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EXPECTATIONS MEETING FOR A NEW CLERK
It is good practice for a new Clerk to meet with the Headteacher and Chair of Governors before s/he starts in a new position – even if that person is already working in the school in another role. This gives everyone a chance to discuss their expectations of the roles and to ensure a smooth introduction for the new Clerk. At the meeting the following areas should be covered:

	Matters to discuss and agree
	Discussed/

Procedure agreed

	Will the Clerk be covering committees as well as the Governing Body?

If so, which committees? 

	

	Procedures for agreeing the agenda:
Face to face meeting?

Exchange of draft by email/fax/post?

Who will produce the draft agenda for the Governing Body?

For committee meetings?

Agreed timescale for production of the agenda.

	

	Arrangements for copying and distributing the agenda:
Clerk sends this out at a pre-arranged date and time; or

Copied and despatched by school admin staff; or

Copied and sent out by clerk independently with costs for copying and postage claimed from school.

	

	How should the Clerk claim any appropriate out-of-pocket expenses (e.g. paper, envelopes, postage costs) or will the school provide stationary and postage?

	

	Procedures for approving and distributing the minutes:
Draft minutes to Chair and Headteacher?

Timescale for response to the Clerk.

Are minutes sent to all governors once approved or sent with next agenda?

	

	What can the Clerk expect from the school?
Required number of copies of Headteacher’s report ready by the agreed distribution date.
Required number of copies of committee minutes clerked by people other than the clerk ready by the agreed distribution date.
Required numbers of school-generated supporting papers ready by the agreed distribution date.

Contact numbers for Chair of Governors/Headteacher- including out of hours number(s).

	

	What the governing body/school can expect from the Clerk
· Draft agenda prepared by the agreed date (if applicable).
· Chair and Head consulted on draft.
· Clerk will ensure all governors will receive agenda and supporting papers at least seven clear days in advance of the meeting, and minutes after the meeting.

· The draft minutes will be sent to the Chair (and Head) within fifteen working days of a meeting.

· The Clerk will attend the meeting on time, take notes and offer support as required.
· Membership records and details will be kept up to date.
· Absent governors will be advised of the date of the next meeting (may be via the minutes).
· Minutes will be produced by the Clerk in accordance with the timescales agreed.
· The Clerk will discuss issues that arise in between meetings relating to the Governing Body with the Chair and/or Head.

	

	Location of governors’ minute book, papers and other information (see checklist on ECA website)

	

	Any other matters to discuss
e.g.
· Should an email group be set up for the Governing Body?
· Times of meetings.

· Who to contact at the school about administration.

· Policy schedule?

	


