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Dear Colleague, 

I am delighted that you are interested in a 
position with us at Veritas Educational Trust (VET). 

This is a really exciting time to be considering 
joining our Trust as we move towards opening 
Bishop Arden, our second 11-18 secondary school 
in the London Borough of Hillingdon, and establish 
a strong central Trust team to support our schools. 
Our first school, Bishop Ramsey, is an extremely 
successful and consistently oversubscribed Church 
of England school and our staff team is supportive 
and considerate. The caring ethos makes Bishop 
Ramsey a rewarding place to work. We are 
committed to ensuring high standards and high 
aspirations, of active participation and of creating 
emotionally rich learning environments. This is an 
important part of the character of our Trust as we 
grow to include primary and also special school 
provision. We value our close local partnerships 
and genuinely collegial way of working.

We recognise that an excellent working 
environment requires excellent support and we 
are committed to providing exceptional training as 
well as support for staff wellbeing. 

I also appreciate that members of staff have 
families, personal commitments and lives beyond 
school and we go above and beyond what is 
expected in many schools to ensure that staff can 
fulfil these responsibilities also. Recognising and 
supporting our staff to get a good balance is very 
important to me. 

As a Church of England Trust, VET has a caring 
Christian ethos and we value inclusion and 
diversity highly and actively celebrate our 
differences as a staff body and as role models 
for our students. We recognise that it is not 
necessary to be a practising Christian in order 
to support our Christian ethos and therefore 
we welcome applications from candidates from 
any background. I do hope that the information 
enclosed here inspires you to make an application 
and look forward to welcoming successful 
applicants to our learning community for 
interview.

Dr Hilary Macaulay 
Executive Head, Bishop Ramsey School
CEO, Veritas Educational Trust

INTRODUCTION  
FROM OUR CEO

"THIS IS A REALLY EXCITING 
TIME TO BE CONSIDERING 
JOINING OUR TRUST AS WE 
MOVE TOWARDS OPENING 
BISHOP ARDEN, OUR SECOND 
11-18 SECONDARY SCHOOL IN 
THE LONDON BOROUGH OF 
HILLINGDON"
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OUR VALUES  
AND AIMS
VERITAS EDUCATIONAL TRUST,   
WHERE ALL ARE VALUED

OUR VALUES
Wisdom  The knowledge and experience to make good decisions and sound judgements.

Courage  The determination to persevere when faced with challenges and to act with integrity.

Respect  To show consideration and care for self, others and our environment.

OUR AIMS
• Every learner is an empowered learner.

• Every lesson is an excellent lesson.

• Every day at school is a rich experience.

• Every relationship is a positive encounter.

• Each school community looks outwards and beyond.
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HILLINGDON AND THE 
SURROUNDING AREA

1 Pathway in Ruislip Woods
2 Manor Farm House in Ruislip, 

built in the 16th century
3 Hillingdon Court Park
4 View across Ruislip Lido
5 Windsor Street in 

Uxbridge town centre
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The name 'Hillingdon' appears in the Domesday 
Book (1086) and Veritas Educational Trust has 
its offices at Ruislip in the northern part of the 
London Borough of Hillingdon.

Hillingdon is a large borough and borders the 
London Boroughs of Harrow, Ealing and Hounslow 
to the east and the counties of Buckinghamshire 
and Berkshire to the west and Hertfordshire to 
the north.

With excellent transport routes, including being 
the home of Heathrow airport, and with easy access 
to the A40, M4 and less than half an hour by train 
or tube into the centre of London, the borough 
benefits from many first-class schools, a wide 
variety of restaurants and different types of housing.

With a wealth of green spaces and parks, 
Hillingdon enjoys the advantages of being 
a London borough but has the feel of a 
suburban oasis.

A short drive or train ride across the northwest 
boundary into Buckinghamshire leads to the 
uncrowded, beautiful rolling green English 
countryside of the Chiltern Hills, most of which 
is designated an Area of Outstanding Natural 
Beauty (AONB), and a little further north west 
is Oxfordshire.

Many of our staff live in the surrounding Home 
Counties and choose to travel the relatively short 
distance into London to work.
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INFORMATION 
ABOUT THE POST
HEAD OF GOVERNANCE SERVICES 
Grade/salary 34-38, £40,566 - £44,628 per annum, 
pro rata (Actual salary: £24,340 - £26,777)

Working pattern Three days a week of  which 
one day based at the Trust offices. Full time with 
flexible timings to include evening meetings.

