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Introduction from Service Lead 
 
Dear Headteacher, Chair of Governors and School Business Manager 

Welcome to the Service Schedule for Governor Services, which contains all of the information you will 
need about our traded services. 

Governor Services recognise the important role governors play in raising achievement and ensuring the 
best education and care for our children and young people. We are committed to continuing to provide 
high quality services and support for governors. This is increasingly important at a time when there are 
significant changes to the structure, responsibilities and profile of governance through increased 
autonomy of schools. 

Last financial year’s SLA introduced briefing sessions for chairs of governors and clerks to governors.  
These continue as we work through termly agenda, local and national issues to share good practice and 
help enable effective governance, leadership and management. 

This forth coming financial year we are working to develop opportunities to support committee 
clerking for those governing bodies that purchase the full clerking service, and also for local governing 
bodies, (LGB) in an Academy (MAT) arrangement.  A LGB does not have statutory status and is often 
referred to as a local governing committee because it may not have strategic responsibilities delegated 
to it by the Multi Academy Trust, but nevertheless resembles the governing body of a maintained 
school. These options are initially limited offers which we will discuss with you and aim to enhance as 
we recruit and train clerks based on demand.  Information about all these services are noted in the 
schedule. 

We continue to work across services within the Local Authority, to act as a conduit for advice and 
information, and most closely with Education Improvement Service in order to deliver statutory and 
strategic school improvement responsibilities. We look forward to working with you. 

Sue Round 

Governor Services Manager 
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Description of our service 
 

Traded aspects of the service provide an opportunity for governing bodies to purchase 

support at different levels as follows: 

Clerking: a comprehensive service comprising legal, procedural advice, administration and 

minuting meetings. 

Information and development: On-line distance learning to help support and develop the 

work of your governing body, subscription to the National Governors Association and new 

governor training. These are provided at reduced subscription rates. 

‘Pay-as-you-use’: additional options to suit your needs to include clerking additional 

governing body meetings and development opportunities for independent clerks to 

governors.   

Training and development: A diverse and relevant range of opportunities are available to 

help governors effectively fulfil their roles and responsibilities and engage in key areas of 

school improvement and strategic management.  These include governor courses which 

can also be delivered in school, whole governing body school based training and reviews of 

governance (noted in the appendix of this schedule). 

Details are explained in the centralised Inspire to Learn CPD programme which is provided 

for school based staff and governors as separate offer to this schedule.  There is a 

designated section for governors however, attendance at subject specific courses are 

helpful in enabling a specific designated role. 

 

 

Individual responsibilities of our staff 

 

Roles Responsibilities 

Governor Services Manager  Leadership of service as set out in the schedule. 

Service Co-ordinator  Management and delivery of clerking service as 
set out in the schedule. 
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Our obligations and requirements 

 

Full Clerking and Advice Service, NB: MAT board offer 

and initial set up processes similar to that outlined under LGB. 

What we will do for you: 

Ref. 

P1 Research, request and compile information and legal advice for the termly 
governing body agenda. 

P2 Email termly letter and supporting papers to headteacher and chair of 
governors via school explaining the forthcoming term’s suggested agenda 
and offering advice on how to prepare for the governing body meeting. 

P3 At least five weeks before meeting contact headteacher and chair of 
governors with suggested agenda. 

P4 Call governors’ meeting giving at least 7 days’ notice in line with legal 
requirements. 

P5 Circulate agenda and supporting papers to all governors and observers - 
paper copy.  NB See additional charges where applicable for papers. 

P6 Circulate agenda and supporting papers to school administrator for onward 
distribution to governors and observers - electronic copy. 

P7 Provide an administrative advisory clerk to advise on administrative, legal 
and procedural matters of school governance before and after meetings. 

P8 Recruit, train and allocate an advisory minuting clerk to attend governing 
body meetings and to advise on legal and procedural matters and to take a 
minute. 

P9 Distribute draft minutes to headteacher and chair of governors. 

P10 Follow up matters arising at meetings and arranging action(s)/report(s). 

