, we aim to use e-mail at all times where possible.  Therefore we would be grateful if you could provide e-mail addresses for all governors when you notify us of a change of membership. If you are a clerk who works in a school then we will be using your school e-mail address to communicate with you.  Please notify us at governors@ealing.gov.uk  if you would like to change the e-mail address we hold for you on our records.

Information on these changes has been provided to all headteachers in a gatekeeping item, and in an information sheet to chairs of governors.
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