Reporting to Chair of Trust Board

Direct reports Clerking team members 

Contacts (internal) CEO, Trust Board, School 
Leadership Teams, other staff, Trustees and Members 
of the Trust (assistant and/or substitute clerks)

Contacts (external) LDBS, DfE/ESFA, Companies 
House, local authority, legal advisors, insurance 
brokers/providers, local Deaneries, Area Deans, 
parents/carers and students/pupils of schools 
within the Trust, other schools within the local 
authority and neighbouring local authorities as 
required

MAIN PURPOSE OF THE POST
• To ensure that the business of the Trust 

Board is conducted smoothly and efficiently 
in accordance with the Trust’s Articles of 
Association, relevant schemes of delegation, 
legislation and regulation.

• To be the adviser to the Board on procedural 
matters, securing the Trust’s compliance with all 
statutory and legal requirements.

• To take on the role of Head of Governance 
Services and as such play a central role in the 
effective governance and administration of 
the Trust and be responsible for ensuring high 
standards of governance across the Trust.

KEY TASKS AND RESPONSIBILITIES
1 To provide advice

• Advise the Members, Trustees and its committees 
on governance legislation and procedural 
matters where necessary including before, 
during and after meetings. 

• Advise and assist Trustees with respect to their 
duties and responsibilities.

• Have access to appropriate legal advice, support 
and guidance, and where necessary seek advice 
and guidance from third parties on behalf of the 
Trust.

• Monitor changes in relevant legislation and the 
regulatory environment and take action including 
informing and advising the Trust of any changes 
to its responsibilities as a result of any changes.

• Create and maintain the Governance Handbook

• Create a programme of and ensure high-quality 
training for Members, Trustees and Executive 
Team

• Offer advice on best practice in governance, 
including on Board and committee structures, 
and self-evaluation.

• Ensure that statutory policies are in place, and 
are revised when necessary with the assistance 
of staff. 

• Organise and advise on the annual calendar of 
Board and subcommittee meetings.

• Send new Members and Trustees induction 
materials and ensure they have access to 
appropriate documents, including any agreed 
Code of Conduct.

• Contribute to the induction of Trustees when 
taking on new roles, in particular Chair or Chair 
of a committee.

2 To provide effective administration of 
meetings and Trust business

• Working closely with the Chairs, CEO and 
other members of the Executive Team where 
appropriate convene, support and minute 
all meetings of the Members and Trust Board 
(including the Annual General Meeting and 
committees of the Trust Board); prepare 
appropriate agendas, ensure suitable papers & 
the agenda are distributed in a timely manner 
(at least seven days in advance of the meeting) 
and related decisions are communicated and 
implemented as appropriate.

• Ensure meetings are quorate. 
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• Record attendance at meetings (and any 
apologies, whether they have been accepted or 
not) and take appropriate action in relation to 
absences, including advising absent parties of 
the date of the next meeting.  

• Draft minutes of meetings, recording decisions 
accurately and objectively clearly indicating 
timescales and responsibilities for actions, and 
send drafts to the Chair and the CEO where 
applicable.

• Circulate the reviewed draft to relevant parties 
within the timescale agreed. 

• Follow up any agreed action points with those 
responsible and inform the Chair and CEO 
(where appropriate) of progress prior to the next 
meeting.

• Liaise regularly with the Chief Operating Officer 
to ensure timely financial reporting and audit 
process.

• Co-ordinate the recruitment, induction, 
training and support of members of the 
Clerking Team

3 Membership 

• Advise Trustees and appointing bodies in 
advance of the expiry of a term of office, so that 
elections or appointments can be organised in a 
timely manner.

• Ensure procedures are in place for completing 
due diligence checks on prospective Trustees.

• Assist with recruitment of Trustees and facilitate 
the proper induction of newly appointed 
Trustees/Members to their roles.

• Chair those parts of the meetings at which 
the Chair is elected, giving procedural 
advice concerning conduct of this and other 
elections.  

• Maintain Registers of Pecuniary Interests and 
ensure the Record of Members’, Directors’ 
and Governors’ Business Interests is reviewed 
regularly and lodged within the Trust Offices.  

