
 

 

Job Description 
 

Job Title: Head of Inclusion and Safeguarding 

Grade: Leadership Scale, points 6 – 10 

Reporting to: Headteacher 

Responsible for: Inclusion and Safeguarding 

 

The overall purpose of the post is to support the leadership of the school in: 

• Realising the vision, values and aims of the school through robust school self-evaluation, clear school 

improvement planning and strong professional practice 

• Establishing the policies through which they should be applied 

• Managing staff and resources effectively 

• Monitoring progress 

• Implementing child protection policy and procedures and ensuring all children are safeguarded 

The main areas of responsibility for the role are: 

• Leading the inclusion team so as to secure high expectations, effective deployment of resources and improved 

learning outcomes for all pupils. 

• Liaising with external networks, partnerships and providers to coordinate effective provision and support local fair 

access arrangements. 

• Senior designated person for safeguarding including child protection to include: Ensuring safeguarding practice, 

policies, procedures, systems and training are robust, up-to-date and implemented by all staff. Attendance at a 

range of child protection/safeguarding meetings as required 

• Senior Lead for behaviour, student well-being, pastoral care, equalities, duties and pre-school/after school 

provision, school council and student leadership programme, enrichment, parental engagement and attendance.  

• To work alongside colleagues to support, train and ensure quality first teaching and specialist support as deemed 

suitable. 

• To work closely with curriculum leaders to make sure that the curriculum is relevant, accessible and engaging for 

all pupils. 

Key Outcomes/ Activities: 

Strategic Development 

• To contribute to the development of strategies, policies and practices aimed at raising standards of attainment 

and achievement throughout the school. This includes taking a clear strategic lead on ensuring the Pupil Premium 

raises standards in the school and narrows the gap for those vulnerable groups. 

• To provide regular progress updates to SLT in relation to Inclusion, SEN and pastoral care to ensure we are fully 

aware of all associated successes, issues and concerns. 

• Liaise with the SEN and Safeguarding governors to update them and keep them informed of decision-making, 

quality assurance and policy review. 



• To assist with the formulation, communication and monitoring of the School Improvement Plan, particularly in 

relation to inclusion, ensuring concerns and ideas are considered, and that all staff understand our priorities and 

the part they play in achieving these. 

• To regularly update and monitor the effectiveness of our Inclusion and safeguarding policies including SEN, 

Behaviour, Safeguarding and Equality Plan 

• To lead on aspects of the School Improvement Plan. 

• To play a significant role in training and coaching colleagues. 

Teaching and Learning 

• To develop, with colleagues, effective ways of overcoming barriers to learning and sustaining effective teaching 

through the analysis and assessment of pupil needs. 

• Monitor pupil achievement and set targets for improvement so as to raise standards of pupils’ learning and 

achievement.  

• Working with the inclusion team to ensure effective provision mapping is in place. 

• To maintain good partnerships between parents and school and liaise effectively with external agencies so as to 

promote and secure maximum support for pupil learning. 

Leading and Managing Staff 

• Lead and manage the inclusion team including SENCo, specialist SEN teachers, SEN support staff, Key Stage 

progress leaders, attendance support officer and school support officer. 

• To take part in the recruitment and selection of staff. 

• To undertake administrative duties and to become familiar with the MIS system (SIMs). 

• Be available to attend governing body meetings when necessary. 

• To promote Health and Safety, ensuring that policies and guidelines are followed. 

• To lead staff meetings, staff INSET and parents’ meetings as appropriate. 

• To take a leading role in appraisal; to monitor planning/work, target setting, assessment and classroom practice; 

to mentor staff and/or trainee teachers or teaching assistants. 

• To offer advice and support to teaching colleagues regarding their training needs, in line with priorities set out in 

the School Improvement Plan, including planning and leading training and development opportunities related to 

the inclusion. 

• To ensure that all newly appointed staff have adequate support as part of their initial and ongoing induction. 

• To work alongside other leaders and advisory staff involved in supporting the development of inclusive practice 

across the school. 

• To meet, monitor and support staff who it is felt require a coaching and support plan, or the support of the 

school’s capability process. 

Behaviour Management 

• To make sure that support, provision and supervision is of a high standard throughout the day including before 

and after school, at break times and lunch times. 

• Ensure that all staff know, understand and implement policies relevant to the role, including inclusion, behaviour 

and anti-bullying and equalities and to keep these policies under review. 

• To keep the school’s behaviour policy under review and make suggestions for change. 

Parents and the Community 

• To work in partnership with other leaders to ensure the school develops and maintains strong relationships with 

parents and carers. 

• To encourage parents to support their child’s learning through attendance at school events and organising 

relevant sessions. 

• Managing own performance and development 

• Demonstrate resilience and resourcefulness. 

• Take responsibility for own professional development and attend and participate in relevant training, sharing the 

knowledge and ideas gained with colleagues 

 



Use of Resources 

• To identify appropriate resources to promote and support the achievements of all children and ensure they are 

used efficiently, effectively and safely. 

• Oversee and monitor appropriate budget allocations in liaison with the Headteacher and School Finance Officer. 

 

The duties and responsibilities highlighted in this Job Description are indicative and may vary over time.  Post holders are 

expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade 

has been established on this basis. 

 