P11 Keep a check on the constitution of the governing body and through the 
minuting clerk inform governors that their term of office is coming to an end. 

P12 Liaise to confirm appointment of Foundation governors to Aided, Voluntary 
Controlled and Foundation schools, and the nomination of LA governor. 

P13 Dispatch appointment letters and ‘welcome packs’ to new governors, 
including a copy of the National Governors’ Association publication ‘Welcome 
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to Governance’, processing statutory disqualification checks and alert 
governors to new governor training opportunities. 

P14 Dispatch of re-appointment letters to re-appointed/elected governors and 
update governing body membership records. 

P15 Maintain a database of the composition of the governing body profile to 
include committees. 

P16 Provide fast, reliable, responsive and friendly support and advice on legal, 
procedural and structural matters by telephone, email and in person. 

P17 Invite the Chair of Governors to a termly Chairs Agenda Briefing with the 
Service Manager in order to address matters on the agenda and to develop 
and support the role of Chairs in effectively chairing meetings and leading the 
governing body. 

P18 Access to Governor Service’s website pages providing a range of information. 

P19 Provide cover for a clerk, where possible, in the event that s/he is unable to 
attend a meeting. 

P20 Provide an alternative clerk, as soon as is practically possible, in the event the 
clerk is unable to continue his/her duties. 

P21 Provide an alternative clerk should the governing body find that the service 
provided is unsatisfactory following appropriate action being taken to 
address any performance issues.  

P22 Administrative and payroll functions relating to the recruitment and 
employment of the clerk to governors 

P23 An option for committee clerking – see schedule and charges 

 

What we require from you… 

Please also note requirements under the title ‘all options’. 

Ref.  Date required 
(if applicable) 

C1 Full Clerking and Advice Service 
 
Reports/papers: Via Governor Services, provide the clerk to 
governors with relevant reports (eg headteacher’s report, 
committee reports etc) - electronically or in paper form - in 
order to meet the legal deadline for despatch and effective 
consideration by governors.  There will be an additional charge 
for the circulation of late papers. 

14 days before 
the date of the 
governing body 
meeting 

C2 Full Clerking and Advice Service 
 
Dates of governing body meetings or cancellation: Via 
Governor Services inform the clerk to governors of a change in 

5 weeks before 
the rearranged 
meeting date 
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date of a governing body meeting for which the service is 
acting as clerk to governors. There will be an additional charge 
for meetings cancelled due to being inquorate ( see section 
penalties)  

C3 Full Clerking and Advice Service 
 
Minutes of meetings: Provide minutes of governing body 
meetings that are called and clerked without the involvement 
of the clerking service. 

14 days before 
the date of the 
governing body 
meeting called 
by the Service 

C4 Full Clerking and Advice Service 
 
Length of meetings: To be mindful of the length of governing 
body meetings.  An additional pro-rata charge will be made if 
the duration of a governing body meeting is more than 3 
hours. 

 

Draft Agenda, Briefing and Training Service 

What we will do for you: 

Ref. 

P1 Research, request and compile information and legal advice for the termly 
governing body agenda. 

P2 Email termly letter and supporting papers to headteacher and chair of 
governors via school explaining the forthcoming term’s suggested agenda 
and offering advice on how to prepare for the governing body meeting. 

P3 Invite the clerk to governors to attend the Clerking Service termly clerk’s 
briefing session. Focus will be termly agenda and role of the clerk. 

P4 Provide a ‘question and answer’ session after the clerk’s briefing for non-
Service clerks in order to provide specific advice and support. 

P5 Invite the Chair of Governors to a termly agenda briefing session in order to 
address matters on the agenda, develop the role of the Chair in effectively 
chairing meetings and their role in leading the governing body. 

P6 Access to on-line training provided by GEL (Governor e-learning) Service to 
help enable the work and development of the governing body. See  ‘Charges’ 
section for detail) 

P7 When this service is purchased for the first time, provision of 2 central 
training sessions for the clerk to governors regarding their responsibilities, 
organising the work of the governing body and their role in enabling school 
improvement. 
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P8 For those purchasing who have attended the 2 training sessions described 
above at P7 in 2016/17, an enhanced training session for clerks to further 
develop and enable their role. 