• Ensure Disclosure and Barring (DBS) checks 
have been carried out on any Trustee when it is 
appropriate to do so.  

• Maintain a record of training undertaken by 
Trustees, the CEO and other members of the 
Executive Team.

• Maintain meeting attendance records and advise 
the Chair of potential disqualification through 
lack of attendance.

• Advise the CEO and Trustees on succession 
planning.

4 To manage information 

• Maintain up to date records of the names, 
addresses and Trust positions held/category of 
Trust body members and their terms of office, 
and inform any relevant authorities of any 
changes to membership including the DfE/ESFA 
and Companies House.

• Maintain copies of current Terms of Reference 
and membership of any committees and working 
parties and any nominated posts e.g. Child 
Protection, SEND.

• Maintain a record of signed minutes of meetings 
and ensure copies are sent to relevant bodies 
on request and are published as agreed at 
meetings.

• Maintain records of Trust correspondence.  

• Ensure copies of statutory policies, registers 
and other documents approved by the Trust 
are kept in the Trust Offices and published 
as agreed, for example, on the Trust website 
and individual academy websites, where 
appropriate. 

• Maintain and develop the Trust website (once 
established) ensuring information is up to date 
and accessible.

5 Act as Head of Governance Services

The Head of Governance Services is an officer of 
the company. In this role, the Head of Governance 
Services will be expected to assist the CEO in 
undertaking the following duties:

• Maintain and manage the company’s 
statutory books, registers, and governance 
documents e.g. the Articles of Association, 
Schemes of Delegation and Funding 
Agreements.
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• Complete and submit the Annual Confirmation 
Statement to Companies House for the Trust and 
the Trust’s trading arm (Veritas Enterprises Ltd).

• In consultation with the Trust Directors/Trustees, 
the Chief Operating Officer & the Auditors 
co-ordinate the preparation, publication, 
distribution and presentation of the annual 
report (including annual accounts).

• Ensure the submission of any other returns 
required to comply with company, charity & 
academy legislation, within the required time 
limits.

• Arranging the Annual General Meeting in 
accordance with the requirements of the Trust’s 
Articles of Association, issuing proper notices of 
the meetings, preparation of agenda, circulation 
of relevant papers and taking and producing 
minutes to record discussions and decisions 
taken.

• Informing Companies House of any significant 
changes in the company’s structure, for example, 
the appointment of and resignation of directors.

• Co-ordinate and oversee the required due 
diligence process for any new schools/
institutions prior to them joining the Trust.

• Provide induction, support, line management 
and performance appraisal for any assistant or 
substitute clerks to ensure consistency of house 
style.

• Maintain and monitor the Trust’s Risk Register 
and advise Trustees on changes where 
appropriate.

• In collaboration with the Chief Operating Officer, 
ensure adequate insurance is in place to protect 
the Trust and act as the main contact for all 
insurance queries and claims.

6 Personal development 

• Undertake appropriate and regular training and 
development to maintain his/her knowledge and 
improve practice; 

• Keep up-to-date with current educational 
developments and legislation affecting multi-
academy trusts and school governance; 

• Participate in regular performance management. 

7 Additional services 

You may be asked to undertake the following 
additional duties:  

• Clerk any statutory appeal committees/panels 
the Trust is required to convene. 

• Maintain a file of relevant Department for 
Education (DfE) guidance documents.  

• Maintain archive materials.  

• Prepare briefing papers for the Trust, as 
necessary. 

• Conduct skills audits and advise on training 
requirements and the criteria for appointing new 
Members, Directors and Governors, relevant to 
vacancies.

• Perform such other tasks as may be determined 
from time to time.  

8 General 

• To understand and apply Trust policies in relation 
to health, safety and welfare. 

• To attend relevant training and take responsibility 
for own development. 

• To respect confidentiality at all times. 

• To participate in the performance and 
development review process, taking personal 
responsibility for identification of learning, 
development and training opportunities in 
discussion with line manager. 

• To comply with individual responsibilities, in 
accordance with the role, for health and safety in 
the workplace.

