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National Governors’ Association 
The National Governors’ Association (NGA) is an independent charity representing and supporting 
governors, trustees and clerks in maintained schools and academies in England. The NGA’s goal is to 
improve the wellbeing of children and young people by increasing the effectiveness of governing boards 
and promoting high standards. It does this by providing information, guidance, research, advice and 
training. It also works closely with, and lobbies, UK government and educational bodies, and is the leading 
campaigning national membership organisation for school governors and trustees. 
 
T: 0121 237 3780  |  E: governorhq@nga.org.uk  |  www.nga.org.uk 
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Introduction 
 

NGA’s Clerking Matters campaign was launched over two years ago when NGA and the Society of Local 

Authority Chief Executives (SOLACE) held a roundtable discussion focusing on the critical issues facing clerks. 

These were: lack of understanding of the importance of a trained clerk; the need to pay clerks appropriately 

for a professional job; and how and where governing boards can source good clerks and develop them 

further.  

 

We have had some noteworthy successes since then, Lord Nash announced the funding for the Clerks’ 

Development Programme, and our free Find us a Clerk service continues to be a popular way for both 

schools looking for a clerk, and clerks looking for a school, to advertise their availability.  

 

However, we have relaunched this campaign for 2016 in order to continue to raise the profile of clerking. 

Our four main aims are: 

 

 To increase the understanding of the importance of the work of clerks and what can be expected of 

a well-trained clerk 

 To help governing boards find good clerks where there is difficulty in doing this 

 To help clerks know where continuing professional development can be found 

 To encourage appropriate remuneration of clerks 

 

As part of this, we held a meeting specifically for clerks earlier this year. This first meeting of the Clerks’ 

Advisory Group – which will now meet termly - was attended by over 40 clerks, and gave clerks the 

opportunity to share the main issues that were affecting them, and NGA the opportunity to see what we 

could do to help. Many topics came out of this meeting, but one key issue focused on was pay; both the rate 

of pay and the lack of consistency. We are often asked what a reasonable rate of pay is, and because of the 

variation this is a difficult question to answer. We think that the role of clerk to the governing board is a 

professional role that should be remunerated as such. We hope that the results of this survey will go some 

way to addressing the remuneration debate, and we will be using the results to inform our recommended 

rate of pay going forwards.  

 

NGA’s Clerks’ Pay and Employment survey was carried out in April and May 2016. It was open for just under 

4 weeks, and received over 1450 responses from clerks at both maintained schools and academies. It was 

mainly focused on remuneration, but also covered clerking duties, training, and terms of employment.  
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Key findings from the survey: 
 

 Almost 70% of respondents were employed directly by the school 
 

 Over half of respondents clerked for only one school 
  

 General administrative duties such as preparing the agenda and taking minutes were predictably 
the most selected duties. Although nearly a quarter of respondents did not select giving legal 
advice as one of their duties. (Legal advice referred to any advice which ensured that the 
governing board fulfilled their legal obligations). 

 

 Academy clerks were paid more than clerks working in maintained schools- this was irrespective 
of how they were paid e.g. paid hourly, per meeting or via an annual salary  

 

 Academy clerks also spent more hours on clerking tasks per week than those respondents who 
clerked in maintained schools 

 

 52% of clerks said they did not receive an annual appraisal  
 

 There was a general consensus that clerks worked more hours than they were paid for 
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To help contextualise the responses, we wanted to find out how clerks were employed in the school. Only 

38% of respondents said that clerking was their main job. The majority of respondents (69%) were employed 

directly by the school. A full breakdown of how clerks were employed can be seen in the chart below. As is 

shown, 5% of respondents chose ‘Other’ for this question, and the analysis of these comments shows that, 

of this 5%, most were employed either by a Multi-Academy Trust (MAT) or by a Diocesan Board; others were 

employed in different ways, i.e. both by a school and as a self-employed clerk. 
 

  

 

 

 

 

 

 

 

 

 

 

 

59% of respondents clerk for maintained schools, with 20% clerking for both maintained and academies, and 

21% clerking solely for academies.  

