
Clerk to the Corporation
Hours: 600 hours per year, flexible including evening work, approximately

2 days per week.

Salary: £48,653 Full time equivalent. Actual salary (£18,287)

Closing Date: Wednesday 8th June 2022 at 12 noon

Interview Date: Wednesday 15th June 2022

Shipley College: ‘great people, great place’!
We are situated in the UNESCO World Heritage Site of Saltaire, with a commitment to high standards,
encouraging staff and students to do their best and aim high. All our staff team make a positive
difference to young people's lives through the work they do in College.

Due to retirement, we are looking to appoint a Clerk to the Corporation who will provide advice to the
governing body on governance, constitutional and procedural matters; provide effective administrative
support to the governing body and its committees; ensure the governing body is properly constituted;
and manage information effectively in accordance with legal requirements.

The successful applicant will be extremely organised, have excellent attention to detail and have the
ability to plan, manage deadlines, work flexibly and demonstrate a professional approach to their
work. We are looking for a candidate who can communicate effectively in all written and verbal forms,
including within governors meetings, with individuals at all levels of the College including the Chair,
Senior Management Team, members of the Corporation and other key stakeholders. You should have
an understanding of the legal framework relating to College governance and ideally have some
knowledge of Further Education.

What other benefits can we offer you?
● A dedicated and experienced team
● An opportunity to make a difference
● A positive and caring working environment
● Excellent enhanced holiday entitlement
● Enhanced pension contributions
● Access to a free gym on site
● Reduced cost train travel and Free Parking

How to Apply
Application forms can be obtained from www.shipley.ac.uk. Completed applications should be
submitted to jobs@shipley.ac.uk

This role has annualised hours and includes flexible working as standard.

Employment offers are subject to pre-employment checks including DBS, references and right to work. Shipley College is committed to
safeguarding and promoting the welfare of children, young people and adults and expects all staff to share this commitment.  The

College is actively committed to a policy of equality of opportunity for all through education and therefore encourages applications from
all regardless of age, disability, economic status, gender, race, religion and beliefs or sexual orientation.

http://www.shipley.ac.uk
mailto:jobs@shipley.ac.uk


JOB DESCRIPTION

JOB TITLE Clerk to the Corporation

RESPONSIBLE TO The Board of Governors

The following information is provided to assist staff joining the College to understand and appreciate
the work content of their post and the role they are to play in the organisation. However, the following
points should be noted:

● Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a
document such as this does not permit every item to be specified in detail. Broad headings
therefore may have been used below, in which case all the usual associated routines are naturally
included in the job description.

● Staff should not refuse to undertake work which is not specified on this form but they should
record any additional duties they are required to perform and these will be taken into account
when salaries are reviewed.

● Shipley College is an Equal Opportunities Employer and requires its employees to comply with all
current equality policies in terms of equal opportunity for employment.

● Shipley College is committed, where possible, to make any necessary reasonable adjustments to
the job role and the working environment that would enable access to employment opportunities
for disabled job applicants or continued employment for any employee who develops a disabling
condition.

OVERALL PURPOSE OF JOB

● To act is an officer of the Corporation overseeing and advising on the effective governance of the
Corporation.

● To ensure corporate governance arrangements contribute meaningfully to the strategic
development of the College, and that the College becomes an exemplar of best practice in its
corporate governance arrangements.

● To ensure that Corporation proceedings are conducted in accordance with the provision of the
statutory Instrument, the Education Acts (as modified or replaced from time to time), the Financial
Memorandum and the general law;

● To keep the ‘conscience’ of the College by providing independent, high quality guidance on
statutory, constitutional, operational procedural and ethical issues as they affect the Board, its
committees and its subsidiaries

● Note that most Governors’ meetings are held on Tuesday evenings.



DUTIES AND RESPONSIBILITIES

Corporation Meetings

● To facilitate the proper conduct of meetings of the Corporation and its committees and seek to
ensure that correct procedures are followed

● Formulating, with Senior staff and the Chair, the agenda and organising the supporting reports
and briefing papers.

