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The School  
 

Charterhouse is a beautiful school and a wonderful place to live and work.  It was founded in 1611 and 
moved to its present magnificent 250-acre site near Godalming in Surrey in 1872. Few schools can offer 
such a splendid backdrop for teaching and learning, and the school community is very strong, with 
excellent relationships between pupils and staff.  The Charterhouse education is so much more than just 
examinations – it is education that endures long after the examination results are due.  We seek to 
prepare teenagers for adult life in terms of their personal development, their emotional health, their 
ability to cope with challenges and be adaptable to the new careers of the future that perhaps we cannot 
even image.  The breadth and depth of boarding school life provides so much in this regard.  

As a boarding school we have a responsibility to provide the very best pastoral care, making every pupil 
at Charterhouse feel safe, secure and well looked-after.  We want our pupils to enjoy school life, to 
develop independence and resilience and also to learn to live in a vibrant and diverse community which 
helps them to understand and respect the ways that other people are different as well as the same. 

The School currently has approximately 800 pupils aged between 13 and 18, all of whom, except for about 
25 ‘day boarders’, are boarders.  Under its development Strategy, called “Aspire” the School aims to be 
the best co-educational boarding and day school in the County. To achieve this the School is introduction 
girls at 13+ in September 2021 with girls in all years by September 2023. The School will expand to 
approximately 960 pupils with the additional places filled by girls. The plans see significant change in all 
areas and include an ambitious infrastructure master plan. Much has already taken place with a new 
Science and Mathematics Centre, which opened in September 2018, the introduction of girls’ only 
boarding houses and a major refurbishment to the Central Dining Rooms in September 2019. Changes 
such as two new boarding houses, pedestrianisation, a new café, improvements to music, art and drama 
are due to take place over the next 5 years. 

Home and School 
There are three terms, known as Quarters, in the School year: Oration Quarter (OQ), Long Quarter (LQ) 
and Cricket Quarter (CQ). Mid-term Exeats are two weeks in the OQ and one week in LQ and CQ. In 
addition there are two Leave Weekends in the OQ and one each in LQ and CQ when the School closes 
and all pupils go home or to their guardians. There are lessons on Saturday mornings and a programme 
of weekend activities and sporting fixtures.  In addition, all the main School facilities such as Studio (Art), 
Technical Centre (DT), Computer Room and the Sports Centre are open as usual at the weekend. 
 
We are looking for applicants with the enthusiasm and energy to make a significant contribution 
to the further development of the School, helping it to build on its many strengths and to 
consolidate its position at the forefront of independent education.   
 
Further information 

School Website:  www.charterhouse.org.uk  

Most recent Independent Schools’ Inspection Reports:   

https://www.charterhouse.org.uk/about-us/isi-inspection-reports 

  

http://www.charterhouse.org.uk/
https://www.charterhouse.org.uk/about-us/isi-inspection-reports


The Role – Overall Purpose and Responsibilities 
 

Aim of the Role 
 
The role of Clerk to the Governing Body is important. Performed with thoroughness and professionalism, 
it contributes to the quality and the efficiency of governance. 
 
Introduction 
 
The Governing Body of Charterhouse is the legal guardian of the school’s mission. It is responsible for 
ensuring that the mission is appropriate, relevant, and vital to the community it serves. The Governing 
Body monitors the success of the School in fulfilling its mission. This stewardship involves: 
 
a) ensuring that the School has a well-developed strategy which is in tune with its mission, responsive 

to external conditions and to the expectations of its stakeholders, is realistically costed and will 
ensure the School’s continued success. 

b) ensuring that the necessary structure, function, policy, controls and information are in place to 
ensure, through the Executive the effective, secure and sustainable operation of the school and the 
implementation of the strategy. 

c) accountability for the financial well-being of the school, including capital assets, operating budgets, 
and fundraising. 

d) compliance with all statutory requirements and the management of risk. 
 

The full Governing Body meets at least once a term. There are six committees: Audit, Risk and 
Compliance; Education; Finance and Business Development; Governance and Nominations; Projects and 
Planning; and the Chairs’ Committee as well as some sub-committees, such as Investments. The 
committees also meet termly.  From time to time, a working party is constituted to focus on a particular 
project. Most meetings take place at the School and a small number take place in central London.  
 