 

A 54% majority of respondents said they clerk for one school, but some clerk for significantly more as 

exemplified by the graph below. Not surprisingly of those that clerk for 11 or more schools - 74% said 

clerking was their main job.  

 

 

 

 

 

 

 

 

 

 

For those who do clerk at more than one school, 33% said that they receive different rates of pay at different 

schools. Clerks were asked if there was any reason for this, and whilst there were some significant 
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differences such as clerking a local governing body compared to a trust board, the vast majority were 

because the schools were in different local authorities, or just agreed different rates. In NGA’s view, if a clerk 

is doing the same job in two settings – and from the responses it is clear that most are – there is no reason 

for the pay to be different. This discrepancy is one thing we hope to address through this report; NGA hopes 

that highlighting these inconsistencies will help to remove them. 

 

The survey also made clear that many clerks are experienced in their role. Only 13% of respondents had 

been in the job less than 12 months, with 50% having clerked for over 5 years and 12% for more than 15. 

The full breakdown of experience can be seen below.  

 

 

 

 

 

 

 

 

 

 

 

Clerking Duties 
 

Respondents were also asked what their role entails. We gave a list of what NGA views as common clerking 

duties – taken from our model job description – and also gave the opportunity to add any additional duties 

they felt we had missed from the list. It was particularly encouraging to see that 87% of clerks advise on best 

practice, and 76% give legal advice. Giving advice is a key part of being a professional clerk. The clerk is there 

to ensure governing boards are undertaking their procedures and duties correctly.  

 

It is less positive to see that only 58% take the lead in conducting skills audits. Skills audits are an important 

way of assessing any gaps in the skills and attributes of a governing board which can be used when recruiting 

new governors and are also useful in identifying training needs for existing governors. Having said that, the 

overall percentages mask a significant difference between clerks employed in different ways:  63% of clerks 

employed directly by the schools and 63% of self-employed clerks carried out skills audits compared to 39% 

of LA clerks and 30% of agency clerks.  

 

The full breakdown of percentages for each task can be seen below. It should also be noted that we received 

comments regarding other duties that clerks undertake. Most of these can be broadly related to those 

below, but some responses were concerning. For example, a few comments made reference to the 

expectation from the governing board and chair to be available to carry out tasks with little or no notice. 

Although flexibility is an important attribute of a clerk, governing boards should be mindful that clerks will 

http://www.nga.org.uk
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have other commitments to meet. Clerks also have a role to play in managing expectations so governing 

boards are aware of how long requests for information etc. will take.  

 

Hours  
 

The survey asked on average how many hours clerks spent on clerking tasks per week including the time 

spent on clerking duties outside of meetings. Where clerks clerked for more than one governing board they 

were asked to give an average.  

 

Type of school Average amount of hours 
worked 

Median amount of hours 
worked 

Maintained schools 6.7 5 

Academies 9.5 6 

 

When these results were looked at in greater detail, the duties performed by the respective clerks were 

largely the same.    

http://www.nga.org.uk
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Pay 
 

Respondents were asked how they were paid, i.e. annual salary, hourly rate or fixed amount per meeting, 

and asked for a figure. This data has been used to create the table below, which breaks down the rates of 

pay by: type of school; method of employment; and region.  

 Median 
hourly 
rate 

Median 
annual 
salary 

Median fixed 
amount per 
meeting 

Median fixed amount per 
meeting divided by time 
spent* 

All respondents (1458) £11.00 £2,000 £131 £15.20 

 

All maintained schools 
(861) 

£10.46 £1,500 £130 £15.00 

All academies (304) £11.15 £3,350 £150 £15.50 

 

Employed directly by 
the school (1,011) 

£10.28 £1,799 £100 £12.50 

Employed by the LA and 
then allocated a school 
(257) 

£11.38 £2,800 £112 £11.35 

Contracted or invoiced 
for your services as a 
self-employed clerk (83) 

£15.00 £2,750 £191 £20.42 

Through an agency (32) - - £191 £20.00 

Other (75) £13.20 £7,285 £190 £19.00 

 