P9 Access to Governor Service’s website pages providing a range of information. 

What we require from you… 

Please also note requirements under the title ‘all options’. 

Draft Agenda, Briefing and Training Service and Draft Agenda 
Service 
Name of clerk: Schools buying in at this level will be required to 
provide Governor Services with the name of their clerk. This is to 
allow the service to email their clerk the termly agenda and invite 
them to any briefing sessions or training opportunities that may be 
relevant to them in their role as clerk to Governors.  

At the point at 
which that this 
service is 
purchased. 

Draft Agenda Service 

What we will do for you: 

Ref. 

P1 Research, request and compile information and legal advice for the termly 
governing body agenda. 

P2 Email termly letter and supporting papers to headteacher and chair of 
governors via school explaining the forthcoming term’s suggested agenda 
and offering advice on how to prepare for the governing body meeting. 

P3 Invite the clerk to governors to attend the termly clerk’s briefing session. 
Focus will be termly agenda and the role of the clerk. 

P4 Provide a ‘question and answer’ session after clerk’s briefing for independent 
clerks in order to help resolve matters specific to their work. 

P5 Access to Governor Service’s website pages providing a range of information. 
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Committee Clerking Service (limited offer for full clerking 

service option, maintained schools) 

What we will do for you: 

Ref. 

P1 Provide an administrative advisory clerk to advise on administrative, legal 
and procedural matters of school governance before and after meetings. 

P2 A term in advance recruit, train and allocate an advisory minuting clerk to 
attend committee meetings and to advise on legal and procedural matters 
and to take a minute. 

P3 Distribute draft minutes to headteacher and chair of committee. 

P4 Follow up matters arising at meetings and arranging action(s)/report(s). 

P5 Keep a check on the constitution of the governing body and through the 
minuting clerk inform governors that their term of office is coming to an end. 

P6 Maintain a database of the composition of committees. 

 

 

What we require from you… 

Please also note requirements under the title ‘all options’. 

Ref.  

C1 The number of committees to be clerked and frequency of meetings. 

C2 Call governors’ committee meetings giving at least 7 days’ notice in line with 
legal requirements. 

C3 Circulate agenda and supporting papers to all governors and observers 

C4 Provide Governor Services with copies of the committee terms of reference 

C5 Provide Governor Services with dates of committee meetings for the year 
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Local Governing Body (LGB) of a MAT 

What we will do for you: 

P1 A term in advance recruit, train and allocate an advisory minuting clerk to 
attend meetings and advise on good practice, legal and procedural matters 
and to take a minute. 

P2 Establish a termly agenda to take account of the responsibilities of the 
LGB/MAT as stated in the MAT Scheme of Delegation/ Articles of Association. 

P3 Research, request and compile information and legal advice in addition to the   
Committee’s specific termly agenda (as instructed by the Scheme of 
Delegation). 

P4 Email the termly letter and supporting papers to headteacher and chair of 
committee via the school, to offer advice on how to prepare for the meeting, 
and provide information on current issues relevant to a governing body or 
MAT. 

P5 At least five weeks before meeting contact headteacher and chair of 
governors to liaise on the agenda. 

P6 Call governors’ meeting giving at least 7 days’ notice in line with good 
practice legal requirements. 

P7 Circulate agenda and supporting papers to all governors and observers - 
paper copy. 

P8 Circulate agenda and supporting papers to school administrator for onward 
distribution to governors and observers - electronic copy. 

P9 Provide an administrative advisory clerk to advise on administrative, good 
practice, legal and procedural matters governance before and after meetings. 

P10 Distribute draft minutes to headteacher and chair of governors. 

P11 Follow up matters arising at meetings and arranging action(s)/report(s). 

P12 Keep a check on the constitution of the local governing body and through the 
minuting clerk inform governors that their term of office is coming to an end. 