• To ensure that all duties and services provided 
are in accordance with the Trust’s Equal 
Opportunities Policy.
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E Essential  D Desirable  A Assessed by application  I Assessed by interview process

Qualifications and requirements E D A I

Two A-levels, college diploma or university degree or substantial experience in 
a similar role providing secretarial and administrative support at board/senior 
management/governing body level 

● ●

Completion or part completion of the National Clerks’ Development Programme 
or be willing to complete the programme

● ●

An Assistant Company Secretarial qualification is desirable but not essential ● ●

Experience E D A I

Previous successful experience of providing a clerking or assistant company 
secretarial service

● ●

A comprehensive knowledge of the legal requirements associated with Academy 
Trusts and/or Multi-Academy Trusts (MATs)

● ● ●

Skills and abilities E D A I

Literacy and numeracy skills ● ● ●

A very high standard of written communication; capable of minuting discussions 
effectively, accurately and appropriately given the sometimes sensitive, subject 
matter  

● ● ●

Able to compile well-written and grammatically correct documents and letters ● ●

Computer literacy: ability to produce a range of documents and reports, 
including non-standard reports, using Microsoft Office applications and database 
functions 

● ●

A bility to operate from an impartial position on all matters, upholding 
confidentiality and integrity, as well as punctuality and reliability  

● ●

Excellent interpersonal skills, including listening and influencing skills, tact and 
discretion and the ability to be sympathetic to the needs of others

● ●

Positive approach to flexible working and willingness to be proactive in driving 
through improvements

● ● ●

Ability to develop and maintain effective computerised and manual filing systems ● ●

Excellent time management skills and ability to organise and prioritise workload 
to achieve deadlines, working under pressure at times 

● ●

Able to use own initiative to make informed judgements with limited supervision 
and guidance

● ●

Ability to investigate complex queries and anomalies when required ● ● ●

Ability to take a proactive approach to tracking action points from meetings and 
correspondence, in liaison with the staff, agencies and managers concerned

● ●

PERSON 
SPECIFICATION



9

E Essential  D Desirable  A Assessed by application  I Assessed by interview process

Skills and abilities Continued E D A I

Co-ordination skills when arranging meetings and appointments ● ●

Commitment to equalities and the promotion of diversity and the safeguarding of 
young people in all aspects of working

● ● ●

Knowledge E D A I

Knowledge of governance procedures in a MAT ● ● ●

Knowledge of educational legislation, guidance and legal requirements ● ● ●

Knowledge of the respective roles and responsibilities of Trustees, Governors and 
senior leaders within a multi-academy Trust

● ● ●

Knowledge of a range of IT systems, including Microsoft Office applications ● ● ●

Knowledge of computerised and manual filing systems when applied to governance ● ● ●

Knowledge of data protection legislation ● ● ●

Staff will be expected to have an awareness of and work within national legislation 
and school policies and procedures relating to health and safety and data 
protection

● ● ●

Special requirements* E D A I

Be able to work at times convenient to the Trust Board including evening meetings ● ● ●

Be able to travel to meetings ● ●

Be available to be contacted at mutually agreed times ● ●

Be in sympathy with the aims and ethos of the Trust ● ● ●

*Whilst it is expected that the majority of the work carried out will happen on site, the post holder will 
be provided with a laptop as there will be some flexibility in terms of working from home.
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APPLICATION AND  
SELECTION PROCESS
OUR CANDIDATE CHARTER
We want every candidate to have an informed, 
engaging and positive experience, and to 
support this we’ve created our Candidate Charter 
which outlines our commitment to you.

We will: 

• provide you with clear, accurate and timely 
information; 

• give you the opportunity to ask questions – and 
we will ensure you get the answers you need; 

• respond to enquiries promptly, and usually within 
24 hours during the working week; 

• adopt a fair and consistent assessment process; 

• make sure you have all the documentation 
and details you need for an interview, well in 
advance;  

• provide you with real insight about what it’s like 
to be part of our team; 

• ensure all offers are fair and equitable; and 

• seek feedback on your experience at every 
opportunity, so we can continue to improve.

In return we ask that you: 

• be honest and upfront about your experience, 
aspirations and motivations; 

• provide open and accurate information when 
submitting an application; 

• always give yourself the best opportunity to 
succeed – research who we are and how we 
work; 

• let us know if situations change in relation to 
your interest – and help us understand why;  
and 

• prepare yourself for interview and let us 
know how we can support you.

