Annex C

A Checklist and Schedule for the Core Tasks Required of Clerks

This Annex is only indicative and clerks may wish to adapt it to create a checklist and schedule for their own governing body, incorporating requirements of the institution within which they work.  Key references are provided to further information and/or explanation within the Guide.

	
	Deadline or proposed timing
	See reference(s) for related further information

	
	
	

	Annual Actions
	
	

	Set calendar of meetings (ongoing rolling programme if possible).
	July-Sept
	p.33 6.10-6.13

	Issue letters of appointment or reappointment to members of governing bodies. (see also memberships and succession planning below)
	July-Sept
	p.20 4.24-4.27

	Induction for new staff members (at minimum annually) and consider any training or briefings which may be required.
	July-Sept
	p.20 4.24-4.25, p.21 4.27-4.29

	Report memberships of governing body and its committees to the governing body and the register of Interests, including anyone serving on the governing body or its committees.
	Oct-Dec
	p.42 7.7-7.8, (p.31 6.3)

	Review and assess whether any changes should be proposed to the following and report to the governing body:
	Oct-Dec
	

	· the statement of primary responsibilities, 
	
	p.20 4.22

	· code of practice on corporate governance, 
	
	

	· schedule of delegation, 
	
	p.24 5.7-5.13

	· standing orders and
	
	p.35 6.19-6.20 

	· governing instruments

[NB Some governing bodies are asked to sign the statement of primary responsibilities individually on an annual basis together with their register of interests.]
	
	p.37 6.30, p.43 7.10, p.49 8.6



	Review terms of reference of governing body, its committees and committee constitutions at first meeting of the year.
	Oct-Dec
	p.23 5.4, p.24 5.6, p.25 5.12-5.15, p.26 5.17

	Ensure consideration by the governing body of the HEI’s financial strategy (or plan) and financial forecasts.
	April-June


	p.31 6.3

	Ensure consideration by the governing body of the annual accounts, external audit management letter, normally the internal audit annual report and the audit committee annual report.
	Oct-Dec
	p.31 6.3, (p.24 5.6-5.7, p.33 6.10)

	Governing body should review the risk management strategy/policy and clerk should ensure key university risks are reported to the governing body. This may be linked to consideration of key performance indicators.
	
	p.32 6.6-6.8, Case Study 4

	If relevant, ensure annual reports, approved by the governing body, are sent to Companies House and/or the Charity Commission.
	
	p.51 8.13-8.16, p.49-50 8.8-8.12

	Ad Hoc Actions
	
	

	Keep up-to-date register of interests and publish membership of the governing body.
	
	p.16 4.2

	Ensure succession planning for key governing body positions and Identify upcoming vacancies to the governing body and/or its committees and ensure appointments to fill vacancies.
	
	From p.16 section 4, p.26 5.15, 

Case Study 2

	Identify vacancies and consider appointment to positions appointed or approved by the governing body (e.g. chair of the governing body, principal/vice-chancellor – see the governing instruments).
	
	See each HEI's governing instruments.

	Ensure venue and arrangements for meetings are confirmed and that agenda and papers are sent out well in advance of meetings.
	
	p.34 6.14-6.18, p,37 6.31-6.34, 

Case Study 6

	Ensure operation of agreed scheme of reimbursing expenses of governing body members.
	
	

	Normally, holding and ensuring appropriate application of the seal and maintaining a record of its use.
	
	p.51 8.17-8.19

	Support governing body during any inspections or audits related to governance.
	
	p.14 3.12, 
Annex D

	Periodic Actions
	
	

	Ensure consideration of strategic plan and/or mission statement of the institution by the governing body.
	
	

	Undertake an effectiveness review of the governing body (at least every five years) and potentially key committees of the governing body.
	
	p.27 5.21, p.58 9.17-9.19, (p.60-65 10.1-10.19)

	Ensure approval of the student union constitution per the 1994 Education Act.
	
	p.27 5.22-5.23

	Seek approval from the Privy Council for changes to the charter or instruments and articles of government
	
	p.28 5.24-5.25
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