North East (20) - £21,500 £210 £28.50 

North West (65) £9.00 £12,124 £165 £18.00 

Yorkshire & Humber 
(70) 

£11.89 £1,975 £66 £9.73 

West Midlands (249) £10.53 £1,245 £99 £12.25 

East Midlands (97) £10.26 £2,624 £130 £20.00 

http://www.nga.org.uk
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East of England (93) £11.51 £4,800 £190 £19.51 

London (87) £16.47 £6,000 £275 £26.77 

South East (335) £11.54 £2,200 £124 £11.18 

South West (366) £9.52 £1,824 £125 £12.00 

 

The number of respondents in each category is shown in brackets. Very low numbers of respondents in 

some regions mean that the findings for some regions are less reliable than others. This is especially the case 

in the North East. 

 

The numbers of respondents for ‘All maintained schools’ and ‘All academies’ do not add up to the number of 

‘All respondents’ because there was another option, ‘Maintained schools and academies’, which is not 

included here.  

 

*Respondents were also asked about the average time they spent preparing for, attending, and following up 

a meeting. For each respondent, the fixed amount was divided by the number of hours given and the median 

per hour was £15 for maintained schools and £15.50 for academies. This varied dramatically, however, 

between £0.87 (respondent was paid £13 per meeting and spent on average fifteen hours) and £61.33 

(respondent was paid £184.00 per meeting and spent on average three hours). 

 

We have not included a value if there were fewer than five clerks whose responses fell into the category.  

 

As shown, comparing maintained schools and academies, those who clerk in academies receive a higher rate 

of pay, regardless of how they are paid. This is especially prominent for those who are paid an annual salary, 

with the median annual salary for a clerk in a maintained school being £1,500 compared to £3,350 for clerks 

in academies. It was unclear if this was because of duties undertaken in addition to clerking such as filing 

accounts and liaising with Companies House.  

 

In terms of how clerks are employed, taking the three most common employment routes – directly by the 

school; employed by the LA; and self-employed – it can be said that, for the most part, those who are 

employed directly by the school are paid the least. This may be because so many of these clerks hold 

another role in the school. Whilst those who are self-employed have a higher hourly rate on average, those 

employed by the LA have the highest annual salary.  

 

With regards to region, the hourly rates are broadly between £9-11 p/h, with the exception of London. 

London rates are expected to be higher, however, it is concerning to see the discrepancies across the rest of 

the country.   

 

We have also analysed the data to see if there is any correlation between duties undertaken and pay 

received. The following graphs illustrate these points:  
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Number of duties: there were 14 options given and the median number selected was 12.  
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As shown, regardless of how clerks were paid, there does not seem to be a correlation between the number 

of duties they undertake and the rate of pay they receive. This reflects the comments made by many clerks 

who said that they felt that there was a lack of pay progression or pay scales to reflect the role of the clerk.  

 

This can also be related to the reluctance of some respondents to carry out further study, as there is little 

incentive for doing so. Many also said that they had not received a pay rise in many years, despite the 

amount of duties they were expected to undertake increasing dramatically. NGA thinks that this is something 

which needs to be addressed and that national recognition of the role and an agreed job description and pay 

policy is needed in order to do so.  

 

The annual salaries of clerks were also analysed to see if there was an increase in salary compared to the 

hours clerks stated that they worked. The following graph illustrates this point: 
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Annual salary 
 

The graph below shows the relationship between clerks’ annual salary and the average amount of time spent 

clerking each week:  

 

The above may include responses from clerks who had given the salary for another role at the school (e.g. 

administrator, bursar, head’s PA) and their role included clerking but this is not possible to determine from 

the survey responses. 

 

It is encouraging to see that there does seem to be an overall correlation between hours spent clerking and 

the annual salary received. However, this is not without exceptions, and given the previous analysis, this 

cannot be taken as something which is in place across the board.  
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Training  

The survey also asked clerks about any training they had undertaken, or were planning to undertake. To this 

end, some of the more well-known qualifications for clerks were listed, to see if respondents had completed, 

were working towards, or had heard of these qualifications. The full breakdown can be seen below. 

