JOB DESCRIPTION : CLERK TO THE LEWISHAM SACRE

The 1998 Education Reform Act established Standing Advisory Committees for Religious Education (SACREs) as statutory committees of all Local Authorities (LAs). The legislation required that SACREs should have the support of a clerk or similar officer. Each SACRE is required to produce and publish the Agreed Syllabus for Religious Education (R.E.) in Local Authority Schools: this is the sole remaining area where the LA has direct responsibility for a curriculum area. In order to carry out this task, SACREs are required to convene the Agreed Syllabus Conference (ASC). The ASC reviews the syllabus once every four years and during the review period (between 18 months & 2 years) the ASC meets regularly to consider the new draft syllabus and make recommendations. The ASC must also be clerked by the SACRE clerk. 

Each SACRE is also required to publish an Annual Report to the relevant Government Department which must be circulated widely locally.

Both the SACRE and the ASC in Lewisham have a wide membership, representing most of the many and varied faith communities in the borough. The clerk is often the first point of contact with these communities. For this reason, the clerk must be sensitive to the points of view of all faiths, regardless of her/his own religious affiliation or lack of one.

Responsibilities:

1: Arrange, attend and clerk meetings of the SACRE. SACRE meets on average 4 times annually, although there are additional meetings when required e.g. to consider the impact of new government legislation on the role and function of the SACRE. Produce and circulate minutes and agenda in a timely manner in accordance with the Council’s standard format.

2: Arrange, attend and clerk meetings of the ASC which during the review period meets on average 5 times annually. Ensure that all papers from the working party which writes the draft new syllabus are circulated to ASC members in advance of the meeting. Produce and circulate minutes and agenda in a timely manner in accordance with the Council’s standard format. Advise on dates of meetings, particularly in relation to other council meetings which may clash. 

3: Circulate additional papers e.g. from government departments, council departments, the National Association of SACREs (NASACRE), the R.E. Council and OFSTED. Alert the Chair and Advisor to any communications from these and similar bodies. Ensure that regular communications e.g. the NASACRE newsletter, the local newsletter, are circulated to members.

4: Arrange venues for meetings of both the SACRE and ASC. These, in Lewisham, are held whenever possible in local places of worship. Liaise with the relevant personnel from these places of worship, to establish when necessary good relationships, to organise catering for the meeting with due sensitivity towards the religious sensibilities of the particular faith community and to organise and if necessary transport equipment (e.g. IT, OHP) to the meeting. At the request of the SACRE arrange visits to other places of worship or with faith communities.

5: Remind and chase members/other attendees about reports for meetings and circulation deadlines.

6: Working with the Chair, produce reports to the Mayor and Cabinet when e.g. changes to the SACRE constitution are required.

7: Work as a team member closely with the Chair and the R.E. Advisor. This includes regular phone contact, e-mail, setting meeting dates and agenda planning meetings. 

8: Be first point of contact for faith community members, members of the public, officers of NASACRE etc. Respond to queries resulting from the SACRE page on the Lewisham web site, alerting the Chair and Advisor when necessary.

9: Maintain the membership list, keeping it up to date, chasing members whose attendance is poor and identify any membership issues for the attention of the Chair.  Contact the Nominating Bodies for each faith community represented on the SACRE when membership lapses and arrange for replacements.

10: Contribute membership details for the Annual Report of SACRE. Assist in the production, publication and distribution of the report.

11: Issue Welcome Packs for new members and ensure that they have sufficient information to prepare them for their first meeting.

12: Maintain a filing system (electronic and paper) of relevant and up to date information. 

13: Liaise with other Council departments and keep the Chair and R.E. Advisor informed of any council initiatives which may be relevant to the work of the SACRE. 

14: In particular, maintain a close working relationship with the council officer responsible for the web site in relation to SACRE matters and liaise with the Chair and R.E. Advisor about these issues, advising when action is needed. Ensure that all SACRE publications e.g. guidance about religious sensitivities, the Lewisham SACRE leaflet, are produced in the Lewisham format. Ensure that these are circulated to the relevant bodies.

15: Liaise with the Council’s committee section re governance issues.

16: Carry out administrative work relating to the work of sub groups e.g. the working party which produces the Agreed Syllabus. 

17: Help organise events such as the launch of the Agreed Syllabus, open evenings for the Multi Faith centre, in liaison with the Chair and R.E. Advisor and other social events.

18: Be responsible for the payment of invoices relating to SACRE work e.g. payment for attendance at national conferences, payment for catering for meetings. Maintain oversight of the SACRE budget, advising the Chair of issues relating to this budget.

Other Issues:

Clerk to the SACRE is not a full time job in itself. However, follow up from meetings and liaising with the various organisations and communities outlined above is time consuming. In addition, the clerk is first point of contact for a wide range of groups and individuals. For these reasons, it is important that the clerk’s availability is full time during working hours.  
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