City of London School
City of London School for Girls
City of London Freemen’s School
City Junior School (opening Sept 2022)

Information pack for the role of

Clerk to the Governors
(The City Schools)

Closing date: 12pm, Tuesday 24 May 2022
Interview date(s): June 2022 (in person)
We reserve the right to appoint before this deadline and encourage early applications.

Welcome
Thank you for the interest you have shown in the role of
Clerk to the Governors across the City of London Corporation’s
independent schools.
City of London School (CLS), City of London School for Girls
(CLSG) and City of London Freemen’s School (CLFS) are all highly
successful independent schools, with excellent reputations and
proud, inspiring histories. In September 2022, they will be joined by
City Junior School (CJS), a school for pupils between the ages of 7
and 11, which will be governed jointly by CLS and CLSG.
To-date, clerking services for the City’s
independent schools have been provided by
the Committee Services team within Guildhall,
which exists to support the work of all the
committees of the Court of Common Council.
As a result of recent changes to the governance
of the schools (see page 3 for more information),
it has been determined that a Clerk to the

Governors should be appointed with the sole
purpose of supporting the governance of the
City schools. The Clerk to the Governors will
be responsible for advising the Boards on
matters of governance and compliance, taking
account of the current legislative and regulatory
framework, and of the schools’ responsibilities
as departments of the Corporation.
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School Locations
Opening
Sept 2022





CJS

CLSG

City of London School

107 Queen Victoria Street, London EC4V 3AL



City of London School for Girls

St. Giles’ Terrace, Barbican, London EC2Y 8BB



CLS

CLFS

City of London Freemen’s School
Ashtead Park, Ashtead, Surrey, KT21 1ET

City Junior School (opening Sept 2022)
4 Gray’s Inn Place, London, WC1R 5EY
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Governance of the schools
As institutional departments of the City of London Corporation, the
independent schools are governed by Boards of Governors that are
formed from the Court of Common Council (the governing body of
the corporation).
Whilst elected members of the Court of
Common Council retain majority control, each
Board can invite additional external members
to become governors, to ensure that each Board
has the range of expertise and experience that is
required to oversee the work of an independent
school in the 21st century.
Each Board has created a range of committees
to support its work in areas such as education,
safeguarding, finance, estates management,
remuneration and governance.
Further to recent reviews of governance
structures within the Corporation and the
operating model within Guildhall, some changes
have been implemented to ensure that the
City’s independent schools have the flexibility

that they need to operate and flourish within
the educational space that they occupy. These
changes balance their status as institutional
departments of the Corporation (and all the
benefits that flow as a result of this, in terms
of support services), with the desire to reflect
very best practice in relation to educational
compliance, practice and outcomes.
All three schools are subject to inspection by
the Independent Schools’ Inspectorate (ISI); the
Heads of CLS, CLSG and CLFS are members of
HMC, the Head of CLSG is a member of the GSA,
the Head of CLFS is a member of the Society
of Heads, and it is anticipated that the Head of
CJS will be a member of IAPS); all schools are
members of AGBIS.

Links
cityoflondonschool.org.uk
clsg.org.uk
freemens.org
cityjuniorschool.org.uk
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The City of London Corporation
The City of London Corporation is the governing body of the
Square Mile, dedicated to a vibrant and thriving City, supporting a
diverse and sustainable London within a globally successful UK.
Based in Guildhall, it is a unique organisation
with a role that goes beyond that of an ordinary
local authority. It has its own government (the
oldest in the country, with origins pre-dating
Parliament), its own Lord Mayor and an
independent police force. Its aims, as articulated
in the Corporate Plan 2018-23, are to contribute
to a flourishing society, support a thriving
economy and shape outstanding environments.
As well as providing local government services
for residents and workers within the City,
the Corporation’s reach extends far further.
It includes responsibility for, amongst other

things, more than 11,000 acres of green spaces
(including Hampstead Heath and Epping Forest),
the markets at Billingsgate, Smithfield and New
Spitalfields, the Heathrow Animal Reception
Centre, and significant amounts of housing
across London.
The Corporation also supports one maintained
primary school within the Square Mile, and ten
sponsored academies which collectively form
the City of London Academies Trust (CoLAT).
Its three independent schools (shortly to be
four) exist as institutional departments of the
Corporation itself.

