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RECOMMENDED TRANSFER OF RECORDS
TO A NEW CLERK - CHECK LIST
	Document

Essential

Best practice

	Maintained by
	Storage location 

[for original source document]
	Documents received (date)

	Membership of governing body list
	
	
	

	Governors’ Business Interest Register and list of those who should be on the register
	
	
	

	Current Minutes Book [incorporating agendas and supporting papers/inc. headteacher reports]
	
	
	

	Copy of current Minutes Book
	
	
	

	Copy of current Minutes Book (excluding confidential items)
	
	
	

	Governor attendance record
	
	
	

	Minutes Book from previous years
	
	
	

	Policy Schedule
	
	
	

	Committee membership 
	
	
	

	List of governors’ roles and responsibilities
	
	
	

	Terms of reference
	
	
	

	Instrument of government
	
	
	

	Meeting dates & times
	
	
	

	Standing orders
	
	
	

	Chair /vice chair appointment dates
	
	
	

	CRB checks (if appropriate) 
	
	
	

	Governing body correspondence:
(a) re membership; complaints; general
	
	
	

	(b) re governor election results
	
	
	

	(c) re admission appeals
	
	
	

	Governor visit reports
	
	
	

	Financial Regulations and Scheme of Delegation
	
	
	

	GB Delegation/Decision planner
	
	
	

	Governing Body Planner/calendar
	
	
	


ADDITIONAL INFORMATION TO BE RETAINED FOR REFERENCE

	Document
	Maintained by
	Storage location 

[for original source document]
	Documents received (date)

	Governors’ Training Record
	
	
	

	Governors’ Handbook
	
	
	

	School budget /School Private Fund information
	
	
	

	Most recent OFSTED report
	
	
	

	Targets
	
	
	

	Results
	
	
	

	Mission statement (may be within prospectus)
	
	
	

	Prospectus
	
	
	

	School Improvement /Development Plan
	
	
	

	Holiday dates / Session times
	
	
	


Transfer Format – To avoid a paper mountain,  a CDRom of records may be acceptable.

