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Job Description 
	Job Title:
	FCAT Governance Lead


	Hours:
	37 hours 
Term Time Only + 10 additional days

	Salary:
	Points 28-34 on the NJC Pay Scale currently £25,463-£30,756 per annum 
Pro rata equivalent salary reflective of Term Time Only + 10 additional days currently £22,432-£27,095 per annum. 

	Responsible to:
	FCAT Chief Operating Officer
 

	Responsible for:
	Governance Administrators

	Date of Job Description:
	January 2019



	Purpose of the Role:

	As a member of the Trust’s Central Services Team, responsible for managing, developing and ensuring the delivery of a high quality, professional Governance Service for the Fylde Coast Academy Trust (FCAT). Ensuring that the service remains effective, efficient and responsive to statutory and Trust requirements. 


	Main Tasks and Responsibilities:

	Governance Services
1. Organise and develop the timetable for FCAT’s governance meetings across the year in line with statutory requirements, FCAT’s data capture points and needs of each academy council (governing body).
2. Meet with the Chair of Directors, Chief Executive Officer and Chief Operating Officer on a regular basis to discuss governance matters and to ensure the service continues to effectively meet the needs of the Trust.

3. Work successfully with the Trust and academy councils to develop a purposeful agenda structure for all FCAT governance meetings across the year which supports the fulfilment of statutory responsibilities and is focussed on school improvement. 

4. To establish and maintain effective working relationships with leaders negotiating, influencing and persuading appropriate governance policy and practice. 
5. Assist the Trust with the development and review of governance policies, documents and procedures e.g. Governance Handbook in accordance with legislative requirements and best practice. 

6. Monitor statutory requirements including but not limited to Ofsted, DfE and ESFA to ensure governance information on the FCAT website and all academy websites is kept up to date.

7. Develop and maintain a governance compliance checklist and regularly audit this to ensure academies and the Trust are working in accordance with legislation and Trust policies and procedures. Provide advice and support where areas for development are identified through the audit process. 

8. Provide information and write reports as required for the Trust regarding the operation of the governance service.

9. Personally clerk all FCAT Central governance meetings including FCAT Members, FCAT Directors, FCAT Audit Committee and FCAT Safeguarding Board meetings (approx. 15 across the year).  

10. Personally clerk a number of academy council meetings as required (approx. 24 across the year).  

11. Recruit governors to take up vacancies on academy councils ensuring compliance with Safer Recruitment legislation prior to their start.

12. Advise on recruitment of Trust Directors ensuring compliance with Safer Recruitment legislation prior to their start.
13. Develop, arrange and deliver mandatory and as required training for governors and directors including an induction programme. This may include arranging training as well as personally delivering training. 

14. Lead on the development and delivery of the annual Away Day for governors, including agreement of the programme for the day in liaison with the Chief Executive Officer and Chief Operating Officer and plan and prepare the arrangements and documentation in advance of the day.

15. Manage and maintain Governors Virtual Office (GVO) FCAT’s system for storing and circulating governance documents and ensure details are kept accurate, up to date and complete. Manage the addition and cessation of access to GVO for authorised users as required. 

16. Ensure return of declaration of interest forms from governors and directors and publication of each academy council’s and Directors’ Register of Business Interests on an annual basis.

17. Analyse skills audit returns from governors and directors and provide a report on this on an annual basis.

18. Ensure FCAT’s governance details on the GIAS (Get Information About Schools) Edubase are kept up to date.

19. Provide advice to governors in the implementation of the Trust’s Complaints policy and procedure. Arrange and manage meetings to hear formal complaints as required; liaise with governors in respect of their roles in this and ensure formal minutes/notes are taken at the meetings. 
20. Liaise with risk managers at each academy on maintenance of academy risk registers for review by governors and directors.
21. Keep up to date with current legislation and development which impacts on educational governance and provide proactive, regular communication to the Trust and governors of updates and opportunities within the area of governance.

22. Be the first point of contact for Principals in respect of pupil exclusion review meetings.  Work with academy staff to arrange and provide clerking services for pupil exclusion review meetings.

23. Provide professional, expert and up to date advice on governance to FCAT colleagues and governors as required.

Line Management

1. Day to day line management of the Governance Administrators within the Governance team to ensure each academy council and central governance meeting receives an appropriate clerking service i.e. development of agendas and supporting papers, collation and circulation of documents in advance of meetings and provision of minutes for meetings. 
2. In line managing the team, provide regular and appropriate feedback to Governance Administrators on work as well as undertaking performance management and delivering training to the team. To carry out attendance management, as well as any management under other HR policies and procedures where required. 

3. To undertake in conjunction with the Chief Operating Officer the recruitment selection and induction within the Governance team as required. 
Other Tasks and Responsibilities
1. To work flexibly to accommodate meetings with early or late start/finish times as required.
2. To act in accordance with FCAT’s policies and procedures.
3. To act as a role model, to encourage and promote non-discriminatory behaviour and ensure equality and diversity is sustained within FCAT and our academies. 
4. To ensure compliance with the General Data Protection Regulations and maintain confidentiality in your working practices each day.
5. To adhere to FCAT’s Safeguarding policy and procedures to ensure that the duty of care for all staff, including yourself to protect children and young people is maintained. 
6. Any other tasks and responsibilities reasonably appropriate to this post and grade. 



Person Specification

FCAT Governance Lead
	Personal attributes required based on Job Description
	Essential (E)
or
Desirable (D)

Criteria

	Qualifications

1. Degree/Level 6 qualification or equivalent experience.

2. Qualification in Governance
	E
D

	Experience

1. Demonstrable experience of working in a governance role.
2. Demonstrable experience of leading a governance service and line managing a small team.

3. Demonstrable experience of working in a customer facing role and delivering excellent standards of service.

4. Demonstrable experience of dealing with matters confidentially and sensitively. 

5. Experience of working within a role in the Education/Multi-Academy Trust sector.
	E
D

E

E

D

	Knowledge

1. Governance legislation and best practice; including structures and responsibilities.
2. Up to date knowledge of the General Data Protection Regulation and Safeguarding legislation. 
3. Governance in the Education/Multi-Academy Trust sector.
	E

E

D

	Skills and Abilities

1. Excellent written and verbal communication and interpersonal skills.

2. Excellent ability to develop and maintain relationships with colleagues at every level in the organisation; including those at senior level. 

3. Ability to effectively and supportively line manage a small team.

4. Strong ability to present information to others in a clear and concise way; both written and verbal.
5. Excellent ability to work accurately and with attention to detail.
6. Excellent ability to take and type comprehensive and accurate notes/minutes.
7. The ability to use judgement, problem solving skills and initiative to provide information and support and to recognise where issues may need to be referred onwards.
8. Excellent ability to organise and prioritise a busy workload.
9. The ability to work flexibly and respond to change on a daily basis.
10. The ability to work effectively and contribute in a team.
11. The ability to demonstrate professional behaviour at all times, remaining calm in potentially sensitive or challenging situations.
12. The ability to work with confidence and consistency to maintain trust and assurance in the reputation of FCAT.
13. The ability to achieve strong and positive working relationships, to achieve a successful outcome.
14. Strong analytical skills. 

15. The ability to use Microsoft Office at a good level.
16. The ability to act as a role model to encourage and promote non-discriminatory behaviour and sustain strong equality and diversity in the workplace.
	E
E
D
E
E
E


E

E


            E
E

E


E
E

E

E

E



	Other Attributes
1. Possess a driving licence and car to be able to travel between the different Academies within the Multi Academy Trust.
2. Evidence of continued professional development
	E
D
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