

Title:			Clerk to the Board
Responsible to:	Chair of the Board
Purpose of Services:	
	
	
	· The Clerk is responsible to the Board and reports directly to the Chair of the Board in relation to governing body business. 
· The Clerk is required to provide the Board with authoritative guidance about its responsibilities under the statutes, articles, ordinances and regulations to which it is subject, including legislation and the requirements of the funding body, and on how and when these responsibilities should be discharged.
· The Clerk should ensure that new or revised responsibilities for the Board (e.g., arising from new or changed legislation) are drawn to the Board’s attention
· The Clerk shall alert the Board if they believe that any proposed action would exceed the Board’s powers or be contrary to legislation or to the funding body’s ongoing terms of registration
· The Clerk shall advise the Board on all matters of procedure
· The Clerk shall ensure that all documentation provided to the Board is concise, accurate, timely and its content appropriate
· The Clerk will also act as Clerk to the Finance and General Purposes, the Audit and the Governance Committees of the Board, and to such other committees of the Board as shall from time to time be agreed
· The Clerk shall maintain the Register of the Interests of the members of the Board and of any other persons from whom the Board requires a statement of interests
· The Clerk shall arrange an induction programme for new members of the Board, and shall draw the attention of members of the Board to training activities arranged by the Leadership Foundation and other appropriate providers
· The Clerk shall, in liaison with the Finance Director, arrange for the re-imbursement to the Board of expenses which they reasonably incur in carrying out Board business, according to the School’s expenses policy.
· The Clerk shall be required to form effective working relationships with the Chair of the Board and the Director. The Clerk shall consult the Director and keep him appropriately informed on any matter relating to the Board
· The Clerk shall advise the Chair in respect to any matters where conflict, potential or real, may occur between the Board and the Director of the School and/or School staff.
· The Clerk shall form effective working relationships with senior managers and faculty of the School in order to facilitate the effective conduct of Board business
· The Clerk shall make a full and timely disclosure of all his personal interests in the Register
· The Board will ensure that the Clerk has appropriate support and resources, as required by the Clerk to perform the Services
· The Clerk shall have a strong personal commitment to higher education and the values, aims and objectives of the School
· The Clerk shall at all times regulate his personal conduct in relation to the Board and the School in accordance with accepted standards of behaviour in public life, embracing selflessness, integrity, objectivity, accountability, openness, honesty and leadership, and maintain confidentiality
· The Clerk shall participate in any procedures established by the Board for the regular appraisal/review of their performance as Clerk
· The Clerk shall perform such other services as the Board of the Chair may reasonably direct, from time to time
· [bookmark: _GoBack]Experience within a higher education academic institute is essential. 
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