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Oaklands School

Job Description

Liaison Officer for the Governing Body of Oaklands School and 

Executive Board of Great Oaks College
Grade:  6
Hours of work: 
150 hours per annum: 
6 Full Governing Body/Board Meetings per annum & all committee meetings – approx. 16 (additional payment will be paid for any ad-hoc panels attended).
Contract Type: 
Permanent
Responsible to:  
Chair of Governors, Chair of Executive Board and Head Teacher
Main purpose of the job

The liaison officer will provide advice to the governing body and executive board on governance, constitutional and procedural matters. The new regulations require governing bodies to have regard to advice from the liaison officer in regards to exercising the governing body functions:

· Provide effective and proactive administrative support to the governing body, executive board and its committees.

· Ensure the governing body is properly constituted.

· Manage information effectively in accordance with legal requirements.
Main responsibilities and tasks

Provide advice to the governing body and executive board
· Advise the governing body/executive board on governance legislation and procedural matters where necessary before, during and after meetings.
· Act as the first point of contact for governors/board members with queries on procedural matters.
· Have access to appropriate legal advice, support and guidance, and where necessary proactively seek advice and guidance from third parties on behalf of the governing body/executive board.
· Inform the governing body/executive board of any changes to its responsibilities as a result of a change in school status or changes in the relevant legislation.
· Proactively offer advice on best practice in governance, including on committee structures and self- evaluation.
· Ensure that statutory policies are in place, and are revised when necessary, with the assistance of the governing body/executive board and staff.
· Advises on the annual calendar of governing body meetings and tasks.
· Send new governors induction materials and ensure they have access to appropriate documents, including any agreed Code of Practice.
· Contribute to the induction of governors taking on new roles, in particular chair or chair of a committee.
Effective administration of meetings

· With the chair and Head Teacher prepare an agenda for the governing body/executive board  meetings and committee meetings focused on school improvement.
· Encourage those preparing papers to make sure they are available on time, and distribute the agenda and papers as required by legislation or other regulations.
· Ensure meetings are quorate.
· Record the attendance of governors/board members at meetings (and any apologies – whether they have been accepted or not), and take appropriate action in relation to absences, including advising absent governors of the date of the next meeting.
· Draft minutes of governing body/board meetings objectively, indicating who is responsible for any agreed action with timescales, and send drafts to the respective chairs and the Head Teacher.
· Circulate the reviewed draft to all governors/board members/committee members/Head Teacher and other relevant body, as agreed by the governing body and within the timescale agreed with the governing body.
· Follow-up any agreed action points with those responsible and inform the chair of progress.

Membership

· Advise governors/board members and appointing bodies in advance of the expiry of a term of office, so elections or appointments can be organised in a timely manner.
· Chair that part of the meeting at which the chair is elected, giving procedural advice concerning conduct of this and other elections.
· Maintain a register of governor pecuniary interests and ensure the record of governors’ business interests is reviewed regularly and lodged within the school.
· Ensure Disclosure and Barring (DBS) has been carried out on any governor/board member when it is appropriate to do so.
· Maintain a record of training undertaken by members of the governing body.
· Maintain governor meeting attendance records and advise the chair of potential disqualification through lack of attendance.

· Manage Information

· Maintain up to date records of the names, addresses and category of governing body members and their term of office, and inform the governing body/executive board and any relevant authorities of any changes to its membership.
· Keep the membership information about governors/board members on the school website updated.
· Initiate a welcome letter to newly appointed governors including terms of office.
· Maintain copies of current terms of reference and membership of any committees and working parties and any nominated governors e.g. Child-protection, SEND.
· Maintain a record of signed minutes of meetings in school, and ensure copies are sent to relevant bodies on request and are published as agreed at meetings.
· Maintain records of governing body/executive board correspondence.
· Maintain the Evidence File of monitoring reports.
· Manage the copies of statutory policies and other school documents approved by the governing body, including ensuring they are organised in the school systems and published as agreed on the school website.
· Disseminate information, agendas and papers electronically via email and use the secure online document storage to share information (when available), demonstrating effective use of computer skills.
Personal Development
· Undertake appropriate and regular training and development to maintain his/her knowledge and improve practice.
· Keep up-to-date with current educational developments and legislation affecting school governance.
· Participate in regular performance management.

Other Tasks
· Clerk any statutory appeal committees/panels the governing body is required to convene.
· Create and distribute the yearly calendar, which includes all meetings, cycle of agenda items, and due dates for supporting papers.
· Assist with the scheduling of additional governing body/board meetings when required.
· Assist with the elections of parent and staff governors.
· Participate in, and contribute to the training of governors in areas appropriate to the liaison officer role.
· Maintain a file of relevant Department for Education (DfE) and local authority guidance documents.
· Maintain archive materials.
· Prepare briefing papers for the governing body/board, as necessary.
· Conduct skills audits and advise on training requirements and the criteria for appointing new governors/board members relevant to vacancies. 
· Arrange and support Governor visits as least termly.
· Perform such other tasks as may be determined by the governing body/executive board.

Equal Opportunities: The School has a strong commitment to achieving equality of opportunity and expects all employees to implement and promote this in their own work.
Health and Safety: The School is committed to a healthy and safe working environment and expects all its employees to implement and promote its policy in all aspects of their work. 

Confidentiality: The School is committed to maintaining the privacy of all its staff and pupils.  It expects all staff to handle all individuals’ personal information in a sensitive and professional manner.  All staff are under an obligation not to gain access or attempt to gain access to information they are not authorised to have. 

Safeguarding: The School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

SIGNATURES

Name of Line Manager: …………….…………………………………………………..

Signed.…………………………………………… Dated……………………………….

Name of Post holder: ………………………………………………………………...

Signed…………………………………………. Dated………………………………

The duties of this post will change and develop over time.  It is the manager’s responsibility, in conjunction with the post holder, regularly to review this document and amend it when necessary.  
Liaison Officer for the Governing Body Nov 2017
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