● Agreeing with the Corporation a timetable for all meetings of the Corporation and committees,
calling meetings on proper written notice and distributing agendas and supporting papers.

● Attending meetings and ensuring, with the Chair and Principal as applicable, that arrangements
are made for continuity in the event of the temporary absence of the appointed Clerk.

● Checking the quoracy of meetings and advising the Corporation accordingly.

● Ensuring the timely publication of agendas, signed minutes and supporting papers.  Maintaining
the minutes and issuing certified copies of minutes and making known the location of minutes for
inspection on request.

● Formulating, with the Chair and the Principal as appropriate, follow-up instructions that arise from
the minutes, and reporting the response to such instructions.

● Maintaining a separate confidential file (if any) relating to sensitive staff, student or other
matters.

● Preparing for approval by the Corporation, committee terms of reference and rules relating to the
composition, quoracy, chairing and frequency of committee meetings and written statements of
Policy regarding attendance at committee meetings by persons who are not committee members
and the publication of minutes of committee meetings, in accordance with the provisions of the
Instrument and Articles of Government.

● Where appropriate, to arrange and clerk hearings of the Corporation's Appeals Panel.

Appointments
● To ensure that all appointments to the Corporation and its committees have been validly made.

● Checking the eligibility of current and prospective members, including preparing and issuing, on
behalf of the Corporation, Letters of Appointment.

● Ensuring that all appointments to the Corporation and committees have been properly made in
accordance with the provisions of the statutory Instrument and Articles of Government and the
rules and regulations made under the Articles, and that such appointments have been minuted.

● Managing resignations, or the disqualification, of the Chair/Vice Chair and any members of the
Corporation. Notifying the Corporation of all vacancies including giving advance notification to the
Corporation of expected vacancies. Issuing and receiving on behalf of the Corporation notices
relating to Members.

Advice and Guidance
● To be responsible for providing advice, guidance and support to the Corporation, to its

committees and to the Chair, on corporation governance issues. Provide advice for the Chair,
Corporation and Senior Staff on matters relating to the conduct and activities of the Corporation

● Coordinating and following up on statutory, constitutional and procedural matters,  matters of
governance practice and key Corporation priorities.

● Obtaining and making available professional advice for the Corporation and to individual
Corporation members in accordance with procedures which have been approved by the
Corporation.



● Facilitating communication on Corporation matters between the Corporation, the Principal and
Senior Staff at the College.

● Ensure a regular flow of filtered information to the Chair and Vice Chair and to Members on
governance issues from a variety of sources such as the AoC, DfE, ESFA etc.

Registers and Code of Conduct
● To be responsible for administering those procedures which have been approved by the

Corporation for making certain information available to the public in accordance with the principle
of transparent and open accountability, including:

○ a Register of Members
○ a Register of Members' Interests
○ a Register of all rules, procedures and statements of policy made or authorised by the

Corporation
○ a Register of Members' Attendance

● Ensuring that the Registers and copies of the statutory Instrument and Articles of Government
are made available for public inspection.

● Maintaining a Code of Conduct for the Corporation and monitoring compliance with the Code.  The
Clerk has the authority to act under the Financial Memorandum where they believe governor(s)
are acting beyond their powers

Administration
● Making arrangements for the safe custody of the official record of the Corporation's business and

maintaining a record of outstanding business.

● Acting as correspondent for the Corporation Members.

● Making arrangements for Members of the Corporation to be indemnified under an appropriate
policy of insurance and for such insurance to be periodically reviewed.

Governor Training
● To facilitate the induction and training of Corporation Members in conjunction with appropriate

internal and external sources/ agencies with a view to maximising the effectiveness of the
Corporation in discharging its responsibilities

● Coordinate the induction programme for new Governors.

GENERAL
● To demonstrate a positive commitment to the implementation of the College’s Equality Diversity

and Inclusion Policy and to the maintenance of a culture of continuous quality improvement and
innovation.