Links
cityoflondon.gov.uk
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Job Description
The Clerk will secure the continuity,
efficiency and, as required,
confidentiality of the Boards’ business.
They will ensure the smooth running
of the Boards, preparing agendas and
meeting papers, taking and distributing
minutes, giving administrative support
to the Chairs, providing procedural,
regulatory and legislative advice, and
advising on best practice.

Job title:

Clerk to the Governors

Grade/Salary:

Senior position, Competive salary
inclusive of Inner London Weighting.

Contract:

Full-time (35 hours per week)

Annual Leave:

28 days’ annual leave (plus bank holidays),
increasing with continuous service.

Location:

To be discussed with the successful candidate.
Though there will be significant opportunity to
work from home, although on-site attendance
for meetings will be required.

The Clerk will welcome opportunities for continuing
professional development and will engage actively with
the support provided by the membership organisations
of which the schools and Heads are members.

The Clerk to the Governors will work closely
with the Chairs of Governors and the Heads of
the schools. Line management will rest with a
nominated Bursar.

Much of the Clerk’s work can be done remotely, though
they will be able to work from within the schools. They
will be expected to attend the schools for Board and
committee meetings, including those that might fall
outside the typical working day.

Responsble to:
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Main Duties & Responsibilities
1 Ensuring that governance is carried out in
accordance with the Terms of Reference for
each Board of Governors, and with particular
regard to:
•

the size and membership of each Board and
each committee;

•

the retirement of existing governors and the
appointment of new governors;

•

the regularity of meetings;

•

the maintenance of a record of attendance
at meetings;

•

the making and recording of decisions
in a manner that is in accordance with
Corporation protocol and best practice;

•

the appropriate training for all governors.

2 Overseeing the onboarding of new
governors, to include:
•

securing appropriate checks on newly
appointed governors, to ensure compliance
with the Independent School Standards and
the requirements of the schools’ policies
regarding safer recruitment;

•

providing relevant information to the
schools’ HR teams for entry onto the Single
Central Register;

•

securing approval from the Department for
Education, as required;

•

auditing and recording the provision of
required training to new governors;

•

advising the Chairs and the schools on best
practice in relation to the onboarding of
governors.

3 Preparing, reviewing and updating
governance protocols, including the Terms
of Reference for the Boards and committees,
and ensuring appropriate reporting
structures from committees to the Boards.
4 Advising on appropriate training for
governors, in part by keeping abreast
of AGBIS training around best-practice;
organising training for all governors, as
agreed by the Boards; and recording
such training.
5 Ensuring that all governors are aware of their
statutory and regulatory responsibilities,
especially in relation to the safeguarding
of all pupils within the schools. This
should include arranging regular training
and updates for all governors in this area;
ensuring that the reporting systems to
governors are fully robust and effective in
ensuring that governors fulfil their statutory
responsibilities; advising on best practice in
relation to the evolution of these systems;

ensuring the activities of the Boards and
their committees are consistent with the
safeguarding policies and procedures in
place at each school.
6 Ensuring the efficient functioning of
governance, to include:
•
•

•
•
•

•

appropriate and timely communication with
governors between meetings;
maintaining and updating appropriate online
portals for the safe and confidential storage of
information for governors (to include agendas
and minutes);
preparing and circulating agendas for
meetings of the Boards and their committees;
ensuring satisfactory circulation of premeeting papers;
ensuring appropriate minuting of these
meetings, and the prompt circulation of
these minutes;
overseeing occasional audits of governance,
as agreed with the Chairs.

