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JOB DESCRIPTION

JOB TITLE:			Head of Compliance and Governance

REPORTS TO: 		Director of Corporate Services 

RESPONSIBLE FOR:	Compliance and Governance Assistant

TYPE OF CONTRACT:	Permanent

SALARY BAND:	D

HOURS OF WORK:	Such hours as are necessary to fulfil the duties. This will involve a minimum of 35 hours per week.

LOCATION:	The BPA’s offices in central London, with strong support from the organisation for a high degree of flexibility about working location. It is envisaged that all BPA staff will work remotely for a significant proportion of their time. The BPA also has access to office space in Loughborough.


JOB PURPOSE:	
Demonstrating the BPA’s core values at all times, the post holder will take the lead in ensuring the BPA demonstrates a high standard of governance and legal compliance, with particular emphasis on the following:

1. Strong management and support for all aspects of the BPA’s Board and Board Committees including meetings, appointments, elections, Board inductions and training. 

2. Proactive management of the BPA’s needs concerning membership, this to include our obligations as a member of the International Paralympic Committee as well as our relationship with the organisations that form the membership of the BPA.
  
3. Compliance with corporate governance requirements, particularly UK Sport’s Code for Sports Governance. As part of the compliance with the UK Sport Code, this role will lead on the requirement for robust Diversity and Inclusion Action Planning.

4. Compliance with corporate legal obligations such as Health and Safety legislation, Data Protection/GDPR. 

5. Take the lead on the BPA’s ambition to become a Disability Confident employer.


KEY RESPONSIBILITIES IN DETAIL:

1. Strong management of all aspects of the BPA’s Board governance 

· Board members
· Lead the processes for Board elections and appointments, in accordance with the requirements of the BPA’s Articles
· Take ownership for inductions and ongoing training for Board members

· Constitution
· Ensure all requirements of the BPA’s Articles/Bye-laws and Terms of Reference are met
· Ensure all Board Committees are properly constituted and properly run

· Meetings
· Take lead responsibility for Board meetings, including agendas, logistics and minutes
· Ensure all policies the Board is responsible for are reviewed and updated on time
· Assist and support Board sub-Committees with terms of reference, agendas, logistics and minutes

· Administration
· Oversee Directors’ documentary requirements (Fit and Proper Person declarations, Conflicts of Interests etc)
· Ensure the BPA meets all filing requirements (eg Companies House, Charity Commission)
· Ensure administrative support is provided to the Board as needed; ensure the Compliance & Governance Assistant is well-briefed to provide that support.


2. To lead on all BPA membership matters

· Membership of the BPA in its capacity as the UK’s National Paralympic Committee (NPC)
· To fully understand the BPA’s rules and conditions for our members
· To determine the steps required to monitor member compliance with the BPA’s Member Handbook and the rules of membership of the BPA
· To take ownership of AGM/NPC meetings, agendas, communications, minutes and logistics

· International Paralympic Committee (IPC)
· To ensure we understand our obligations as IPC members
· Ensure we report as required and meet our obligations

3. Compliance with corporate governance requirements

· Ensure the BPA complies with the UK Sport Code of Governance and oversee actions required to achieve compliance
· Lead the BPA’s contributions to sector-wide conversations about future reviews of the Code
· Lead BPA’s compliance with UK Sport’s enhanced requirements to produce Diversity and Inclusion Action Plans
· Lead the BPA’s working group to ensure Diversity and Inclusion Action Plans are implemented, with each BPA team being accountable for their own actions within these Action Pans 


4. Compliance with corporate legal obligations

· Data Protection
· Ensure our GDPR and data compliance policies are fit for purpose
· Embed policies in day-to-day practices at the BPA
· Keep policies and practices current as legislation changes

· Health and Safety
· Ensure BPA meets its employer obligations to provide a safe working environment 
· Ensure H&S is an integral part of Games-time environments
· Provide and oversee a practical H&S framework for staff working remotely


5. Lead the BPA’s ambition to become a Disability Confident employer

· Create an action plan for the BPA to achieve Disability Confident Employer status
· Lead a working group across the BPA to implement that action plan


6. Relationships

· Provide supportive line management to the Compliance and Governance Assistant (to be recruited) and play a proactive role in their learning and development
· Build effective working relationships with BPA senior management and all BPA teams
· Build effective working relationships with BPA Board members


7. Risk Management

· Take ownership of a compliance risk register reflecting key risks in all compliance areas across BPA teams (for example Safeguarding, Anti-Doping, Fundraising Standards).
· Ensure all teams manage their own compliance risks effectively and provide regular updates to the risk register, so that the Executive team has overall visibility of compliance risks.
· (Note, this role is not expected to be accountable for all areas of compliance across all teams, merely to ensure those teams are assessing and managing compliance)



PERSON SPECIFICATION

	KNOWLEDGE AND SKILLS

Essential
· Demonstrate at least 3 years’ experience in a compliance and governance role at a senior level.
· Demonstrate success in a portfolio comprising a wide range of different responsibilities
· Ability to create and deliver action plans in areas that have been under-resourced 
· Ability to engage and get buy-in from key stakeholders including staff, Board members and UK Sport
· Confident operating at senior management and Board level
· Excellent team management and development skills
· Willingness to engage in detailed tasks as well as taking a strategic lead
· Excellent knowledge of Data Protection requirements



Desirable
· Experience gained in a membership organisation
· Experience of helping an organisation to become more diverse and inclusive
· Knowledge of Disability Confident requirements and/or good understanding of disability issues in the workplace
· Knowledge of the national and international Paralympic movement
· Understanding of accessibility issues when developing information and resources


	BEHAVIOURAL COMPETENCIES AND QUALITIES

Essential
· Team player
· Committed, enthusiastic and motivated
· Pride in own work and that of the team
· Generates enthusiasm and support from others
· Flexible and adaptable 
· Shows a risk-based approach to setting priorities
· Ready to get hands dirty whilst also taking a strategic lead 
· Passionate about disability sport.














	
VALUES 
 
As an organisation we are committed to three values: excellence, respect and integrity. Every BPA employee is expected to adhere to: 
 
Excellence
Everything we do at the BPA reflects our ambition to be world leading. We care deeply about what we do and bring a flexible, positive and progressive approach to our interactions with others. Like the athletes that we support, we will always challenge ourselves and others to do better. 

Respect
Our relationships with each other, our partners and the wider community are based on respect, trust, and a deep-seated belief in diversity, inclusion and the value of our differences.  

Integrity 
We demand the highest standards from ourselves and others, seeking always to do the right thing and to engage with openness and transparency in all that we do. 
 
This job description and person specification is not to be regarded as exclusive or exhaustive.  It is intended as an outline indication of the areas of activity and may be amended from time to time in the light of the changing needs of the organisation through appropriate processes of consultation and the mutual agreement of both parties.  
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