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JOB DESCRIPTION

Job Title:			Governance Professional 

Grade:				Grade K, PT29 – PT32

Hours:				37 hours per week, all year round
				To be worked flexibly including some evenings
				(part-time hours / term time only options available)

Job Location:			Academies within the Ascent Academies’ Trust

Responsible to:		Chief Operating Officer

Principal Responsibilities
· Oversee all aspects of governance effectiveness and compliance within the Ascent Trust, ensuring governance meets all statutory and regulatory requirements
· Play a key role in supporting Trust Board meetings and subsequent committees within each academy in respect of all issues relating to governance of the Trust.
· Lead on governance development and improvement
· Ensure the Trust complies with data protection regulations (GDPR) 
· Liaise between Chief Executive (CEO), Chief Operating Officer (COO), Academy Leadership Teams and the Board of Trustees.

Main Duties

Advisory and Compliance
· Maintain the Scheme of Delegation for the Trust’s Board and Committees and the Terms of Reference (ToR) for each.  
· Coordinate and ensure submission of all required statutory returns to regulatory bodies, including Companies House, Get Information About Schools (GIAS), and the Department for Education (DfE).
· Manage the trust-wide policy review cycle, ensuring all statutory policies are updated, approved, and published correctly on trust and school websites. 
· Provide termly updates to Trustees of key policy changes and developments
· Maintain all mandatory public registers, including the register of business interests and all personal declarations. 
· Ensure that all Trust and individual academy’s websites are compliant with statutory information requirements.
· Ensure Trustees and Members are aware of their respective roles, including their duty to maintain the highest professional standards of conduct and ethics

Trust Board and Committee Management
· Ensure the Trust has all appropriate Committees in place and constituted appropriately.
· Ensure that the Trust’s Board of Trustees is appropriately constituted and vacancies are filled in a professional and expedient manner, advising on election and appointment procedures.
· Coordinate the annual governance planner
· Deliver professional clerking for the Trust Board and committees, producing accurate, legally compliant minutes focused on high-level challenge and impact. 
· Quality-assure meeting papers, ensuring reports from executives are clear, concise, and distributed within statutory timelines. 
· Track post-meeting actions and brief the Chair, CEO and COO on outstanding items or emerging risks
· Identify training needs for Trustees and procure and co-ordinate training activities.
· Lead on the sharing of governance information for Trustees
· Ensure that all necessary security and recruitment checks (i.e. DBS checks, photo IDs etc), are obtained prior to new Trustees taking up their posts.
· Facilitate the induction of new Trustees



Data Governance
· Liaise with senior colleagues regarding actual/ potential data breaches. Record any data breaches in line with the General Data Protection Regulation (GDPR) policy and procedures.
· Refer any relevant data breaches to the Trust’s Data Protection Officer (DPO), for advice and referral to ICO if required.
· Maintain a GDPR processors schedule, advising academies where data can/not be shared.
· Liaising with external organisations regarding the completion of GDPR documentation, to facilitate the safe sharing/ processing of data.
· Manage the Trust’s response to Subject Access Requests (SAR), ensuring compliance with timescales and framework for responses and maintaining records to demonstrate compliance. 
· Manage the Trust’s response to Freedom of Information Requests, ensuring compliance with timescales and framework for responses and maintaining records to demonstrate compliance. 
· Maintain the Trust’s annual registration with the Information Commissioner’s Office (ICO), updating as necessary.
· Maintain and update Trust privacy notices (Staff, Pupils and Trustees), ensuring these are circulated by relevant staff to appropriate parties as required.
· Provide support and advice on any complaints to the Board
· Keep a central record of all complaints.

Responsibilities
· Be aware of and support difference and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the Trust.
· Develop constructive relationships and communicate with other agencies/ professionals at all levels.
· Share expertise and skills with others.
· Participate in training and other learning activities and performance development as required.
· Recognise own strengths and areas of expertise and use these qualities to advise and support others.
· Undertake any other duties of a similar nature related to the post which may be required from time to time

The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Trust. 

The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Trust records and information. 

The post holder must carry out their duties with full regard to the Trust’s Equal Opportunities Policy, Code of Conduct, Child Protection Policy and all other Trust Policies. 

The post holder must comply with the Trust Health and Safety rules and regulations and with Health and Safety legislation.
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