7 Working with the Chairs and with any
committees that might have been
established for this purpose, ensuring
that an appropriate process exists for
succession planning for the Boards, with the
maintenance of a skills and diversity matrix;
advising the Chairs as required. This should
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Main Duties & Responsibilities (continued)
include ensuring, in conjunction with the
Chairs, that the processes established to
encourage interest in Board involvement
from appropriate members of the Court of
Common Council are also followed.
8 Following instructions from the Chairs
regarding the appraisal of the Heads.

relevant school events, and, in conjunction
with relevant school staff, supporting
the visits that governors might make to
the schools.
13 Working with the broader Committee
Services team in Guildhall to ensure that:

9 Following instructions from the Boards
regarding the appointment of Heads, when
the need arises.
10 Organising and making appropriate
arrangements for the establishment of
any panels of the Boards that may, from
time-to-time, be required (e.g. to hear
appeals, or to deal with complaints,
grievances or required removal). This
should include, in consultation with the
Chairs, the identification of appropriate
independent members to join these panels,
where required.
11 Providing appropriate administrative support
to the Chairs in the performance of their
functions.
12 Working with relevant staff in the schools,
including close liaison with the Heads’
EAs, to ensure that governors are aware of

with regards to safeguarding. In addition,
offers of appointment will be subject to an
enhanced criminal record check from the
Disclosure and Barring Service (DBS). These
checks will highlight cautions, reprimands
and final warnings as well as any convictions.
The post-holder must not have any spent
or unspent convictions that would prevent
them from working with children.

•

the schools fulfil their procedural
requirements as institutional departments of
the City of London Corporation;

•

the work of the Boards is appropriately
co-ordinated with required reporting to other
Corporation committees.

14 Any other appropriate duties as may be
required from time-to-time, as requested by
the Chairs.

\

All staff are required to undertake training,
to ensure the safeguarding and wellbeing of
children and young people at the schools.

\

The post-holder will be responsible for
actively seeking to implement the City of
London Corporation’s Occupational Health
and Safety Policy in relation to the duties
of the post, and at all times give due regard
to the health and safety of themselves and
others whilst carrying out their duties.

\

The post-holder will be responsible for
actively seeking to implement the City of
London Corporation’s Equal Opportunities
Policy, and the objective to promote equality
of opportunity in relation to the duties
of the post.

Other Responsibilities
\

CLS, CLSG, CLFS and CJS are committed
to safeguarding and promoting the welfare
of children, and they expect all staff and
volunteers to share this commitment. In
accordance with the Children’s Act 1989,
the post-holder will, on appointment, be
required to commit to their responsibilities
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Person Specification

The post-holder should be able to
demonstrate through application
and interview the following
essential criteria.

The City Schools welcome applications from
all sectors of the community, as they aspire
to attract staff that match the social and
cultural diversity of their pupil intake.

Qualifications, Experience and Knowledge
Essential

Desirable

\

A strong educational background (to degree level or equivalent).

\

Paralegal or similar qualifications.

\

Significant experience of demonstrating administrative efficiency.

\

Clerking experience within an educational setting.

\

Experience in an environment where experiences include selfmotivation and initiative.

\

Knowledge of the education sector.

\

Knowledge of best practice procedures in relation to the
governance of independent schools.

\

Experience working both autonomously and as a member of a team.

\

Knowledge of the statutory infrastructure around data protection.

Skills and Abilities
Essential
\

The ability to lead on the review
and improvement of processes (in
accordance with organizational or external
requirements), and the ability to manage
processes of change.

\

Ability to brief senior members and officers
with discretion, often on complex issues.

\

Good listening, oral and literacy skills.

\

Confidence in communication.

\

Ability to research and find information.

\

Strong ability in the writing of agendas,
concise minutes and clear letters/emails.

\

\

Strong ICT skills.

Rigour and attention to detail in the keeping
of records, the retrieving of information
and the dissemination of data and
documentation to stakeholders.

\

Ability to organise and manage time
effectively, including prioritization and the
meeting of deadlines.