● To be aware of the responsibilities under the provision of the Health and Safety at Work Act and
the Control of Substances Hazardous to Health Regulations (COSHH) in terms of the post holder’s
own safety and the effects of their actions on colleagues, students and visitors.

● To be responsible for safeguarding and promoting the welfare of young learners and vulnerable
adults the post-holder is responsible for or comes into contact with.

● To undertake mandatory training and staff development/CPD training as required by the nature of
this post and the range of duties described within this job description.

● To use IT as designated appropriate to the nature of the role.



● To act in accordance with the College’s expectations as set out in the Staff Code of Conduct and
contract of employment.

● To undertake such other duties commensurate with the grade of the post as may reasonably be
required.

PERSON SPECIFICATION

ESSENTIAL DESIRABLE

Evidence of at least Degree Level education, including a level 2 in literacy
and numeracy or equivalent

✔

Relevant professional experience in a comparable role ✔

Thorough understanding of the legal framework relating to education
governance

✔

Knowledge of Further Education and the issues facing the sector ✔

Excellent organisational and planning skills ✔

Highly developed interpersonal and facilitation skills ✔

Excellent written and verbal communications skills with good working
knowledge of current IT packages

✔

Professional integrity and a collaborative approach ✔

Ability to work well under pressure and manage deadlines effectively ✔

Strong attention to detail ✔

Ability to work and communicate effectively with the Chair, Governors, the
Principal & CEO and Senior Management Team, and build strong and
effective relationships

✔

A commitment to the College’s mission and values ✔

Strong commitment to the principles of equality, diversity and inclusion ✔

Commitment to personal development ✔

Flexibility to attend meetings as required and to accommodate peaks and
troughs of activity over the year

✔



Shipley College is a wonderful place to start or to continue your career
and we are delighted that you are considering completing an application
for a post with us.

Shipley College is a small, friendly place that really cares about every
person that comes through the door and we pride ourselves on giving
every student the individual support they deserve.

Situated in the UNESCO World Heritage Site of Saltaire, it is a great place
to study and easy to get to by bus, train and car.

Our practical, vocational and work-related courses include
Apprenticeships, full-time and part-time courses across a range of sectors.

I am delighted that our Student Survey results and employer feedback
continue to be extremely positive as we provide a fantastic learning environment for all our students.

We have a fabulous team of colleagues who give up an extraordinary amount of time to support their
students and their fellow members of staff. The dedication and attention to quality they exhibit is
what makes our College so successful. I am proud of the commitment and hard work of all the
college’s staff, students and governors and pleased that this has been recognised by Ofsted in our
latest inspection.

If you meet the criteria of the post advertised and feel that you would enjoy working here, we hope
you will make an application to join us.

You can download an application pack from our College website www.shipley.ac.uk

Completed application forms and equalities monitoring forms should be returned to
jobs@shipley.ac.uk. We do ask that you accept, in the interests of economy, that if you have not
heard from us by the interview date that you will not have been selected for interview on this
occasion.

Nav Chohan, Principal

http://www.shipley.ac.uk/
mailto:jobs@shipley.ac.uk


Shipley College's Mission Statement

To provide the highest quality, inspirational education and training that meets and
exceeds the ambitions of individuals, businesses and communities.

Our Core Values

Inspirational Culture of Collaboration and Partnership: A team working closely
with our stakeholders in a spirit of trust and integrity

Aspiration, Professionalism and Achievement: Striving for excellence in a safe,
sustainable environment, while supporting all students to achieve their personal best
and to progress to their next steps in work and life

Responsiveness: Meeting the needs and exceeding the expectations of students
and employers, both locally and regionally, responding to government initiatives and
our local community

Equality and Respect: Celebrating the diversity and inclusion of our students and
staff

98% of students agreed with the statement “I am happy with the College overall”

99% agreed with the statement “I am happy with the teaching on my course”