The Clerk to the Governing Body reports to and is responsible to the Chair of the Governing Body and 
the two communicate regularly regarding the operation of the Governing Body.   On a day-to-day basis 
the Clerk reports to the Director of Finance and Strategy and is expected to work in close collaboration 
with him and with the Headmaster to guarantee mutually respectful, productive and efficient interaction 
between the Executive and the Governing Body. The Chair of the Governing Body undertakes the 
periodic appraisal of the Clerk.  
 

 
 



Responsibilities 
 
The key responsibilities of the role of Clerk to the Governing Body: 
  

1. Ensuring that governance is carried out in accordance with the Statutes and Regulations of 
Charterhouse School with particular reference to: 
 Size and membership of the Governing Body 
 Retirement of existing Governors and appointment of new Governors 
 Regularity of meetings 
 Maintaining a record of attendance at meetings 
 Maintaining relations with nominating bodies, such as Sutton’s Hospital and Brooke Hall 
 Ensuring the appointment of office-holders 
 Ensuring that decisions are made, and recorded, in accordance with governing protocols 
 Ensuring that the Statutes and Regulations still meet the needs of the school and advising the 

Governing Body of appropriate or necessary amendments and liaising with the School’s legal 
advisers with regards to changes to the Statutes and Regulations. 

 
2. Preparing, reviewing and updating additional governance protocols: 
 Identification of Committees and Working Groups 
 Ensuring that appropriate and consistent Terms of Reference exist for Committees and 

Working Groups (normally prepared by their Chairmen and ratified by the full Governing 
Body) 

 Recording membership and Chairmanship of Committees and Working Groups 
 Ensuring appropriate reporting structures from such Committees to the full Governing Body 
 Ensuring that clear rules exist to determine the decision-making authority for Committees 

etc. 
 

3. Arranging with the HR department for all new Governors, on behalf of the Chair of the Governing 
Body: 
 Formal identity checks 
 Right to work in UK checks (if appropriate) 
 DBS disclosure check or equivalent 
 Registration with the Charity Commission 
 Completion of any deed of covenant, declaration of responsibilities, or similar document  

 
4. Induction of new Governors and training of Governors : 
 Ensuring an induction programme for new Governors 
 Ensuring that Governors are provided with opportunities to attend appropriate courses  
 Ensuring that Governors are updated with changes in legislation and financial reporting rules 

which affect the School and Charities in general 
 Organising agreed and appropriate training for all Governors, as agreed by the Governing 

Body, and recording such training 
 

5. Ensuring that all Governors are aware of their statutory responsibilities, especially their 
responsibility for the safeguarding of all pupils at the school. 
 

6. In addition to matters of statutory compliance, ensuring compliance with instructions of the 
Charity Commission and Companies House in respect of the Governing Body of Charterhouse 
School, Charterhouse Enterprises Limited, Charterhouse School Design and Build Limited, 
Charterhouse International Ltd,  and Charterhouse Club Limited. The job holder will be 
appointed as Company Secretary for the last four entities all of which are registered in England 
and Wales. 

 
 



 
7. Ensuring the efficient functioning of governance: 
 Liaison with the Headmaster and Director of Finance and Strategy to ensure that the systems 

and processes through which the Headmaster, the Senior Leadership Team and the Support 
Heads of Department report to the Governing Body and its Committees are fully robust and 
are in a state which permits the Governing Body to discharge its duties.  

 Communication with Governors between meetings  
 Establishing, maintaining and updating the Governors’ area of the school web-site  
 Preparing and circulating timetables of meetings of the Governing Body and its Committees 
 Preparing and circulating agendas for meetings of the Governing Body and its Committees 
 Ensuring satisfactory and timely circulation of pre-meeting papers via Board Intelligence, in 

conjunction with the Director of Finance and Strategy and other relevant members of the 
Senior Leadership Team and Heads of Departments 

 Ensuring appropriate minuting of these meetings and the prompt circulation of these minutes 
 Overseeing occasional audits of governance (either internal or external), as instructed by the 

Chair 
 

8. Working with the Chair and with the Governance and Nominations Committee, ensuring that an 
appropriate process exists for succession-planning for the Governing Body, maintaining a skills 
matrix of Governors and advising the Chair accordingly. 

 
9. Checking that the Governing Body has carried out routine appraisals of the Headmaster and have 

complied in all ways with relevant terms set out in The Statutes and Regulations and employment 
contracts, which may be in force. 

 
10. Following instructions from the Governing Body regarding processes for the appointment of the 

Headmaster and the Director of Finance and Strategy, when the need arises. 
 

