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Newton Abbot College
Local Governance Officer

Ivy Education Trust is seeking to appoint a Local Governance Officer for one of the academies within our Trust: Newton Abbot College.  Training will be provided as part of the Trust’s ongoing training programme, along with support from the Trust Governance Officer and team.  An identical role is currently vacant at our primary school in Starcross and there is an option to have one Local Governance Officer for both schools if applicants are looking to increase their working hours (please state any interest in this on application).  

The post holder will be responsible for providing advice and guidance to the Local Governing Body (LGB) on governance, constitutional and procedural matters by ensuring compliance with the Trust’s Scheme of Delegation, other relevant polices and structures.   

Scale 4, Point 7 (Full Time Equivalent £20,444 per annum pro rata).  This equates to £2,766 per annum. 

228 hours per annum (6 hours per week), 38 weeks per year

Hours to be worked flexibly during term time, to include attendance at some evening meetings (approximately 6 per school year).

Being responsible to the Chair of Governors, and the Trust Governance Officer, the post holder will contribute towards the efficient functioning of the LGB and its committees by: 

•	providing effective administrative and organisational support;
•	facilitating effective and efficient meetings; advising and guiding on procedural matters relating to compliance to ensure that the LGB works within the appropriate legal and regulatory framework;
•	effectively managing information in accordance with legal requirements observing confidentiality where necessary;
•	working in a team with the Trust Governance Officer and other Local Governance Officers to ensure consistently excellent practice, compliance, and communication between the Trust Board and the Local Governing Bodies.

The successful candidate will be:
•	Highly organised, reliable, flexible and self-motivated
•	A good communicator
•	Impartial

The Ivy Education Trust works closely with all schools within the Trust and beyond. The Ivy Education Trust celebrates the diversity of each of its schools and is founded upon the alignment of vision and values that we all commonly hold to secure the best outcomes for our pupils. 

The name of our Trust is inspired by the story of Dr Ivy Williams. Born in Teignbridge (Newton Abbot), in 1877, she managed what we would wish for all the children and young people of Teignbridge and surrounding area that we serve in our schools by fulfilling her childhood dreams and ambitions. 

On 10 May 1922 Dr Ivy Williams became the first woman to be called to the Bar (formally recognised as a qualified Barrister of Law) of England and Wales. 

The story of Dr Ivy Williams reminds us of the famous quote from Michelangelo:

“The greater danger for most of us lies not in setting our aim too high and falling short; but in setting our aim too low, and achieving our mark.”

The Ivy Education Trust supports and challenges all members of our learning community to dream big, aim high, and achieve more than they ever thought was possible.

If you share these visions and aspirations, then we very much welcome your application for this post. 

Application forms and further information are available from our website, www.ivyeducationtrust.co.uk or via email to people@ivyeducationtrust.co.uk

Closing date for applications is 30 September 2022 at 12:00.   Interviews will take place on 5 or 6 October 2022 (tbc).












Job Description

	Job Title:
	Local Governance Officer

	Location:
	Newton Abbot College

	Responsible to:
	Chair of the Local Governing Body (LGB) and the Trust Governance Officer 

	Salary:
	Scale 4, Point 7 (Full Time Equivalent £20,444 pa pro rata).

	Contract:
Start Date:
	Permanent, Term Time
As soon as possible

	

	Key Purpose of Job:

This is an exciting opportunity to develop and embed effective governance to the Local Governing Body (LGB) ensuring the LGB runs smoothly in accordance with all statutory requirements, including the Trust’s Scheme of Delegation and other policies and procedures.

You will contribute towards the efficient functioning of the LGB and its committees by: 
· Providing effective administrative and organisational support.
· Facilitating effective and efficient meetings, advising and guiding on procedural matters relating to compliance to ensure that the LGB adheres to the appropriate legal and regulatory framework.
· Managing information effectively in accordance with legal requirements observing confidentiality where necessary.
· Working in a team with the Trust Governance Officer and Local Governance Officers within our Trust to ensure consistently excellent practice and communication between the Trust Board and the LGBs.


	

	Liaising with:
· Chair of the LGB
· Governors
· Trust Governance Officer and other Local Governance Officers within the Trust 
· Headteacher 
· School Staff 
· External Agencies


	Main Duties:
· To provide a professional service to the LGB, supporting the Chair of the LGB by planning and preparing agendas, collating reports and supporting papers and taking accurate minutes using the Trust template provided.
· Advise the LGB on relevant legislation and procedural matters where necessary, before, during, and after meetings.
· Ensure meetings are quorate; that the LGB is correctly constituted; and advise of any perceived conflicts of interest so that appropriate action may be taken.
· Know where to access appropriate legal advice, support and guidance and, where necessary, seek advice and guidance from the Trust Governance Officer.
· Advise the LGB on its core functions and parameters in which decisions can be made in relation to the Trust’s Scheme of Delegation.
· Contribute to the annual calendar of LGB meetings in liaison with the Trust Governance Officer. 
· To support the LGB with the recruitment of Governors including assisting with election procedures, issuing letters of appointment, ensuring references and DBS checks are in place.
· To ensure new Governors’ induction materials and appropriate documents are shared and available, including Code of Conduct, and that appropriate training is arranged.
· To participate in regular performance management, led by the Chair of Governors and Trust Governance Officer.