General skills training/qualifications had the highest completion rates, followed by training put on by the LA. 

A high percentage of clerks had not heard of some of the qualifications listed, for example 77% of 

respondents had not heard of the ICSA qualification, and 62% had not heard of the Hampshire Services 

Governor Support Accreditation. Further, the comments given reflect the many reasons behind clerks’ 

reluctance to undertake such qualifications. 

 

 The most consistent of these were time pressures and cost. Some do clerking on top of a full-time job, and 

would struggle to maintain a work-life balance if adding an extra course to their already busy schedules. It is 

also clear that the cost of such qualifications was a problem; some clerks said their school/LA were reluctant 

to pay for this and that they would struggle to pay themselves, especially if they weren’t being paid for the 

time spent undertaking this kind of study. Some clerks felt that they had a wealth of experience and did not 

see the benefit in participating in any additional training as they felt they already had the necessary skills. 

NGA recognises that many clerks have relevant and extensive previous experience, but would encourage 

clerks to carry out any clerk-specific qualifications/training if possible; as ongoing, relevant CPD is an 

important element of any professional role and we feel that clerking should be no different.  The ever-

changing educational landscape has also resulted in numerous legislative and procedural changes.  
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Additionally, it seems that the lack of awareness of courses such as an ICSA qualification reflects a wider 

issue of an absence of a nationally recognised clerking qualification. It was mentioned in this part of the 

survey that there was little incentive to complete a time-consuming and expensive course, when it did not 

lead to progression, and there is nothing to guarantee that doing so will lead to better pay. NGA recognises 

this as an issue, and will continue to research this as part of our wider Clerking Matters campaign.  

 

Leading on from this is how clerks’ CPD is funded. 68% of respondents said that their CPD is funded by their 

employer, although this differs from 75% for LA clerks and 23% for self-employed clerks. NGA would suggest 

that all clerks who are employed directly through the school, are employed by the LA, or are part of an 

agency, should have their CPD paid for by their employer. Whilst it is more understandable that self-

employed clerks self-fund their CPD, if clerks do self-fund, it should be factored into their fees for clerking or 

clerks should ask the schools for a contribution towards any CPD. 

 

Holding another position in the school  
 

40% of respondents hold another position in the school. The respondents’ answers show that some are 

finance-centred, for example school business managers, and others are classroom based roles, i.e. teaching 

assistants. However, the main positions held by clerks are administrative, including admin assistants, office 

managers, and also headteacher’s/CEO’s PA. The latter can cause problems, as challenging the headteacher 

on a legal point in a governing board meeting may be more difficult for a clerk who not only works closely 

with the headteacher every day, but is also directly managed by them. 

  

NGA’s view is that when a clerk does hold another position in the school, it should be made clear that the 

two roles are separate. Clerks should therefore have a separate contract for their role as clerk. 68% said they 

do have this, however this means 32% do not. There are many opportunities for conflicts of interests to arise 

when a clerk holds another role in a school, even when this is not as headteacher’s PA. For example, whilst 

staff governors have to leave board meetings when a staffing matter, such as restructure, arises, clerks have 

to be present for the whole meeting. Whilst a separate job description does not completely remove this sort 

of conflict, it does help both the individual and the school to separate the two roles.  

 

NGA would therefore recommend that clerks who hold another position in the school but do not have a 

separate contract ensure that this is rectified as they are carrying out two separate roles. Having a separate 

contract will also help ensure that in relation to their clerking duties, they have separate objectives, a distinct 

rate of pay and dedicated time to fulfil the role. All of these will also help when it comes to their 

performance management. 20% of respondents said their payment for clerking was included in payment for 

another role. Of this 20%, only 32% said a proportion of their salary was dedicated to clerking. Comments 

also reflect that clerks are expected to fit clerking around their full-time job in the school, and that this is 

often for little or no additional pay.  

