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	School/Department or Research Centre
	Governance and Quality Enhancement Division (GQE) within University Secretary’s Group (USG)


	Role Title

	Legal Adviser (Governance and Student Contract)

	Responsible to

	Head of Division, GQE 

	Responsible for

	Policy Adviser (Governance and Compliance)

	Salary/Grade
	Grade 8: £ 44,746 - £56,535 (with progression possible to £63,606)


	Hours

	1.0 FTE (35 hours and 45 minutes per week) 

	Contract Basis

	Open Ended 



	Role/Subject Specific Information


	
This post is formally positioned within the Governance and Quality Enhancement Division within the University Secretary’s Group (USG). The Vice-Principal & University Secretary leads the USG. 

The postholder provides effective support and counsel to the Vice-Principal & University Secretary and to senior officers and staff at all levels of the University across specific areas of the student contract, corporate governance and compliance. They are an integral member of the broader team responsible for institution-wide governance, assurance, and risk oversight, under the Assistant Secretary, Governance and Quality Enhancement. They lead on the development of legal policies, frameworks, and training programmes, and collaborate closely with colleagues at a senior level across the University to embed best practice, advising on and taking account of legislative changes.

The postholder is the University’s Designated Data Protection Officer. Please note that the contract of employment will provide definitive details on provision of the above.




	Role Purpose


	Under the headings of governance and compliance, the postholder provides support to specific areas of corporate governance, and in particular, in relation to the University’s statutory and regulatory obligations around data protection and freedom of information. The postholder is required to cultivate a deep understanding of the higher education regulatory 
environment, advising on regulatory or legislative changes that would impact 
the University and providing appropriate advice and guidance to internal stakeholders. 

Under the general heading of Student Contract, the postholder provides counsel and support in relation to complaints, PVG and criminal conviction disclosure, student discipline and fitness to practice, and academic appeals. The postholder oversees and manages directly a caseload in relation to the above.

Under both headings, the postholder will provide expert advice and recommendation on appropriate action, and maintain a central repository of such action, thereby establishing a robust record, appropriate case law, and evidence to enhance practise.  

The postholder will demonstrate effective communication that meets the needs of a range of stakeholders, including students, staff, Court, Senate and Senior Leadership Team members, professional, statutory and legislative bodies. 




	Division Information

	The post is positioned within the Division of Governance and Quality Enhancement as shown below:





	Principal duties or key objectives

	The postholder will:

	

	Provide effective, accurate and timely advice, in written and spoken form, on legislative and compliance matters to a range of internal and external stakeholders, including the University Court, Senior Leadership Team, individual academic staff and managers, internal auditors, minimising the costs of external advice. 


	Inform and advise senior bodies and staff within the University about their obligations to comply with data protection laws. The postholder will monitor compliance with the GDPR and other data protection laws, providing oversight and management of internal data protection activities.  They will provide advice on data protection impact assessments, develop staff, and conduct internal audits. The postholder will be the first point of contact for supervisory authorities and for individuals whose data is processed (eg students and staff). The postholder will be provided with support in respect of all of the above.

	Draft responses to consultations and calls for evidence issued by a range of statutory and governmental bodies, including the Scottish Government, Scottish Public Services Ombudsman, the Scottish Information Commissioner, and by sector representative bodies, including Universities Scotland, Committee of Chairs.


	Draft, develop and publish policy and procedural documents and supporting guidance as directed by the Vice-Principal & University Secretary.


	Provide effective advice on University procedure and policy, including corporate governance, to a range of internal and external stakeholders, to ensure that the University remains compliant with current and emerging legislation, briefing senior staff on the potential implications for the University. 


	Advise on contractual documentation relating to collaboration agreements or concerned with delivery of the student experience or services contracted with, or involving, students. 


	Liaise with and formally instruct the University solicitors on the advice of the Vice-Principal & University Secretary or other designated senior staff member.


	Provide an effective and proficient secretariat to senior committees of the University as directed by the Vice-Principal & University Secretary. This will include identified committees and working groups of the Court and Senate. In relation to this element, specific responsibilities will include provision of policy and regulatory advice.


	Direct the central co-ordination and manage a caseload of individual student cases that arise from the application of the University’s academic and student regulatory framework.


	Perform the role of Secretary to such working groups or boards concerned with statutory compliance as directed by the Vice-Principal & University Secretary. 


	Provide an effective and proficient secretariat to formal Student Disciplinary, Fitness to Practise hearings. This will include providing accurate regulatory, policy and procedural advice to the panel and to the student/respondent, and managing effectively the follow up process, including responses to respondents, and reports of panel meetings.


	Review and develop policy and regulations in response to issues arising from the consideration of Student Discipline and Fitness to Practise hearings, or arising from complaint management or the benchmarking of university practise, including practise across the HE sector. Provide reports quarterly and annually to the Court and to the Senate in relation to the above.


	Review and ensure ongoing maintenance of student-facing terms and conditions, and oversee the University’s compliance with consumer law.


	Develop and maintain appropriate contacts across the University and externally to ensure understanding of the University and the legal requirements and issues impacting it. Proactively establish strong linkages and effective liaison with the Students’ Union in relation to the SU’s role in providing advice and guidance to students.

	Provide line management for the Policy Adviser, promoting personal and career development setting clear expectations and supporting and facilitating wellbeing.





	Be responsible for the effective management of Freedom of Information requests, and interpret the applicability of exemptions, consider disclosure in the context of the public interest test and provide advice and guidance to colleagues at all levels within the University. The post holder will be required to draft detailed legal responses to relevant external bodies, including the Office of the Scottish Information Commissioner. 


	Develop and deliver training to staff on handling student related cases, and on legislative and statutory compliance issues, working in partnership with other University services.


	Draft detailed responses to external requests for reports or responses to student complaint matters, for example from the Scottish Public Services Ombudsman.


	Collaborate with colleagues to plan and develop strategy as part of the annual strategic planning exercise, to review University governance, procedures and regulations, and to improve the processes and services delivered to students and staff. 


	Maintain records and files in accordance with the University’s records management standards.


	Liaise with external organisations and other universities for the purposes of professional updating, benchmarking and dissemination of good practice.


	Represent the University’s interests on external networks in line with the scope of the role, and as requested by the Vice-Principal & University Secretary.



	Person Specification – Essential
	Person Specification – Desirable

	Degree in Law.

Demonstrable Post Qualifying Experience. 

	
Knowledge and experience of Higher Education policy.

	Demonstrable understanding of data protection laws and practices, including of the GDPR.
	Experience of servicing senior level committees, including provision of  


	An understanding of the University’s contractual relationship with its students and a wide range of other stakeholders.
	Experience of delivering training activities

	Excellent written, verbal and inter-personal communication skills, with high level drafting skills and demonstrable experience of producing legal and policy advice and contracts.
	Experience of dispute resolution.

	Ability to make significant judgements independently, and where the solution may not be immediately apparent, and provide effective advice and recommendation. 
	

	Excellent organisation skills, with proven ability to proactively manage a varied and demanding workload within timescales, to include well-developed prioritisation skills.
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