Administration:
· With the Chair of the LGB, prepare a focused agenda for LGB meetings and committee meetings if required, in line with the LGB’s Annual Cycle of Business.
· Liaise with those preparing the papers to ensure they are available on time, and distribute the agenda and papers in advance of the meetings using the Trust Secure Portal.
· Ensure meetings are quorate.
· Record the attendance of Governors at meetings (and any apologies) and take appropriate action in relation to absences.
· Draft minutes of meetings, indicating who is responsible for any agreed action and send drafts to the Chair in a timely manner.
· Follow-up any agreed action points with those responsible and inform the Chair of progress.
· Ensure Disclosure and Barring Service (DBS) and other relevant checks are carried out on any new Governors where it is appropriate to do so.
· Maintain a record of training undertaken by members of the LGB.
· Maintain a review schedule of all school-based policies and liaise with the school to ensure these are updated when required and brought to the LGB for approval.
· To maintain an Annual Cycle of Business for the LGB. 
· Ensure the Governance area of the school website is compliant and up-to-date.
Manage Information:
· Maintain up-to-date records of the names, addresses, category of Governors, term of office, and register of interests, and inform the LGB and any relevant authorities of changes to the LGB membership, potential vacancies and the necessary succession planning for all roles.
· Maintain copies of current Terms of Reference and membership of any committees and working parties; and details of Governors with specific responsibility for an area, eg Safeguarding.
· Maintain a record of signed minutes of meetings, and ensure copies are sent to the relevant bodies on request and are published as agreed at the meeting.
· Maintain records of LGB correspondence.
· Manage the flow of information from the Trust Board to the LGB and vice versa, in liaison with the Trust Governance Officer.
· Undertake appropriate and regular training and development to maintain knowledge, improve practice and personal development as and when identified by the Trust Governance Officer (at no cost to the post holder).
· Keep up-to-date with current educational developments and legislation affecting governance using the various means available (including governance support platforms subscribed to by the Trust).
· To work in a team under the supervision of the Trust Governance Officer with the other Local Governance Officers, and attend team meetings to ensure consistently excellent practice, compliance, and communication between the LGBs and the Trust Board. 
Other duties
· To be aware of and assume the appropriate level of responsibility for safeguarding and promoting the welfare of children and to report any concerns in accordance with the Trust’s safeguarding policies.
· To follow the Trust’s policy for safe use of ICT.
· To comply with legislation, policies and procedures relating to confidentiality and data protection, reporting any concerns to the appropriate person. 
· To work in compliance with the Code of Conduct, Regulations and policies of the Trust and its commitment to equal opportunities.
· To comply with the Trust’s Health & Safety policy and statutory requirements as detailed in the Health, Safety and Wellbeing Policy.
· To undertake other relevant administration tasks relating to the Academy.
· To undertake any reasonable other duties as deemed appropriate by the Chair of the LGB.
The above duties are not exhaustive and the post-holder may be required to undertake tasks, roles and responsibilities as may be reasonably assigned to them by the Chief Executive Officer or Trust board.



















Person Specification

	Criteria
	
	Essential
	Desirable

	Qualifications








	
	
	

	GCSE English and Maths (grade C or above) or equivalent level of experience
A willingness to attend appropriate training and development
	
	

	

	Professional Experience and Knowledge
	
	
	

	Writing agendas and accurate concise minutes
Organising meetings
LGB procedures 
Educational legislation, guidance and legal requirements
Respective roles and responsibilities of the LGB
Knowledge of Data Protection legislation
Knowledge of Equal opportunities legislation
	
	

	







	Personal Aptitudes, Qualities and Skills


	
	
	

	Good listening, oral and written skills
ICT including keyboard skills and using the internet to access relevant information 
Highly organised, good administrative skills, methodical, attention to detail
Able to work as part of a team
Integrity with the ability to maintain confidentiality
Able to remain impartial
Have a flexible approach to working hours
Be able to work on own initiative and be self-motivated
	
	






	









	Other Conditions
	
	
	

	Satisfactory pre-employment checks including DBS
Be able to work at times convenient to the LGB including evening meetings
Be able to travel to meetings
Be available to be contacted at mutually agreed times
	
	



	



	Specific Requirements
	
	
	

	Suitability to work with children
A commitment to and evidence of promoting diversity and equal opportunities within a school, curriculum and in employment practice 
Demonstrate the importance of work life balance and personal well-being
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