 

Additional duties 
 

90% of respondents also clerk committees. However, 16% said that this is paid at a different rate to full 

governing board meetings. A similar situation was found with panels: 75% clerk them, with 17% receiving a 

different rate of pay. Whilst some of the respondents said that they were paid more for this role, it seems 

that the majority of clerks are paid less, with some even receiving no additional payment. NGA thinks that 

both committees and panels should be clerked by a professional clerk, and that such professionals should 

http://www.nga.org.uk


 

NGA Clerking Survey report 2016 
© National Governors’ Association 2016      14 

receive the same rate as they do for full governing board meetings. Indeed there is an argument that 

committees and panels can be more onerous and require more technical/legal knowledge than full 

governing board meetings and consequently should attract a higher rate of pay. Clerks certainly should not 

be expected to work these extra hours for no additional pay.  

 

Terms of employment  
 

Only 48% of respondents said that they receive an annual appraisal. Of this, 42% were appraised by the 

chair, 6% by the headteacher, 20% by the chair and the headteacher, and 32% by ‘other’. Those who 

selected ‘other’ were mostly appraised by their line manager, for example by the clerking service manager of 

the agency, or the governor services manager of the LA. However, some were appraised by a committee of 

the governing board, or by an individual not linked to governance such as the headteacher’s PA.  

 

NGA thinks that, in line with other professional roles, it is imperative that clerks are annually appraised. 

Without such an appraisal, it is difficult both for the governing board and the clerk to see how effective they 

are in the role and importantly it does not give the clerk any development opportunities. An annual appraisal 

process is a two-way dialogue and can lead to a pay recommendation. The lack of appraisal can therefore be 

linked to the discrepancies in clerks’ pay.  

 

In terms of who should conduct the appraisal, NGA believes that clerks should be appraised by their 

employer; their direct line manager. This is likely to differ depending on how a clerk is employed, but as a 

general rule, for those employed directly by the school or self-employed; this is likely to be the chair. For 

those employed through an agency or through the LA, this will be their line manager within the service. 

There should also be the opportunity for the chair of governing boards to feedback on the clerk’s 

performance. This can be via periodic appraisal forms. Appraisals are a vital part of any professional role and 

NGA would recommend that any clerks who are not currently annually appraised ask for this process to be 

set up as soon as possible.  

 

Additionally, only 52% of respondents said that their role as clerk is covered by a pay policy. A pay policy is 

important because it should contain details of how pay will be determined, and how scales of pay are 

calculated. For clerks who are unsure about whether they are getting paid a fair amount, a pay policy gives 

some needed guidance, and NGA would recommend that all clerks’ roles are covered by a pay policy.  

 

Further comments 
 

The survey also asked respondents if they had any additional comments to make with regards to their role as 

clerk. The most common comment by far was that clerks work many more hours than they are paid for. 

Essentially, respondents felt that whilst the hourly rate they receive may seem reasonable, the hours they 

are paid for more often than not greatly underestimate the time it takes to carry out clerking duties. 

Therefore, clerks frequently find themselves working above and beyond their agreed hours for no extra pay.  

Other points raised were that clerking can be an isolated role, especially if you do not have another role in 

the school. This can lead to clerks feeling unsupported. Further, respondents also drew attention to the fact 

that clerks working from home have to pay for all the costs associated with this, i.e. printing, broadband etc., 

as well as fuel and childcare costs for the meetings, most of which take place in the evening. In addition, they 

do not receive holiday or sickness pay, and their actual days ‘at work’ are not clear, as governors feel that 

clerks can be contacted at any time.  

http://www.nga.org.uk
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However, on the other hand, the difficulties juggling two roles in the school was also discussed, with several 

clerks mentioning that their day job could at times conflict with their role of clerk. Some respondents also 

felt that clerking could be distracting from their main role and meant they could not dedicate proper time to 

this.  
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 Clerking in other sectors 
 

NGA has also conducted some research on pay and conditions for comparable clerking roles across different 

sectors to inform our work on Clerking Matters.  