11. Organising and making appropriate arrangements for the establishment of any panels of the 
Governing Body that may from to time be required to hear appeals or to deal with complaints or 
grievances, including the identification of independent members to join these panels where 
appropriate. 

 
12. Maintaining full and appropriate records of all governance activity. 

 
13. Without involving themselves in school management, provide advice or act as a sounding board on 

any legal or quasi-legal issue which affects the School. 
 

14. Carrying out appropriate reporting to external authorities, such as the Charity Commission and 
Companies House. 
 

15. Managing Governor expenses claims and governor budgets. 
 
Direct Reports 
No person reports to this position. 
 

 
 

Safeguarding 
Able to demonstrate the highest levels of commitment and compliance to safeguarding and promoting 
the welfare of children and young people. 
 
 
No job description can fully cover all aspects of the role and consequently the responsibilities are likely to 
evolve and change over time.  This description does however give an overall view of the positon. 
 



Person Specification  
 

Relevant Experience/Knowledge & Technical Competencies 

           Essential  The role will suit someone with a Legal or Company Secretarial 
qualification or background, or possibly finance background 

 Experience of writing agendas and accurate concise minutes 
 Evidence of working in an environment where experience includes 

taking initiative and self-motivation but also working collaboratively 
with colleagues 

 
           Desirable  A knowledge and passion for Charterhouse and independent 

education is desirable. 
 Knowledge of governing body procedures 
 Experience of working with volunteers 
 Knowledge of Data Protection legislation 

 
 

Personal Competencies / Skills 
 

 Gravitas, integrity, positivity, diplomacy and excellent communication skills, including ICT, are needed 
to be effective and win the confidence of the Governing Body and the School management.   

 An attention to detail and good administrative skills are essential.  
 Ability to listen, record and report accurate minutes is essential. 
 Self-motivated and happy to combine high level tasks with more mundane ones in order to provide 

an excellent service to the Governing Body. 
 Ability to demonstrate a willingness to attend appropriate training and development. 
 Possess an ability to organize their time and work to deadlines. 
 Highly discrete with the ability to remain impartial 
 Have a flexible approach to working hours. 
 
 

 



Terms of Service 

 

This is a part time role, working on average 24-hours a week during term-time plus one week at the start 
and one week at the end of the summer holidays.  It is expected that this will generally be 4 hours per 
day with additional hours if meetings are outside those hours. This role requires the postholder to be 
flexible and accessible, since, inevitably, at certain points during the School terms, the workload is 
intense, while other periods are quieter.  The Post Holder will need to be able to work at times convenient 
to the Governing Body, including the occasional Saturdays and evenings.  He or she must be able to travel 
to meetings, usually held either in Godalming or the City of London; and available to be contacted at 
mutually agreed times.   
 
Benefits of Employment 
 
Salary Commensurate with the skills and experience of the successful candidate, pro rata 

 
Holiday 5 weeks’ paid holiday inclusive of statutory bank holidays, pro rata.  It may not be possible 

to take public holidays during term-time, and time off will be given in lieu. 
 

Benefits Membership of the Charterhouse Club (sports centre) 
Inclusion in Personal Accident Insurance Cover 
Employee Assistance Programme 
School lunches are usually available throughout the year on working days (except when 
School closes) 

  Death in Service Benefit 
Contributory DC Pension Scheme 
Benefits subject to eligibility criteria: 

 Subsidised membership of School Golf Club    
  Cycle to Work Scheme 
 
Notice 1 week during probationary period (which is normally six months). Once the appointment 

is confirmed both parties are required to give at least six weeks on either side. 
  



Application procedure 
 

Applications should be made in accordance with the School’s application and safer recruitment 
procedures (available on the website) and emailed to: 

 

headmaster_hr@charterhouse.org.uk 

 

Closing date for applications is  
12 noon on Friday 24 January 2020 

 

Initial interviews will take place on Friday 31 January 2020, with final interviews taking place 
on Friday 7 February 2020 for shortlisted candidates. 

 
 

All successful job applicants will be required to undertake a Criminal Record check and to undergo child 
protection screening. 

 

 

 

mailto:headmaster_hr@charterhouse.org.uk


  

Charterhouse 
Godalming  Surrey  GU7 2DX 
+44 (0)1483 291500 
headmaster_hr@charterhouse.org.uk 
 
charterhouse.org.uk 

Registered Charity 312054 
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