P13 Liaise to confirm appointment of Foundation governors, and the nomination 
of the LA governor, where applicable 

P14 Dispatch appointment letters and ‘Welcome Packs’ to new governors, 
including a copy of the National Governors’ Association publication ‘Welcome 
to Governance’, processing statutory disqualification checks and alert 
governors to new governor training opportunities. 

P15 Dispatch of re-appointment letters to re-appointed/elected governors and 
update governing body membership records. 

P16 Maintain a database of the composition of the local governing body/MAT 
board to include committees. 
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P17 Provide fast, reliable, responsive and friendly support and advice on legal, 
procedural and structural matters by telephone, email and in person. 

P18 Invite the Chair of Governors to a termly Chairs Agenda Briefing with the 
Service Manager in order to address matters on the agenda and to develop 
and support the role of Chairs in effectively chairing meetings and leading 
governors. 

P19 Access to Governor Service’s website pages providing a range of information. 

P20 Provide cover for a clerk, where possible, in the event that s/he is unable to 
attend a meeting. 

P21 Provide an alternative clerk, as soon as is practically possible, in the event the 
clerk is unable to continue his/her duties. 

P22 Provide an alternative clerk should the governing body find that the service 
provided is unsatisfactory following appropriate action being taken to 
address any performance issues.  

P23 Administrative and payroll functions relating to the recruitment and 
employment of the clerk to governors 

 

What we require from you… 

Please also note requirements under the title ‘all options’: 

Ref.  Date required 
(if applicable) 

C1 Provide Governor Services with information about the 
membership and constitution of the local governing body 
/MAT (names, term of office, contact details, postal address 
and specific delegated role on the body/MAT) 

 

C2 Provide Governor Services with the Articles of Association and 
Scheme of Delegation documents, central to the work of the 
MAT/LGB. (These are the Legal documents that record the 
functions delegated to the LGC, and to whom, by the Multi 
Academy Trust board) 

 

C3 Provide Governor Services terms of reference for any 
constituted committees or purpose of any task and finish 
group or working group of the LGB/MAT. 

 

C4 Provide Governor Services with all meeting dates for the year 
(to include working group meetings). 
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All options and anomalies 

What we require from you… 

 

C6 All options 

Membership of the governing body: Via Governor Services 
inform the clerk to governors of all changes to the 
membership of the governing body, particularly the result of a 
parent election and a staff election process. 

 

C7 Initial purchase OR returning to full service 
When a governing body is buying into the full clerking service 
for the first time or returning to full service provision, specific 
information will be required from the school.  A charge will be 
made for acquiring, checking and recording the relevant, 
necessary information in order to supply the full clerking 
service. 

10 weeks 
before the 
date of the 
governing body 
meeting 

C8 Federation 
Schools should contact the co-ordinator of Governor Services 
once they have determined that they will begin the federation 
process. This is to allow the co-ordinator to ensure that legal 
procedures are followed and that schools are aware of the 
additional costs involved if they wish to use the clerking 
service for their meetings. They will also need to provide a 
named contact for the clerk to liaise with in order to provide 
the clerking service ie school business manager/administrator, 
headteacher. 
  

Once schools 
have 
determined 
that they will 
begin the 
federation 
process. 

Days/times during which Services are to be 

available 

 

Office hours Service operating hours 
Monday to Thursday   08:45 – 17:00 

Friday  08:45 – 16:30 
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Contact information 

 
For more information 

Contact name Sue Round 

Role Governor Services Manager 

Telephone 01743 254532 

Email sue.round@shropshire.gov.uk 

 

 

 

 

Statutory Requirements 

 
Compliance with the following legislation: 

 The School Governance (Roles, Procedures and Allowances) (England) Regulations 
2013 

 The School Governance (Constitution) (England) Regulations 2012 

 The School Governance (Constitution and Federations) (England) (Amendment) 
Regulations 2014 

 The Law that governs the processes by which governing bodies of Maintained 
schools alter their model of governance eg The School Governance (Federation) 
(England) Regulations 2012, and The School Governance (Collaboration) (England) 
Regulations 2003, The Education and Inspections Act 2006 in relation to Maintained 
schools causing concern and LA power of intervention (Schedule 6 , Governing 
Bodies Consisting of an Interim Executive Board and The School Governance 
(Transition from an Interim Executive Board) (England) Regulations 2010. 

