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[image: ]The Stour Academy Trust recognises that our education system needs to quickly and more radically shift to close equity gaps and to better prepare our young people for the 21st century. We are transforming our schools from passive forms of learning focused on direct instruction and memorisation, by moving towards interactive
methods that promote the critical and individual thinking needed in today's
innovation-driven economy.

Our pedagogical model combined with the intentional deployment of technology will help us deliver personalised learning in an enabling environment. Technology will accelerate our progress but will not be the driver of our vision.

We aim to nurture a community of learners that challenge thinking, where our staff are empowered to take risks and develop their practice to meet the needs of an evolving school system, which is not held back by traditional restrictions and ideologies.

By limiting routine or unnecessary tasks we allow professionals to focus on learning behaviours and interactions which will promote emotional intelligence and the development of children as life-long, curious learners.

There will be no barriers to achievement within our learning community and our teachers will build strong relationships that facilitate the learning of others.

Collaboration will open doors, minds and possibilities and enable individuals to meet their personal goals.

Governance Professional
Reports to: Chair of the Board, CEO and CFO
Main Purpose of the Role
To provide advice and guidance to the Board of Trustees and Members, on governance, constitutional and procedural matters.
The Governance Professional will contribute toward the efficient and effective functioning of the board and its committees by providing:
· Administrative and organisational support
· Guidance to ensure that the board works in compliance with the appropriate legal and regulatory framework and understands the potential consequences for non-compliance
· Advice on procedural matters relating to the operation of the board and its committees
· Sound knowledge of the company articles of association and Academy Trust Handbook to ensure compliance
Key Responsibilities and Duties
Organisation meetings, hearings and appeals
The governance professional prepares for and administrates meetings, allowing the board to make effective use of their time and focus on strategic matters.  The governance professional supports the effective running of meetings by:
· Working with others to prepare agendas and liaising with those preparing papers to make sure they are available on time
· Convening meetings and distributing papers as required by legislation
· Ensuring meetings are quorate, inclusive and well structured
· Overseeing appointment of trustees and members
· Recording attendance/apologies and taking appropriate action in relation to absences
· Taking minutes indicating who is responsible for any agreed actions with timescales
· Circulating draft and approved minutes to all trustees/members of the committee, the headteacher and other relevant bodies within the timescale agreed with the board.
· Following up on action points with those responsible and informing the chair of progress
· Undertaking meetings with Ofsted when required to discuss the governance role

Providing advice and guidance
· Advising on legal duties and governance practices
· Advising on constitutional requirements
· Advising on board procedures
· Advising on the company articles of association
· Advising on statutory guidance and policies
· Advising on annual tasks and decisions
· Advising and organising on trustees CPD
· Accessing external advice as appropriate
· Supporting issue resolution

Administration and record keeping
The Governance Professional supports the board in maintaining records of policies and procedural documents and ensures these are accessible.  This includes:
· Maintaining membership records including contact details of members and trustees, terms of office and informing any relevant authorities of changes to membership details.
· Advising trustees/members and appointing bodies in advance of the expiry of a term of office and the impact of this on the boards capacity, diversity and skills mix.
· Establishing, in discussion with the board, open and transparent vacancy filling processes and efficient procedures for election and appointment.
· Giving procedural advice and assisting with the management of trustee elections
· Advising the board on succession planning for all board roles
· Maintaining governance documents such as terms of reference and signed minutes
· Collating, maintaining and ensuring correct publication of information about trustees such as any pecuniary interest
· Maintaining a record of board CPD
· Ensuring Disclosure and Barring Service (DBS) and other relevant checks are carried out on all members of the board and members
· Maintaining records of board correspondence
· Drafting correspondence on behalf of the board

Maintaining relationships and communication 
The governance professional has a role to play in supporting and advising the members and trust board on their self-review and development and should fulfil these responsibilities, whilst maintaining independence by:
· Maintaining professional working relationships with the chair, the board and members
· Communicating on board matters outside of meetings
· Where appropriate, liaising on behalf of the board (such as for external reviews of governance)
· Contributing to the coordination of learning and development opportunities for those involved in governance, including induction and continuing professional development.
· Participating in regular performance conversations with the chair

Ensuring compliance
· ensuring meetings are quorate
· overseeing the review of required policies
· publication of governance information and school websites
· advising on data protection requirements
· overseeing board recruitment processes
· coordinating safeguarding checks on board members
· monitoring eligibility of board members to serve, including on committees
· notifying disqualifications, expiry of office etc
· statutory registers and filing returns
· keeping up to date with current educational developments and legislation affection school governance


The duties above are neither exclusive nor exhaustive and the post holder may be required by the Chair of the Board/CEO/COO to carry out appropriate duties within the context of the job, skills and grade.
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