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St Mary’s School 

Cambridge 

 

Legal and Compliance Officer 

 

Job Description 
 

St Mary’s School, Cambridge is an independent day and boarding school for girls aged 4 to 18. 

 

Situated in the heart of the academically and culturally vibrant city of Cambridge, the School offers a 

safe and secure learning environment for girls. A Christian school in the Catholic tradition and 

founded on the principles of Mary Ward, we have a unique approach to education and an 

atmosphere which fosters a love of life and learning, while growing the academic talents and 

spiritual wellbeing of each individual girl, from within. 

 

At St Mary’s School, Cambridge, we don’t offer a one-size-fits-all education; we provide renowned 

pastoral care, understanding and individual support that encourages girls to look beyond 

themselves, so that they enter adulthood aspiring to be more and to give more, not just to have 

more. 

 

There are 170 girls in our Junior School and 470 girls in our Senior School. A fifth of the girls at the 

school are boarders. Reflecting the cosmopolitan community of Cambridge, 14% of students at the 

school are from overseas, from 34 countries.  Building on our 400 year tradition, St Mary’s School, 

Cambridge belongs to an active international network of over 200 Mary Ward schools worldwide, 

presenting many exciting and innovative opportunities for its students.  

 

There has been major investment in new facilities at the school over the past five years: a new Junior 

School; a new Sixth Form Centre; new provision of Art & Photography; the creation of our Science 

Hub and this year our new boarding facility, Mary Ward House. Longer term major projects are for 

the investment in sport both regarding our playing fields and development of a boat house with one 

of the city rowing clubs. 

 

Cambridge is an outstanding place to live and work. As a University centre, the city has the cultural 

advantages of a much larger settlement but with a population of just 128,000 it is a safe, clean and 

attractive location. The city with has an international reputation owing to its world ranking 

University with which the school has multiple and growing links. As the heart of Silicon Fen, the 

school benefits from the digital and enterprise communities in the various high tech science parks 

and enterprise hubs. Addenbrookes is a key teaching hospital and again the school has excellent 

links. We are within easy travelling distance of London (50 minutes by train) and 30 minutes from 

Stansted Airport.  

Above all, St Mary’s School, Cambridge is a very happy place. We have an excellent local reputation 

for being very friendly and nurturing and yet ambitious for the young women in our care enabling 

strong progress to next steps at university, the world of work or a GAP year. The staff are 

exceptionally dedicated and a very close knit community and our girls are genuinely delightful. 

 

 



 

 

Job Title: Legal and Compliance Officer  

 

Accountable to: As a member of the non-teaching staff, the Legal and Compliance Officer will 

report directly to the Bursar.  

 

Key Relationships: Headmistress, Deputy Heads, Head of Juniors Head of Development &  

  Fundraising, IT & Data Director, Health & Safety  Manager, the Boarding, 

  Admissions and EYFS teams, the Executive Officer, the Operations Manager 

  and the Head of Human Resources 

 

Job Purpose:  This is a senior and responsible post which offers the opportunity for  

   involvement at the heart of the School’s business in a challenging, busy and 

   continuously changing environment. The Legal and Compliance Officer will: 

 

• Ensure that all legal and compliance aspects of the School are 

appropriately structured and discharged including policies, 

procedures and practices being  regularly updated to maintain 

compliance, both legislative and of the Independent Schools’ 

Inspectorate. 

• Ensure that staff are aware of compliance and stay up to date with 

current regulations. 

• Advise the Senior Leadership Team on all aspects of regulatory 

compliance 

• Offer advice with regards to the legal arrangements for strategic site  

development and assist in their delivery  

• Provide support to the Designated Safeguarding Lead on Child 

Protection and Safeguarding policies 

• Offer advice with regards to legal compliance regarding 

Development and Fundraising activities 

• To act as Data Protection Officer for the School taking such pro-

active steps as may be necessary to ensure effective security, 

management and processing of data (for pupils, parents and 

employees) in accordance with the statutory obligations  and advise 

the School on all aspects and risks with regards to Data Protection 

legislation. 

