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Barton Court Grammar School Governance Professional
Job Description

Governance professional - purpose of role
LGB governance professionals are responsible for overseeing all aspects of governance effectiveness and compliance within the LGB, ensuring governance adheres to good practice and meets all statutory and regulatory requirements. This is achieved by:
· supporting the efficient and effective operation of the LGB and its committees
· provide an invaluable contribution to the efficiency, effectiveness, productivity and compliance of the governing board.
· work in partnership with the chair to keep the board focused on its core strategic priorities
· provide independent and expert advice and guidance to the board on its duties and functions
· delivers administrative support that makes everything work smoothly.
· Support the Board and its members in evaluating their effectiveness and training and development
Reports to:
· Chair of the LGB, Headteacher and Lead Governance Professional 
Key duties

	1. Organising meetings, hearings and appeals

	· Prepare the agenda for meetings of the BCGS LGB and all its committees in consultation with the Headteacher and Chair of BCGS LGB to ensure the meetings are purposeful. Check with the Lead Governance Professional that these are in line with Trust expectations.
· Attend all BCGS meetings and take accurate notes.   Ensure attendance and apologies are recorded and a comprehensive record of attendance, discussion and decisions is maintained.  
· Prepare draft minutes to be approved by the Headteacher and Chair of BCGS LGB or appropriate committee chair, prior to publication on the Governor Portal.  
· Ensure minutes are approved and signed at subsequent meetings and maintain the record of minutes.
· Ensure approved and ratified minutes are available for inspection on the School website and in the Auditors File.
· Maintain the list of LGB Governors’ third-party interests/business interests/conflicts of interest and ensure they are published on the School website and in the Auditors file. 
· Liaise with all Local Governors eligible for election to a chair or vice chair vacancy to determine whether they are willing to be candidates.  List on the agenda at which the election is to be held, those who are willing to be candidates, and act as non-voting Chair of Governors for the part of a meeting at which the Chair is elected to ensure that membership of the board is in accordance with legal requirements.  
· Ensure correspondence for Trustees/Governors is dealt with promptly.
· Organise and minute employee hearings and appeals conducted by the BCGS Local Governing Body Committee panels as necessary and produce and distribute notes promptly to attendees to ensure an accurate record is maintained of evidence on which important employment decisions are made.
· Organise and minute any complaint panel hearings conducted by the Complaints Panel as necessary and distribute notes promptly to attendees to ensure an accurate record is maintained.

	2. Admission Appeals 

	· Administering and servicing school admission appeals 
· Working with parents, panels, independent clerks and Headteachers
· Assisting with the co-ordination of the annual cycle of school appeals
· Arranging and supporting the Panel Members for appeals including travel expenses, printing of appeal files and/or uploading to Teams 
· Create agendas, front sheets, invitation letters and any other documents required for the appeals 
· Arranging meetings with the School representative before the Panel to ensure attendance by the school is available 
· To update and monitor the school defence statement from the Headteacher 
· To update and monitor the guidance for parents 
· To arrange and attend Stage 1 consultation meetings for parents 
· Providing advice and guidance to Panel Members, parents, school representatives and officers
· Developing the service to promote best practice and meet customer needs.
· To arrange Teams meetings
· Arranging face to face meetings, setting up the meeting room and refreshments 
· Update the appeal spreadsheet and provide to Finance by the end of July 


	3. Providing advice and guidance

	· advising on legal duties and governing practice
· advising on constitutional requirements 
· advising on board procedures
· advising on statutory guidance and policies 
· advising on annual tasks and decisions 
· advising on governor CPD
· accessing external advice as appropriate
· supporting issue resolution
· Advice the LGB within every meeting of upcoming training, any outstanding training, upcoming vacancies and updates within Governance 
· Take appropriate action if and when the Board, its Chair or one of its Committees appears to be at risk of acting (or to have acted) outside their powers of the Scheme of Delegation

	4. Administration and record keeping

	· maintaining membership records
· maintaining governing documents such as terms of reference and signed minutes
· maintaining a record of board CPD to be updated monthly and presented to the Lead Governance Professional 
· maintaining records of board correspondence
· maintaining Governance Teams Channel
· Updating LGB and QA minutes to Trustee channel for review 
· Organising, monitoring and updating the monitoring schedule for LGB
· Update the Lead Professional of the termly monitoring schedule and reports
· drafting correspondence on behalf of the board
· maintaining records within the Auditors file 

	5. Maintaining relationships and communication

	· maintaining professional working relationships with the chair, the board, school leaders and the Lead Governance Professional
· communicating on board matters outside of meetings
· where appropriate, liaising on behalf of the board (such as for external reviews of governance)
· Work closely with the Chair, the Headteacher, the Senior Leadership Team and other members of staff to support the LGB in fulfilling its remit and to ensure support for and implementation of the Board's decisions.

	6. Ensuring compliance

	· ensuring meetings are quorate
· overseeing the review of required policies
· publication of governance information on school websites
· advising on data protection requirements
· advising Lead Professional on upcoming vacancies 
· co-ordinating 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

	7.Personal Development 

	· to attend yearly safeguarding training 
· to attend Governance training as arranged by Lead Governance Professional 
· Be proactive in keeping abreast of current and emerging guidance and legislation and advising governors accordingly



Safeguarding
To promote safeguarding at all levels of the School as a member of support staff. A key focus of this role is to safeguard all students at all levels across the School community. 
It is expected that support staff will support teachers, Lead teachers, HOY and the DSL/ Lead Deputy DSL/ Deputy DSLs in the discharge of their DSL responsibilities: 
Policy and Procedure
· Act as a champion of the School’s safeguarding policy and procedures and make sure you access these and understand them
· Be aware of your responsibility to challenge behaviour which breaches any of the school policies
· Be aware of, and actively promote, safeguarding within your own department to safeguard students.
Training
· Undergo training to develop and maintain the knowledge and skills required to carry out the role of teacher effectively with respect to safeguarding

· Refresh knowledge and skills at least annually to remain up to date with any developments relevant to the role of teacher and your responsibilities for safeguarding
· Obtain access to relevant resources 
All members of staff have a responsibility to:
· To provide a safe environment in which children can learn.
· Be prepared to identify children who may benefit from early help.
· To understand the early help process and their role in it.
· To understand the schools safeguarding policies and systems.
· To undertake regular and appropriate training which is regularly updated.
· Be aware of the process of making referrals to children’s social care and statutory assessment under the Children Act 1989.
· Know what to do if a child tells them that he or she is being abused or neglected. 
· Know how to maintain an appropriate level of confidentiality. 
· Be aware of the indicators of abuse and neglect so that they are able to identify cases of children who may be in need of help or protection.






Signed………………………………………………………Date…………………………………


June 2026


June 2026								Barton Court Academy Trust

June 2026 									Barton Court Academy Trust 
image1.jpeg
imEninl

\U LI LI |