\

Ability to build effective relationships with
varied stakeholders (including in external
organisations, e.g. AGBIS).
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Person Specification (continued)
Personal Attributes
Essential
\

Integrity.

\

\

The ability to maintain confidentiality and
impartiality.

An openness to constructive feedback and a
desire to develop professionally.

\

The ability to keep calm under pressure.

\

A sense of humour.

\

An interest in the wellbeing and success of
young people.

\

The willingness to adopt a flexible approach
to working hours.

\

Excellent inter-personal skills.

\

The ability to be persistent and tenacious,
whilst being sympathetic to the needs
of others.
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Other reasons
to work with us…
Health and Wellbeing
\

In-house counselling services

\

Employee Assistance Programme

\

Enhanced paid time off policies (sickness,
maternity, paternity, adoption, and shared
parental leave)

\

Access to Occupational Health Services

\

Access to school swimming pools (set hours)

\

Staff activities and clubs (running, yoga,
pilates, netball, football and more!)

\

Discounted gym membership with
Anytime Fitness

Financial benefits
\

Annual Season Ticket Loans via Abellio

\

Interest free Bicycle Loan (up to £1,000)

\

Cycle 2 Work Scheme via Halfords

\

Childcare Voucher Scheme

\

Childcare Affordability Scheme

\

Up to 40% discount with Hatching
Dragons Nursery

\

Cheapside Privilege Card (local offers and
discounts)

Redundancy Payments (Local Government)
(Modification) Order 1999.

\

Up to 25% discount off an O2 Refresh
Airtime Plan

Disability Confident Employer

\

21.6% LGPS Employer Contribution
(2020-21 figure)

Training and development
We are committed to supporting staff
development. There are three staff training days
throughout the year plus our appraisal scheme
helps support staff in developing their ideal role
through training programmes and courses.
Staff also gain access to the City Learning online
training and development system, which can be
accessed from any mobile device.

Recognised employer –
Continuous service
City of London Corporation is a recognised
employer as part of the Local Government
Modification Order – we acknowledge
continuous service to those working within
Local Government. Your entitlement to certain
contractual benefits with the City Corporation
(e.g. annual leave, sick leave, maternity leave)
is related to the length of time you have been
employed by the City of London Corporation
and/or other public bodies covered by the

The City of London Corporation is committed
to creating a culture where everyone’s opinion
and views are heard. Where employees can
bring their unique self to work and excel in
an environment that encourages different
perspectives and experiences to be shared.
We are Disability Confident Employers and
members of Stonewall’s Diversity Champions
programme and have recently completed an
equality and diversity self-assessment process
to assess compliance with the Public Sector
Equality Duty. In 2019-20 we also undertook an
public consultation on gender identity and, as a
result, put in place a new Gender Identity Policy.
We also actively host events like our Eid Dinner,
Black History Month and Pride Month, which are
vital in promoting the values we all share.

London Living Wage Employer
The City of London Corporation is an accredited
Living Wage employer, which ensures all
employees are paid (as a minimum) the annually
calculated London Living Wage hourly rate.
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How to Apply
Please apply online via the job listing at jobs.cityoflondon.gov.uk.
Alternatively, you may request a Word version of the application form from
recruitment@clsg.org.uk.

Closing Date: 12pm, Tuesday 24 May 2022
Interviews will be held, in person, in June 2022
We reserve the right to appoint before this deadline and encourage early
submissions.

The City Schools are committed to safeguarding and promoting the welfare of young people and
requires the same commitment from all their staff.
Appointments are subject to satisfactory references, the receipt of an enhanced Disclosure and
Barring Service certificate, medical clearance, confirmation of the right to work in the UK and
overseas police checks where necessary. The schools undertake further checks as necessary
including prohibition from teaching and management checks. This post is exempt from the
Rehabilitation of Offenders Act 1974.
We welcome applications from all sectors of the community as we aspire to attract staff that
match the social and cultural diversity of our pupil intake.
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