•     The School Governance (Miscellaneous Amendments) (England) Regulations 2015 
which may apply to any or all of the above. 

 
NB The role of the Local Authority: Should the Service identify or be informed of matters 
which are of detriment to children or staff, or are illegal, or in breach of Statutory Guidance 
or Regulation, it is obliged to report to the Local Authority. The LA has the legal 
responsibility to be the champion of children and parents. 
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Charges 

 
For details on the various packages available for this service, including pay-as-you use 
options, or if you have any queries or issues regarding your service arrangements please 
contact us on 01743 254361 or email greg.noakes@shropshire.gov.uk 
 

Maintained schools 
 

 Clerking Options Training and Support Options* 

Governing 

Body/School 

Type 

 

Full Clerking and Advice Service Draft 

Agenda 

Briefing 

and 

Training 

Service 

Draft 

Agenda 

Service 

New 

Governor 

Training* 

Modern 

Governor* 

 

Governors E 

Learning 

(GEL)* 

 

NGA 

Electronic Paper 

and 

Postage 

Committee 

clerking 

 

Electronic Electronic Central 

training  

Electronic 

Distance 

Learning 

Governors 

 E Learning 

National 

Governors’ 

Association 

Standard or 

gold 

membership 

Primary/ 

Special School  
POA 

 

POA 

 

POA 

Per meeting 

POA 

 

POA 

 

POA POA 

 

POA  POA 

Secondary 

School  
POA 

 

POA 

 

POA 

Per meeting 

POA 

 

POA 

 

POA POA  POA 

 

POA 

Federation 

 

POA POA POA 

Per meeting 

POA POA POA POA POA POA 
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Academies 
 

 Clerking Options Training and Support Options* 

Governing 

Body/School 

Type 

 

Full Clerking and Advice Service Draft 

Agenda 

Briefing 

and 

Training 

Service 

Draft 

Agenda 

Service 

New 

Governor 

Training* 

Modern 

Governor* 

 

Governors E 

Learning 

(GEL)* 

 

National 

Governors’ 

Association 

(NGA) 

 

Electronic Paper 

and 

Postage 

Committee 

clerking 

 

Electronic Electronic Central 

training  

Electronic 

Distance 

Learning 

Governors 

 E Learning 

National 

Governors’ 

Association 

Standard or 

gold 

membership 

Multi-

Academy-

Trust Board 

POA POA Charge 

dependant on 

role and 

responsibility 

POA POA POA POA POA POA 

Local 

Governing 

Body 

POA POA Charge 

dependant on 

role and 

responsibility 

POA POA POA POA POA POA 

 

Training and Support Options* 

 
Up to 4 new governors attend one full new governor training course.  A new governor qualifies to 

attend one course if their appointment date falls within the period of the agreement and for up to a 

year from that date. 

NB This arrangement does not apply to school based training for new governors.  Experienced governors (in post 

for longer than a year with one school governing body) may attend new governor training but will be charged at 

the ‘pay-as-you-use’ rate.  When this option is selected the Education Improvement Service subscribers discount 

does not apply. 

Modern Governor and GEL (Governors’ e-Learning) are online learning providers working with 

Governor Services providing governors with a flexible way to access information and training 

although it doesn’t take the place of traditional training courses, nor should it as what is offered 

enriches learning.  

• Modern Governor has been developed by “Learning Pool” is a public sector e-learning 

specialist. This e-learning service is available online 24 hours a day, 7 days a week.  Visit 

www.moderngovernor.com  for more details. 

