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JOB DESCRIPTION 
Title:
Governance and Compliance Manager
Grade:                      
Band 13 (currently £35,745 to £38,890)
Role:
To provide governance support and advice to the Trust Board, Local Governing Committees and Chief Executive Officer; and ensure statutory UK GDPR and compliance requirements are met
Reporting to:

Chief Executive Officer (CEO)
Individuals will embody our values:
Genuine - mutually trusting, open, honest and reflective.
Respect(ful) to all without ego or arrogance.

Excellent at what they do but without hubris, striving for excellence and intolerant of mediocrity.

Achievement focussed - understanding that academic excellence is the goal and and how we support that in our own areas of work.

Together - believing that we can make the biggest difference when we work as a strong team.

Key responsibilities

To work closely with the Trust Board/Chairs of Board Committees, Local Governing Committees, Chief Executive Officer and Senior Leadership Team to ensure that the Trust has in place sound integrated policies, procedures and structures; and that the Trust complies with all legal constitutional and regulatory requirements.

Development of an effective and efficient executive service to the Trust Board and its committees, including the four academy Local Governing Committees (LGC’s).
Ensure proceedings in all Trust schools are consistently applied, well communicated/documented and conducted in accordance with legislative frameworks.

Act as the Trust’s Data Protection Officer, supporting compliance at all levels of the organisation with relevant data protection and information security legislation and best practice.
Other duties and responsibilities 
Act as Clerk to the Trust Board
· Support the Chair of the Trust to be effective and efficient in their role 

· Provide comprehensive advice, guidance and support to the Trust Board and the committees on all corporate governance issues including:

· Statutory and constitutional matters

· Implications of government circulars

· Any other matters under the Charities Commission that are relevant to the Board

· Formulate agendas, supporting reports and papers with the Chair of the Trust Board, Committee Chairs and the Chief Executive Officer
· Responsible for effective meeting arrangements, including managing intercommunication and forward agenda planning

· Attend and minute all Trust Board and Committee meetings 

· Formulate follow-up instructions that arise from the minutes with the Chair person and CEO; and report on what action has been taken in response to such instructions

· Prepare committee terms of reference and rules relating to composition, quoracy, chairing and frequency of committee meetings for approval by the Board 
· Facilitate training and other events for Members and Trustees
Maintenance of registers
· Maintain a register of business and pecuniary interests for members, Trustees, Governors and other senior staff in accordance with the Academies Financial Handbook and legal/regulatory requirements

· Maintain a record of attendance of governors, notifying any governors whose membership lapses as a result of non-attendance or who become disqualified for some other reason
Statutory and regulatory compliance 
· Develop and monitor standards, processes and systems to ensure all responsibilities associated with data protection and UK General Data Protection Regulations (UK GDPR) are adhered to across the Trust

· Organise training and awareness sessions/materials so that staff are aware of their statutory responsibilities for handling information and any changes in legislation/updated policies and procedures

· Oversight of the Trust’s responses to freedom of information requests and data subject access requests, maintaining records and ensuring compliance with legislation and MAT procedures when providing responses

· Provide advice and guidance to schools in the event of a data protection breach, working with each academy’s Data Protection Officer
· Ensure that all statutory registers are maintained, and that all regulatory returns are completed and submitted
Local Governing Committees

· Attend and minute full LGC meetings

· Check the quoracy of all meetings

· Ensure the provision of advice to LGC Chair, including the interpretation of policies/procedures, decision making within the Trust’s Scheme of Delegation

· Ensure that all LGCs are correctly constituted and aware of the Trust Scheme of Delegation

· Act as Clerk at formal complaint hearings/appeals that involve a panel of LGC members, including communication with the complainant, arranging the hearing, advising the panel on policy matters and communicating the final outcome

As we increase in size with more academies:
· Recruit and train the clerks/minute takers to the LGCs, providing the advice to ensure that their meetings run effectively and efficiently
Policy management 

· Take overall responsibility for ensuring the Trust has effective policies in place in all areas of Trust business and retaining these in a central register

· Ensure that all Trust policies are properly maintained, updated and communicated in an efficient manner in accordance with agreed review cycles 

· Analyse guidance and formulate policies and procedures as required in response to changes in legislation, best practice and timetabled policy reviews

General
· Maintaining companies house records and director register, declarations of interest, ensuring compliance with companies articles, Trust Board written resolutions, audit trails and paperwork for votes/approval. Providing governance information for accounts return
· Provide support to the CEO in the coordination of projects, managing and implementing specific projects as they occur
· Preparing information for publications and returns for the Department for Education (DfE) and other agencies within statutory guidelines

· Clerking other meetings, such as MAT senior leadership team meetings, pupil exclusions
· Developing and sustaining effective relationships with external partners

· Proactively seeking to establish partnerships and working agreements where these help the Trust to achieve its objectives

· Having due regard for the Scheme of Delegation to ensure decisions are approved and recorded in accordance with the Scheme
· Willingness to attend and support meetings out of normal working hours.
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