 

Magistrates’ court clerk (also known as court legal advisers) 
 

This sort of clerk must have an approved law degree or postgraduate law qualification. They also need to 

qualify as a solicitor or barrister by having completed a training contract, although they can be hired as a 

trainee without this. The starting salaries range from £20,500-£29,000 depending on the level of 

qualification. The role of a court clerk is therefore much more law-focused than that of a governance clerk, 

and duties include: 

 

- Explaining complex laws and procedures to non-experts 

- Advising on possible sentencing options 

- Managing court schedules 

- Researching legal issues and collecting case statistics 

- Facilitating the administration in the courtroom, with the use of IT as appropriate 

- Providing training to both staff and magistrates, such as briefings and updates, presentations on 

legal topics etc.  

 

This is a full-time, 9-5 position with possible occasional evening and weekend work. 

 

Town clerk (also known as clerk to the council) 
 

People who undertake this role are expected to work towards the status of Qualified Clerk as a minimum. 

There is also a Certificate in Local Council Administration (CiLCA) and there is a degree course available. 

Starting salary is around £20-30,000 for a full time position, which can be raised to over £40,000 if additional 

roles such as the Responsible Financial Officer are undertaken. Main duties are more similar to that of a 

governance clerk, but with added financial responsibility: 

 

- Preparing agendas for meetings of the Council and Committees  

- Attending all meetings of the Council and all meetings of its committees and sub-committees and 

taking minutes  

- Often taking on the role of the Responsible Finance Officer and monitoring and balancing the 

Council’s accounts, preparing records for audit purposes and VAT. If not taking on the role, 

monitoring the work of the Responsible Finance Officer.  

- Being a line manager as necessary, including management of salaries, conditions of employment, 

and work of other staff 

- Preparing, in consultation with the Chairman, press releases about the activities and decisions of the 

Council 

- Expected to keep up to date with necessary professional knowledge 

http://www.nga.org.uk
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House of Lords and House of Commons clerk 
 

Clerks to the select committee in the House of Lords or the House of Commons are recruited through the 

Civil Service Fast stream, and so are most graduates, unless they are already a civil servant. The starting 

salary is between £25-27,000 a year. The duties of a clerk of a select committee include: 

 

- Facilitating debates and scrutinising legislation 

- Briefing MPs or peers 

- Undertaking research and writing reports 

- Giving advice and guidance to MPs and peers on a wide range of topics 

 

This is a full time role which may include some evening work. 

 

Although there are similarities in the day to day role of a governing board clerk and the above clerks, the 

main difference is the requirement to have or be working towards a degree qualification or equivalent. In 

NGA’s experience there is sometimes an incorrect assumption made that clerking is a role that can be done 

without training or the necessary knowledge and skills can be learnt ‘on the job’. NGA wholeheartedly 

disagrees with this. A clerk needs to relevant training in order to be able to carry out their role effectively.  
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Conclusion  
 

The survey confirmed what many clerks had already told us; that there are large variances in both the pay 

and conditions of clerks. The question relating to the duties of clerks confirmed that clerks of governing 

boards of both maintained schools and academies each undertake similar duties yet the pay can vary greatly. 

It is these discrepancies that NGA thinks needs to be addressed. In order for clerking to be regarded as a 

professional role there needs to be in place an appropriate and consistent pay structure.  

 

As there is a disparity in the level of training undertaken by clerks, NGA thinks that there should be an 

expectation that clerks will have completed some form of training specific to clerks before they take up the 

role.  

 

The survey also found that there are still too may clerks who are not being annually appraised. It is vital for 

the benefit of both the clerk and governing board that the clerk’s performance is reviewed.  

 

As expected, there still remains an issue of clerks working more hours than they are paid which highlights the 

need for clerks to have agreed terms of employment.  

 

Future work  
 

Following the survey, NGA will be focussing on the following: 

 

1) Setting out some guidance on pay for clerks in different settings and different regions 

2) Highlighting the importance of training for clerks  

3) Continuing to promote an annual appraisal and producing guidance on how this should be 

conducted 

4) Encouraging governing boards to review their clerks’ job descriptions to ensure that they reflect 

what is expected of them 

5) Continue to draw upon the knowledge and experience of clerks through the NGA Clerks’ Advisory 

Group  

http://www.nga.org.uk