• Provide administration support to the Designated Safeguarding Lead 

with regard to child protection matters 

 

Key Responsibilities 

 

• In consultation with the Executive Officer to the Governors, ensure the Governors are 

regularly updated on legal and compliance aspects of the School’s activities and any 

legislation changes that affect these.  

• Have an oversight of regulatory compliance in all areas including, the Independent Schools 

Standards Regulations, National Minimum Standards for boarding, Borders Agency 

Sponsorship, EYFS statutory framework, DfES guidance etc. 

• Undertake training and to be involved in the training of others (e.g. through CPD/INSET 

and/or addressing Senior Leadership Team/ Governors) 



• Further develop policies, procedures and practices to ensure that compliance is maintained 

as per best practice 

• Maintain up to date knowledge of all relevant legislation and regulations and to liaise with 

other schools on compliance issues 

• Ensure recruitment procedures and the Single Central Register are compliant  

• Ensure that School policies and procedures remain fully compliant with all legislation and 

regulations 

• Maintain the register of all policies, including reviewing timescales and accountabilities and 

a log of evidence that the policies are followed in practice 

• Work alongside the Senior Leadership Team in maintaining the process for ensuring that all 

policies are reviewed on a timely basis by the appropriate staff and that any changes are put 

into practice  

• Ensure that all School policies and procedures are approved by the appropriate designated 

staff, are read and acknowledged by staff, adhered to and that practices are revised in 

accordance with changing legislation and regulations 

• Carry out the relevant staff training 

• Maintain the Child Protection and Prevent Training registers and   

 ensure staff, peripatetic teachers, volunteers and sports coaches have read and understood 

 the latest Keeping Children Safe in Education (KCSIE) part 1 and relevant staff have 

 completed an annual ‘Suitability’ declaration form.  

• Support the Designated Safeguarding Lead with administrative support connected to 

confidential material as necessary. 

• Support the Designated Safeguarding Lead with matters arising from social service referrals 

as necessary. 

• Draft and review routine and core legal documents and standard sections of non-routine 

and/or more specialised documents  

• Advise on legal process including Memoranda of Understanding 

• Review all existing contractual documentation to ensure it meets best practice standards  

• Update the school parental contract and documentation to reflect legislative changes and 

best practice as required 

• Carry out other projects or duties as required by the Bursar 

 

General responsibilities 

  

• Build and maintain good working relationships with all colleagues at St Mary’s  

• Assist as necessary in other areas at St Mary’s at peak times  

• Work at all times towards the aims and goals of St Mary’s and any individual objectives and        

targets you may have agreed  

• Pro-actively to identify areas for improvements at St Mary’s 

• Act in accordance with Data Protection principles at all times  

• Adhere at all times to St Mary’s Operational and Employment policies and procedures  

• Take responsibility for own Health and Safety and that of your colleagues  

 

This job description is not necessarily comprehensive and the position holder will be required to 

carry out such other duties as may be reasonably required within the general scope and level of the 

post. 

 



 

 

 

 

Person Specification 

 

 

 
ESSENTIAL DESIRABLE 

EDUCATION / 

QUALIFICATIONS 

• Degree level or relevant 

qualification 

• Law qualification 

 

KNOWLEDGE & 

EXPERIENCE 

• Knowledge of school 

inspection requirements and 

relevant areas of legislation 

e.g. Health & Safety desirable 

• The ability to interpret 

legislation and other laid down 

procedures and be able to 

explain the requirements in 

simple, practical terms to non-

specialists. 

• Excellent IT skills, including 

advanced word processing and 

database experience  

• Project management skills and 

experience are required to 

manage wider programmes for 

the school via the adoption of 

appropriate project 

management methodologies  

• The ability to think ahead and 

draw up schedules of review 

and follow-up as necessary 

 

 

• Knowledge of ISI 

inspection 

requirements including 

the minimum 

standards for boarding 

schools 

• Knowledge and 

understanding of how 

independent boarding 

and day schools 

operate 

 

 

SKILLS & 

ABILITIES 

• Proven organisational skills, 

capable of multitasking, 

planning ahead and delivering 

to tight deadlines 

• Ability to remain calm under 

pressure, organise time 

effectively, creating work 

schedules, prioritising 

workload and meeting 

deadlines. 