 

http://www.moderngovernor.com/
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• Governors’ E-Learning – is a  working in partnership between the National Governors’ 

Association and provided by Eastern Leadership Centre (ELC), is online training written by 

governors for governors. Visit this link for details 

http://www.centralbedfordshire.gov.uk/Images/gel_tcm3-5502.pdf  

 

National Governors’ Association (NGA) – a discounted annual subscription option via Governor 

Services at one of 2 levels. Details of what you receive noted via this link 

http://www.nga.org.uk/Membership/Membership-types.aspx   

 
 

Additional services   

 

Additional services (‘pay-as-you-use’) will be invoiced at point of delivery.  These services are 

detailed below. 

 

Service/Issue Cost 

Early minutes (as soon as possible after approval by the head and Chair of 

Governors) 

POA 

Providing a full clerking service for an additional governing body meeting 

(calling the meeting, sending out papers, attending and clerking the meeting 

and administration). NB where applicable additional charges apply for 

postage &packaging and copying papers. 

POA 

Clerk to governors attendance at Clerks’ briefing session POA 

Attendance at a ‘question and answer’ session after clerk’s briefing for non-

Service clerks in order to provide specific support for their circumstances 

and role. 

POA 

Complaints Committee/Pupil Discipline Committee – Clerk attending and 

producing minutes of a committee meeting 

POA 

Ad hoc support and advice by the Service to governing bodies/schools not 
purchasing the full clerking and advice service. 

POA 

http://www.centralbedfordshire.gov.uk/Images/gel_tcm3-5502.pdf
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Reviews of governance 
 
Reviews can be purchased in response to an OfSTED recommendation or as 
part of a governing body’s own self-development programme. See 
Appendix. 

All Training and development opportunities for governors (school based and 

central courses) are via a credit scheme or PAYG, outlined in the centralised 

CPD brochure and on-lined at the Shropshire Learning Gateway. 

 

Credit scheme or 

PAYG cost. 
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Penalties/charges  

Circulation of late papers POA 

Meetings running over 3 hours long Per half hour 

overrun - POA 

Meetings cancelled at no notice due to being inquorate and the clerk 

attends  

POA 

A set up charge: checking details of school governing body which buys in for 

the first time, returns to the Clerking Service is establishing clerking of a 

MAT or committee clerking. 

POA 

Postage & Packaging and copying charge for a single agenda (papers and 

reports) over 243g or 50 sheets of paper.  

Additional sheets 

of paper 

POA 

Services not included in your package: A charge will be made for aspects of 

service provided which are not covered by the level of a school’s 

subscription. 
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Reviews of Governance Charges – Appendix 

Schools do not need to wait for an Ofsted inspection recommendation to seek a review.  A 

review may be organised in order to focus on the operation and impact of the work of the 

governing body. 

Reviews of governance 
 
A review of governance includes: 
 

 a meeting with the headteacher and chair to discuss and agree the review 

process 

 a remote overview of the paperwork of the governing body (full governing 

body and committee minutes and headteacher’s reports) for the previous 

twelve months 

 a review of the governing bodies training record and membership 

 A facilitated governing body self-evaluation session. 

 a written summary of findings with clear and specific development areas 

identified (this review and the written element will be enhanced for schools 

in challenging circumstances or where a review of governance has been 

recommended by Ofsted ) 

 
The following optional activities can be added to a review, or run in isolation, for an 
additional half day charge. They focus on the operation, organisation and impact of 
the governing body and in making best use of the clerking service to enable effective 
practice. : 

 Attendance at a full governing body or committee meeting to observe 

practice and to feedback the outcomes. 

 A meeting with the chair of governors and committee chairs to produce an 

action plan for the development and improvement of the board. 

 Support to develop a governing body monitoring plan to feed into the 

school development plan. 

 

Charge 
 
 
 
 
 
 
9 credits ( 1 and a half days) 
 
 
 
 
 
NB -18 credits (3days)for 
schools in challenging 
circumstances. Part funding 
may be agreed by the LA. 
 
 
 
 
 
3 credits each ( a half day). 
 
 
 
 
 
 
 
 
 
 

 


