Job Description:
Grade:			SO1
Spinal range:		Spinal points 29 -31
Reporting to:		People Policy and Compliance Manager
Accountable to:  	Chief People Officer
Location:		Cross College – Harrow, Richmond or Uxbridge
Hours:			36 hours per week, 52 weeks per year 


Purpose of the Role:

The Policy and Compliance Lead will develop, implement, and monitor HRUC’s college policies, processes and compliance frameworks. 

Working with the People Policy and Organisational Compliance Manager, to ensure that policies and practices are compliant with relevant legislation and statutory requirements, professional duties, responsibilities and obligations relating to Education including GDPR, policies and procedures.


Key Responsibilities:
Corporate Policy Management and HR Policy:
1. Develop, review, and update HRUC’s policies to ensure compliance with legal and regulatory requirements. 
2. Collaborate with internal departments to ensure policies are implemented effectively and communicated clearly across the College. 
3. Maintain an up-to-date central repository for policies that is easily accessible for staff. 
4. Create policy review schedules and implementation plans to align with best practices and legislative changes.

Policy Development and Implementation:
5. Participate in the research, creation, review and implementation of college policies, ensuring alignment with legislative requirements and HRUC’s objectives. 
6. Draft engaging clear communication of policies, articulating the benefits as well as providing guidance and updates to staff where necessary. 
7. Collaborate with the People and OD team to identify improvements with policies and procedures to enhance compliance and operational efficiency.

Compliance Monitoring and Reporting oversight:
8. Implement processes to monitor compliance with internal policies and regulatory requirements, including safeguarding, data protection, and equality laws risk.  Highlighting concerns and ensuring risk mitigation and controls are put in place. 
9. Undertake compliance audits and create and communicate HRUC’s compliance status reports to Senior Management.
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Mandatory Training Oversight:
10. Create a compliance monitoring system to track the completion of mandatory training programmes and ensure all employees fulfil their training obligations. 
11. Support your line manager in ensuring that mandatory training is completed by staff in areas such as safeguarding, EDI, and health & safety.

Data Management and Reporting:
12. Maintain accurate records of compliance activities, including mandatory training completion, Single Central Record (SCR) audits, and policy adherence. 
13. Create reports on compliance status for senior management, identifying key trends, risks, and areas requiring improvement. 
14. Work with the Employee Data and Insights team to ensure data is consistently collected and analysed in order to create compliance insights, include metrics to Senior management to aid decision making. 

Stakeholder Engagement:
15. First point of contact for compliance, policy, and complaints-related queries from staff, and senior management, and external bodies as directed. 
16. Build and maintain strong relationships with internal and external stakeholders to ensure policy are properly adopted, and to meet best practice in compliance and policy management.

General Responsibilities:
17. Stay informed on best practices and legislative changes in compliance and policy development.
18. Promote and ensure the safeguarding and welfare of children, young people, and adults at risk within HRUC.
19. Support the Assistant Director in embedding a culture of compliance and accountability across HRUC.
20. Undertake additional duties as required to support the Employee Experience function.





Further Education is an ever-changing service, and all staff are expected to participate constructively in college activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.








Person Specification
	Qualifications
	Essential
	Desirable
	How assessed? *

	1. Good general level of education (to GCSE level or equivalent including Maths and English at Grade C or equivalent)
	ü
	
	AF/Cert

	2. Educated to Level 3 or equivalent in a related field.
	ü
	
	AF/Cert

	3. Professional qualifications or experience in compliance, legislation review and policy management.
	
	ü
	AF/Cert

	Knowledge, Skills, and Experience

	4. Minimum of 3 years’ experience in a Compliance and Regulatory role
	ü
	
	AF/IV

	5. Proven track record of implementing a compliance framework, and monitoring progress
	ü
	
	AF/IV

	6. Ability to understand and implement legal regulations, policies, and guidance 
	ü
	
	AF/IV

	7. Strong working knowledge of safeguarding, GDPR, Equality and Diversity laws
	ü
	
	AF/IV

	8. Excellent IT skills, including proficiency in Microsoft Office, SharePoint, and other relevant platforms
	ü
	
	AF/IV

	9. Proven ability to meet targets and strict deadlines
	ü
	
	AF/IV

	10. Excellent IT skills with the ability to analyse data and create reports.
	ü
	
	AF/IV

	11. Ability to lead on project activity 
	ü
	
	AF/IV

	12. Methodical and thorough approach to work and attention to detail
	ü
	
	AF/IV

	13. Ability to devise and implement effective and efficient systems and processes
	
	ü
	AF/IV

	14. Experience in a similar role within the education or public sector
	
	ü
	AF

	15. Understanding of the importance of Equality and Diversity and Safeguarding in education
	
	ü
	AF/IV

	Personal Attributes

	16. High level of attention to detail and ability to maintain accurate records.
	ü
	
	AF/IV

	17. [bookmark: _Hlk179358507]Strong communication and interpersonal skills, with the ability to build positive relationships with staff and stakeholders.
	ü
	
	AF/IV

	18. A proactive approach to problem-solving and the ability to work independently.
	ü
	
	AF/IV

	19. Commitment to equality, diversity, and inclusion, and promoting a positive workplace culture.
	ü
	
	AF/IV

	20. Ability to work under pressure and meet strict deadlines.
	ü
	
	AF/IV

	21. The role is based at Campus with willingness to travel to different HRUC sites as needed.
	
	ü
	AF/IV

	22. Flexibility and adaptability to meet the evolving needs of the College.
	
	ü
	AF/IV



*Evidence of criteria will be established from:
AF = Application Form 		IV = Interview	T = Test (Micro-teach/Skills test)	
Cert = Certificates checked at interview/offer stage
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