Job Description

(This is a description of the job as it is as present constituted.  It may be necessary, from time to time, to update job descriptions to ensure that they relate to the job as then being performed.  Therefore, management reserve the right to make changes to your job description, commensurate with your grade/level in the organisation, after consultation with you).

	Post Title:
	Head of Corporate Governance and Policy

	Reports to
	Chair of Board of Governors

	Department
	Governance

	Grade
	Directors range (SP47-SP50) - £56,213 - £61,275

	Contract
	Permanent, Full Time

	Location
	All College Campuses



Overall Purpose
	· Role is a senior member of the College team who manages and delivers the effective operation of the Corporation ensuring that their proceedings are conducted in accordance with the provisions of the statutory Instrument and Articles of Government, the Charities Act, the Education Acts (as modified or replaced from time to time) and the general law.
· Reports directly to the Board, through the Chair with a dotted line report to the Chief Executive
· Works closely with the Chief Executive and management team to provide the Board with concise and appropriate reports to enable them to act effectively and efficiently.




Role Purpose

	[bookmark: _Hlk101951182]Governance
· Devises the Corporation cycle of business to ensure that statutory and best practice requirements are met and that the Board supports the College in successful delivery of its vision, mission and values. 
· Ensures that at all times the  governance structure, membership and  schemes of delegation within the College's instrument and articles remain fit or purpose.
· Leads on premerger/ acquisition activity relating to governance and works closely with the Chief Executive and Chair. to ensure the structure, membership and schemes of delegation within the College's instrument and articles remain fit or purpose.
Policy
· Is responsible for a robust organisational policy register ensuring timeliness of policy renewals that include privacy impact assessments.
· Ensuring best practice, statutory compliance , consistency and standards in policy presentation and approval through appropriate Boards.
· Takes a lead role in ensuring General Data Protection regulation (GDPR) compliance whilst providing advice, guidance and information to the organisation and those processing information with regard to data protection obligations.
· Works with departmental experts across the College to ensure systems and controls are in place to protect compliance with GDPR regulations and any other relevant legal requirements.



Role Responsibilities 
	Lead Responsibilities
Responsible for the conduct of corporate meetings
· Organises the proper conduct and administration of meetings of the Corporation and their boards / committees, and ensures that correct procedures are followed, ensuring meetings are quorate and confidentiality is maintained.
· Ensures that accurate and focused minutes are taken of all meetings, checking that their quality is consistent and stand as a true record of Board discussion, decisions, advice, challenge and support
· Ensures the timely publication of agendas and draft minutes (when approved by the Chair), retaining statutory signed minutes and supporting papers.
· Keeps governance under review including reviewing the structure of governance and preparing for approval by the Corporation its Standing Orders, Code of Conduct and committee terms of reference; and rules relating to composition, quoracy, chairing and frequency of committee meetings as laid down in the Instrument and Articles of Government.
· Leads self-assessment with and on behalf of the Governing Body, including supporting the Governing Body to be exceptional
· Responsible for the Public Interest Disclosure policy and reporting. 

Appointments
· Ensures that all appointments to the Corporation and boards/ committees have been properly made in accordance with the provisions of the statutory Instrument of Government and resolutions.
· Manages the appointment, administration and induction of Governors. 
· Gives advance notification to the Corporation of expected vacancies and leads on succession planning activity.
· Maintains a register of interests of members.

Advice, Guidance and Support
· Provides guidance and support to the Corporation and their committees on corporate governance issues.
· Provides independent professional advice and guidance to the Corporation and its individual Members on statutory and constitutional matters. 
· Assists as appropriate in the development of the strategic direction of the college.
· Advises on proposed collaborations, mergers, acquisitions or federated arrangements
· Facilitates appeals and hearings that may result from the policies of the College that involve Governors, including the provision of advice and guidance to the Panel and the preparation of decision notices.
· Oversee Leads Governor Development activities including advising of any training opportunities.
· Undertakes regular audits of governor skills and makes recommendations to the Corporation and appropriate committees for appointments.
· Ensures Governors aware of any requirements on Corporation Members to undertake training and ensures 100% completion

Corporation Effectiveness
· Leads the process for annual self-assessment of the Chair, the Board and its committees and individual Members.
· Supports the Corporation during external inspection or review.
· Arranges for independent evaluation of the work of the Corporation where appropriate.
· Responds on behalf of the Corporation to national or regional consultations on governance issues.
· Supports governance arrangements/boards/committees of newly merged organisations to ensure consistency across EPNE 
· Maintains the Governance area of the College's website ensuring accuracy of published information and meticulous attention to protecting confidentiality at all times.
· Ensures Governor participation and representation at College events.
· Ensures that Governors are enabled to participate ineffective dialogue with students and staff.
· Takes appropriate responsibility for supporting Governors’ responsibilities for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults.

General Responsibilities
· Undertake all mandatory training required e.g. PREVENT, safeguarding, EDIB, cyber etc.
· Follow all college policies and procedures.
· Undertake additional duties commensurate with the role and be flexible to work across college sites as required.
· Take responsibility for your own professional growth, ensuring your knowledge, skills and competencies remain current and aligned to role requirements.
· Operate strictly within the college’s financial regulations, procurement rules and delegated authority limits. 
· Safeguard the college reputation by ensuring all internal and external comms are compliant with policies and fully respect intellectual property and copyright legislation.

Cyber security
· Take appropriate measures to assure the confidentiality, availability and integrity of group data and systems.
· Report any suspected or actual phishing, data breaches, or unusual activity.  

Safeguarding and PREVENT
· Take responsibility for safeguarding, PREVENT, and promoting the welfare of children and vulnerable adults.
· Maintain a safe college and learning environment and manage risks through appropriate assessments.