 

• Ability to be proactive in 

seeking solutions to enable 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ter

ms 

and Conditions 

 

The post is term time only and part-time, working 24 hours per week. Ideally this will be three full 

days; however we are willing to be flexible if the preferred candidate would rather work the hours 

over 4 days. It should be recognised that this is a senior position within School, and at times long 

hours will be required so we require a degree of flexibility. A competitive salary will be offered 

commensurate with the successful candidate’s skills and qualities.  

The full time salary equivalent is £45,000pa.  

 

Benefits 

 

• 25 days holiday plus Bank Holidays (pro-rata for term time only posts). Holidays cannot be taken 

during school term; instead the equivalent will be added to your salary. 

• Contributory pension scheme 

• Fee remission of 33% for staff (pro rata for part-time staff) with a daughter at the School. This is 

in accordance with the School’s policy which may be subject to change 

• Free school lunch 

• Cycle to work scheme 

• Child care voucher scheme 

conclusion of tasks 

• The ability to handle 

confidential and sensitive 

information with tact and 

discretion 

• Experience of communicating 

confidently and effectively at 

all levels, both verbally and in 

writing, adapting style to suit 

the audience.  Able to 

maintain confidentiality.   

• The ability to interpret 

legislation and other laid down 

procedures and be able to 

explain the requirements in 

simple, practical terms to non-

specialists. 

• Effective problem solving skills 

and uses their own initiative  

• Able to work independently 

with initiative but also as a 

flexible team player 

 

PERSONAL 

QUALITIES 

• Professional 

• Conscientious 

• Dedicated and reliable 

• Self-motivated 

• Calm under pressure  

• Highly organised 

• Commitment to St Mary’s 

values and aims 

 



 

 

 

Parking 

 

Please note that St Mary’s is an inner-city school, with limited parking. Candidates who have been 

offered a post will be invited to apply for a parking space for which there is on occasion, a waiting 

list. If available, full time staff are offered a maximum of 4 days parking. For part time staff this 

allocation is reduced if the number of working days is 4 or less. 

Applications 

 

The closing date for applications is 9.00am on Tuesday 28 March 2017.  

We are all members of one community and must therefore endeavour, at all times, to maintain 

positive working relationships with all colleagues, treating others with the same level of 

professionalism, respect and politeness that we would wish for ourselves. In addition, you are 

required to work in pursuit of our core aim, which is to ensure every student’s aspirations, 

capabilities, interests and talents are recognised, nurtured and celebrated. We pride ourselves on 

our academic standards, extra-curricular provision and pastoral care. Your performance in this 

regard will be judged by your outcomes relating to work, attitudes and professional behaviours. 

 

You are required not to undermine fundamental British values, including democracy, the rule of law, 

individual liberty and mutual respect, and tolerance of those with different faiths and beliefs. 

 

The school is committed to safeguarding and protecting the welfare of children and young people 

and expects all staff and volunteers to share this commitment. The five outcomes of the Every Child 

Matters Agenda are central to the way you carry out your responsibilities – these are developing 

students’ awareness of:  

 

• Be healthy 

• Staying safe 

• Enjoying and achieving 

• Making a positive contribution 

• Economic well-being 

 

Child Welfare and Child Protection Issues 

 

The interview for this post will include exploring issues relating to safeguarding and promoting the 

welfare of children including: 

 

• Motivation to work with children and young people. 

• Ability to form and maintain appropriate relationships with children and young people. 

• Emotional resilience in working with challenging behaviours. 

• Attitudes to the use of authority and maintaining discipline. 

 

Any relevant issues arising from the take up of references will be discussed at interview. 

 

The school is an equal opportunities employer.  We are committed to safeguarding and promoting 

the welfare of children and young people and expect all staff and volunteers to share this 

commitment.  Successful applicants are subject to an Enhanced Disclosure and Barring Check. 

 

 


