JOB DESCRIPTION
  
JOB TITLE			

Head of Governance & Risk 
					 
REPORTS TO

Director of Finance and Estates/Company Secretary 

KEY RELATIONSHIPS

· Chief Executive
· Chair and Trustees
· Executive Directors
· Members of the SMT

ROLE PURPOSE 

The postholder is responsible for ensuring that there is an effective, efficient and deliverable Governance framework in place across the charity that ensures effective oversight of:

· Strategic, organisational and service risk identification and management 
· Action planning, monitoring and delivery related to internal and external actions to track actions and delivery 
· The monitoring of complaints, compliments and feedback from across the charity (working with other members of the senior management team responsible for this) 
· Serious Event Analysis activities, recommendations and actions 

Governance: 
· Responsible for ensuring the charity’s Governance Framework is embedded and effective
· Supporting the Company Secretary (Director of Finance, Estates and Company Secretary) to provide expert advice and support to the Chair, Chief Executive, Trustee Board, Executive Board and Committee Chairs on matters relating to statutory and legislative compliance; governance and constitutional matters and in respect of individual’s duties and responsibilities regarding governance
· Develop strong working relationships with external partner organisations 
· Manage the Annual General Meeting and membership processes
· Working with the SMT and Directors ensure that there is an effective system in place for the reporting to external regulators including CQC, Ofsted, the Charity Commission, the Fundraising Regulator, the HSE etc and maintain an appropriate oversight process to track reporting. 
· Working with the Head of Safeguarding, Welfare and Experience ensure that lessons learned from Safeguarding and associated investigations are shared, monitored and tracked. 
Risk and Assurance
· Develop and drive the charity’s risk management strategy and framework to provide assurance that the organisation undertakes adequate risk management activities to identify, report on and manage business risks across all functions
· Develop and embed through members of the Executive Team and SMT an appropriate and proportionate risk management culture
· Manage and support risk management procedures and templates and support their implementation across the charity.
· Be the conduit between the Charity and our Insurance brokers over incident/accident/claims reporting, following up on required information that insurers require
· Work with the Executive Team and SMT to effectively embed a robust process to identify and manage risks in the charity.
· Support the Executive Team and SMT in identifying, recording and reporting risks relating to their business operations
Internal Audit
· Develop a process for internal audit in the charity and develop an appropriate schedule
Data Management
· Drive best practice in information governance ensuring that appropriate systems and awareness are in place across the organisation
· Support the work of the Senior Information Risk Owner (SIRO) and Caldicott Guardian
· Responsible for ensuring effective systems and reporting are in place to include responding to data protection breaches and subject access requests Would this remove the need for the external company we use and we would only use them as back up? To some degree – R&G role to be the conduit but use this external company if it becomes a big task
Policy Management
· Responsible for ensuring there is a consistent process for developing, approving, implementing, managing and reviewing the charity’s policies and procedures
· Ensure easy read versions and accessible information available as part of monitoring policy
Clinical Governance 
· Work alongside the lead clinicians to ensure there is an effective Clinical Governance framework in place across the charity including clinical audit, the sharing of lessons learned 
General
· Monitoring the external environment and providing regular updates on relevant topics and best practice to stakeholders across the business, including the Executive team, wider SMT and Board
· Create guidance, training and communications for colleagues in required subject areas
· Ensures that appropriate Equality and Impact Assessments are conducted as necessary across the charity
· To undertake any other duties as appropriate to this role 
· Through the Team Briefing communication, share lessons learnt from incidents, accidents and near misses across the charity
PERSON SPECIFICATION 
· Significant and demonstrable experience in Risk Management in a regulated setting (E)
· Significant and demonstrable experience in Governance in a regulated setting (E)
· Experience working with and through an Executive Team, Senior Management Team and non-Executive Board/Board of Charity Trustees (E)
· Experience working in a not-for-profit provider of adult, social care, health and education (D)
· Educated to degree level or equivalent experience (E)
· A qualification in clinical governance, quality improvement, or a related field (D)
· Experience in coordinating risk management processes and risk reporting € (E)
· Experience and understanding of Information Governance (Data Protection) and incident management (D)
· Experience in taking information from several sources in analysing and providing evidence (including briefing papers) to support governance matters, assurance, and compliance and detailing recommendations to senior leaders to support improvement and development. (D)
· Experience in developing and writing appropriate governance policies and procedures (D)
Skills and Attributes:
· Excellent written and oral communication and interpersonal skills.
· Analytical and problem-solving skills.
· Ability to work collaboratively with colleagues.
· A wish to assist in driving quality improvement, safety and risk management. 
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