Health & Safety
· Prioritise the safety of yourself and others. Reporting accidents or near misses in line with college procedures.
· Maintain a safe college and learning environment and manage risks through appropriate assessments.

Inclusion
· Uphold British Values and foster a respectful, inclusive environment where everyone feels valued.
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Dual Level Values Framework

Valued Behaviours: We’re not only interested in what you can do, but also how you do it. We have an expectation that employees will carry out their role in a way that reflects our values through their behaviours. We’ll be looking for evidence of these behaviours throughout the recruitment and selection process.



	Values 

	The actions we take, the choices we make
	The actions I take, the choices I make

	COURAGE
	We boldly approach the future with confidence and energy.
	· Speak up, even when it’s difficult, in a way that supports others and our college values.
· Promote a no blame culture and respectfully challenge people to get the best results.
·  Look after my own wellbeing by listening to how I’m feeling and reach out for help when I need it.

	AUTHENTICITY
	We are who we say we are, we do what we say we will do.
	· Communicate openly, transparently and with integrity.
· Take responsibility, recognise when something isn’t working or goes wrong, and learn from it.
· Encourage change when I think something could be more fair or inclusive.
· Know when there is room for me to grow and improve, and work to build my skills and abilities.

	RESPECT
	We nurture a community where everyone is welcome and belongs.
	· Recognise and value people’s differences when working collectively and collaboratively.
· See the person first, actively listen, and communicate thoughtfully.
· Create a safe space for people to share their individual experiences if they want to.
·  Learn from those with different perspectives and experiences to my own.

	EXCELLENCE
	We strive for excellence at the heart of everything we do.
	· Strive for excellence, challenging myself and others to deliver continuous improvement.
·  Show energy and drive to pursue new opportunities and challenge the status quo. 
·  Contribute to creative ideas and action and collaborate to make a positive impact. 
· Celebrate those who constantly live our values.  






Global Skills - We’re looking for educators with a global mindset — open, adaptable, and passionate about connecting cultures. You’ll inspire students to think beyond borders and thrive in an increasingly interconnected world. We will be looking for this across our recruitment and selection processes.

	Global Skill
	Behaviour 

	Resilience & Adaptability:

	· Comfortably adapts to change, learns from challenges, remains effective across different environments.

	Creative & Critical Thinking:


	· Consistently evaluating ideas using evidence and logic can generate creative solutions to common problems.

	Technological Literacy:

	· Confidently selects and uses appropriate digital tools to research, create and communicate information effectively.

	Leadership & Social Influence:
	· Takes initiative, motivates peers, and adapts communication to influence outcomes positively in diverse contexts.

	Environmental Stewardship:

	· Actively engages in sustainable practices, advocates responsible behaviour, and evaluates environmental impacts in daily decisions.

	Cultural Competence:
	· Supports others to speak openly and feel valued for who they are.





	Assessment Method

	
	Essential
	Desirable
	Certificate
	Application Documents
	Reference
	Selection Process

	Subject specific qualification and training

	A degree in a relevant field such as business administration, law, or corporate governance.

	 
	
	«
	 «
	 
	 

	Knowledge of GDPR, information governance and Freedom of Information legislation.
	 
	
	«
	 «
	 
	 

	English, maths and digital qualifications

	Minimum Level 2 Maths qualification
	«
	 
	«
	 «
	 
	 

	Minimum Level 2 English qualification
	«
	 
	«
	« 
	 
	 

	Microsoft Innovate Educator or Digital/IT qualification at level 2 or commitment to work towards
	
	«
	
	
	
	











 Skills and Experience: We’re keen to hear about what you can bring to the role based on your current skills and experience.

	 
	Assessment Method

	
	Essential
	Desirable
	Certificate
	Application Documents
	Reference
	Selection Process

	Skills and Experience

	Substantial experience of working at a senior level in a complex public sector organisation
	
	« 
	 
	«
	 
	 «

	Governance in the context of collaborations, mergers, acquisitions and/or federated
arrangements with success.

	«
	
	
	«
	
	«

	Skilled in strategy, influencing, problem- solving and advising senior executives and board members.
	
	 «
	 
	« 
	 
	«

	Extensive experience of managing Board level Committee
	«
	
	
	«
	
	

	Developing and implementing policies
	«
	
	
	«
	
	

	Completer/finisher with the ability to focus on detail. Tenacious; demonstrates high levels of drive, enthusiasm and stamina to achieve goals and see thing through
	
	«
	
	
	
	«

	Excellent minute taking skills
	«
	
	
	
	
	«

	Able to work on occasions in evenings to attend Board/Governors meetings and events
	«
	
	
	
	
	«

	Knowledge and Understanding

	Knowledge of corporate governance frameworks, policies, and procedures.
	«
	
	
	«
	
	

	Experience in developing and implementing governance frameworks and procedures
	«
	
	
	«
	
	

	Detailed knowledge of corporate governance and legislation best practice
	«
	 
	 
	«
	
	 «

	Understanding of the roles and relationships between the Chair Chief Executive, Executive, and Governors
	«
	
	
	«
	
	

	Other

	Evidence of undertaking professional development to maintain knowledge and skills 
	«
	 
	 
	«
	 
	 «

	Suitable to work with children and young people (Certificate of criminal record check via DBS)
	«
	 
	«
	«
	«
	«

	Acting within statutory frameworks which set out professional duties and responsibilities in FE and / or HE
	«
	 
	 
	 «
	 
	

	Keeping students safe and well, including working with experts in relation to safeguarding, Prevent, and welfare issues, and to uphold British Values
	«
	
	
	«
	
	«
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