OUR COMMITMENT TO YOU 
• Transparency We will treat you with respect, 

honesty and fairness. 

• Protecting your privacy We will ensure your 
information is secure and handled sensitively. 

• Understanding You will be given everything you 
need to make informed decisions. 

• Showcasing talent We will provide a good 
opportunity for you to share your skills, 
experience and potential. 

• Feedback We will provide constructive feedback 
professionally and promptly. 

• Listening We welcome feedback and we will act 
on what you have to share. 

• Inclusivity Our hiring decisions align with our 
commitment to create a high-quality, diverse and 
inclusive workforce.

WE WANT EVERY CANDIDATE TO HAVE AN INFORMED, 
ENGAGING AND POSITIVE EXPERIENCE – OUR CANDIDATE 
CHARTER OUTLINES OUR COMMITMENT TO YOU
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SAFER RECRUITMENT 
IN EDUCATION

Veritas Educational Trust is committed to 
safeguarding and promoting the welfare of 
children and young people and requires all staff 
and volunteers to demonstrate this commitment 
in every aspect of their work. 

The aims of our Safer Recruitment Procedures 
are to help deter, reject or identify people who 
might abuse children or are otherwise unsuited 
to working with them. 

WHAT WE WILL PROVIDE 
All applicants for all vacant posts will be 
provided with: 

• a job profile outlining the duties of the post, 
including safeguarding responsibilities; 

• a person specification which will include a 
specific reference to suitability to work with 
children; and

• a Veritas Educational Trust application form. 

All applicants will be required to complete this 
application form, containing questions about their 
academic and full employment history and their 
suitability for the role. 

In addition, all applicants will be required 
to account for any gaps or discrepancies in 
employment history. 

REFERENCES 
References will be requested at the selection 
stage directly from the referee. They will be asked 
about: 

• the referee’s relationship with the candidate; 

• details of the applicant’s current post and salary; 

• performance history and conduct; 

• any disciplinary action involving the safety and 
welfare of children, including any in which the 
sanction has expired; 

• details of any substantiated allegations or 
concerns relating to the safety and welfare of 
children; and 

• whether the referee has any reservations as to 
the candidate’s suitability to work with children. 

• If the referee has any reservations, the Trust/
school will ask for specific details of the concerns 
and the reasons why the referee believes the 
candidate may be unsuitable to work with 
children. 

INTERVIEWS 
At least one member of each interview panel 
will have completed Safer Recruitment Training. 
The selection process for every post will include 
exploration of the candidate’s understanding of 
child safeguarding issues. 

PRE-EMPLOYMENT CHECKS 
An enhanced DBS check is required for all 
successful applicants. Prohibition and overseas 
checks will also be completed if necessary.

VERITAS EDUCATIONAL 
TRUST IS COMMITTED 
TO SAFEGUARDING AND 
PROMOTING THE WELFARE OF 
CHILDREN AND YOUNG PEOPLE
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HOW TO APPLY  
FOR THIS POSITION

INFORMATION FOR APPLICANTS

CLOSING DATE
The closing date for applications is  
Thursday 2 June 2022 at 12 noon with 
interviews commencing in the week beginning 
Monday 13 June 2022.

APPLICATION FORM 
An application form is available online at  
www.bishopramseyschool.org/page/default.
asp?pid=398. 

It must be completed in full and applicants 
should directly address the skills and experience 
outlined in the person specification. An Equal 
Opportunities Monitoring Form must also be 
completed and this can be found at the  
same link. 

Please email your application to: 
ccuthbert@academicis.co.uk

EXPENSES
Veritas Educational Trust will reimburse reasonable 
travel and accommodation costs to candidates 
attending interviews. You should retain copies of all 
receipts in relation to expenses incurred.

MORE INFORMATION
To discover more about this exciting opportunity, 
need any further information or if you wish to have 
an informal discussion, please contact Charlotte 
Cuthbert at Academicis: 
ccuthbert@academicis.co.uk or
01223 907979/07799 763440.
 
We look forward to hearing from you.



Veritas Educational Trust
c/o Bishop Ramsey School 
Hume Way
Ruislip
Middlesex HA4 8EE

T 01895 639227

A charitable company limited 
by guarantee, registered in 
England and Wales no. 7724916


