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JOB DESCRIPTION
Job Title
: HEALTH & SAFETY EDUCATION COMPLIANCE LEAD 
Contract   : Fixed Term 12 months Possibility to become permanent  
Grade        : PO3 (36-39)  

Salary        : £47,181 - £50,269 PA FTE
Hours         : 3 days (4 days may be considered) per week between Monday-Friday, 8.30am-4.30pm + 5 days in the college holidays  




Pro rata salary
: £20,577PA - £22,099PA based on Term Time Only


Department
:
 Business Operations Services
Location
:  NCW

Reports to
: Strategic Compliance & Delivery Manager  
 
Purpose of the Job:
The Health and Safety & School Compliance Lead is responsible for ensuring that the College adheres to all relevant laws, regulations, statutory requirements, and internal policies applicable to its educational and residential provision.

The role provides professional support to leaders in the review, development, implementation, and updating of policies and procedures throughout the academic year. The post holder will assist with the preparation, coordination, and management of external inspections and audits, including those relating to education, residential provision, safeguarding, health and safety, and regulatory compliance.

The Health and Safety & School Compliance Lead will monitor and assess the College's compliance with legal obligations, safeguarding requirements, health and safety legislation, and recognised best practice standards. Working closely with the Senior Leadership Team (SLT), managers, staff, governors, students, and external agencies, the post holder will promote a culture of safety, accountability, continuous improvement, and regulatory compliance across the College.

Main Responsibilities:
Health and Safety

· Act as the College's operational lead for health and safety compliance.

· Assist in the development, implementation, and monitoring of the College's health and safety management systems.

· Undertake workplace inspections, audits, and compliance checks across College premises and residential accommodation.

· Support managers in the completion and review of risk assessments.

· Investigate accidents, incidents, near misses, and dangerous occurrences, ensuring appropriate actions are taken.

· Maintain accident reporting systems and ensure compliance with RIDDOR requirements where applicable.

· Monitor contractor compliance and support the management of contractor health and safety arrangements.

· Coordinate statutory inspections, testing, and certification programmes.

· Promote a positive health and safety culture through training, guidance, and awareness initiatives.

 Policy Management:
· Proactively manage a diary of policy and procedure reviews across the academic year, working with policy owners to ensure policies are compliant with all relevant statutory, legislative and regulatory requirements and that currency is maintained at all times.

· Liaise with the PA to the Principal and Clerk to Governors to ensure appropriate SLT and governance scrutiny and oversight of the policy management cycle.

· Liaise with the Marketing Department to ensure policies and procedures are disseminated to staff, parents and/or students in an appropriate format and in a timely manner. 

· Liaise with the Marketing Department to ensure the college website is compliant, and statutory policies are up-to-date at all times.
· Develop and implement processes to ensure staff, parents and students have read and understood all relevant college policies and procedures.

· Liaise with SLT to ensure policies and procedures are regularly reviewed and updated to reflect changes in legislation or best practice.
Compliance Management:

· Ensure the college’s operations comply with all relevant legislation, statutory and regulatory requirements.

· Ensure that the requirements documented in internal policies are embedded in practice. 
· Develop and implement processes for the identification, management, and reporting of compliance risks across the college.
· Identify and assess compliance risks and areas of best practice. Recommend mitigation strategies to the SLT. This may include but is not limited to auditing the Single Central Record (SCR), data protection (GDPR), health and safety, safeguarding.

· Advise the SLT on any compliance risks or areas of non-compliance issues, including proposals to mitigate risk.

· Prepare and submit regular reports on compliance matters to Governors.
· Oversee arrangements for local authority compliance/quality assurance visits, ensuring all pre-visit information and post-visit actions are compiled in a timely manner and in accordance with regulatory requirements.

Safeguarding and Child Protection:

· Ensure the college’s safeguarding policies are in place, up-to-date, and compliant with statutory requirements.
· Be responsible for the confidential record-keeping of low-level concerns, in liaison with HR and SLT where appropriate, providing reports and analysis to the Principal and/or Governing Body as required.

· Co-ordinate and administer safeguarding processes for visitors and/or hirers in line with regulatory requirements, liaising with departments across the college as required, including but not limited to HR, Facilities, Admin and Marketing.
Inspection Preparation and Inspection Support:
· Support SLT in all aspects of inspection preparation, including:
· Assisting in the preparation of the College Improvement Plan and any self-evaluation documentation as required.

· Provide administrative support to SLT in the run up to and during the education and residential inspections. This may require adaptation to usual working hours which will be reimbursed through overtime or TOIL.
Training and Awareness:

· Ensure that staff are aware of their responsibilities regarding compliance and provide guidance where necessary.
· Liaise with HR to ensure training requirements are met and can be evidenced.
Qualifications and Experience:

· Strong knowledge of UK educational regulations, safeguarding requirements, data protection laws, and health and safety regulations.

· Experience in a compliance role, ideally within an educational environment or similar regulated sector.

· Knowledge of safeguarding and child protection procedures.

· Familiarity with risk management processes and compliance audits.
· A relevant compliance or legal qualification, such as an ILM Diploma in Compliance or equivalent (desirable).
Skills and Abilities:

· Excellent attention to detail and ability to interpret and apply legal and/or regulatory requirements to the college environment.

· Strong communication skills, both written and verbal, with the ability to explain complex legal and regulatory matters to staff and governors.

· Ability to work independently, manage multiple tasks, and prioritise effectively.

· Strong organisational skills and the ability to maintain accurate records.

· A proactive and solution-oriented approach to problem-solving.

Personal Attributes:

· A commitment to maintaining the highest standards of integrity and confidentiality.

· A proactive, self-motivated individual with a strong sense of responsibility.

· Ability to work collaboratively with colleagues, governors, and external bodies.

Communications:
· Principal, Governing body, SLT, Parents, Personal Assistant to the Principal and Leadership Team, Data & Office Manager, HR Manager and Marketing Team.
· Members of staff across the school campus.
· External regulatory bodies.
Safeguarding Children
NCW is fully committed to ensuring the safety and well-being of students at the College. You are responsible for adhering to the College’s policies on Child Protection and for promoting and safeguarding the welfare of children and young people you come into contact with.
Equal Opportunities Statement
New College Worcester (NCW) is committed to becoming an equal opportunities organisation. It is committed to promoting equal opportunities and preventing discrimination. This policy applies both to service delivery and to its own employment practices. You will be willing and able to demonstrate commitment to NCW’s Equal Opportunities Policy.
Annual Review
This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of NCW in relation to the post holder’s professional responsibilities and duties.
This document is to be read in the context of the NCW Statement of Purpose, NCW Equal Opportunities Statement, and agreed policies of the NCW and the Conditions of Service as outlined in the individual employee’s contract.
PLEASE NOTE
This appointment is subject to two satisfactory and verified references, an Enhanced DBS Clearance and Registration, a medical clearance and a three-month probationary period.
May Day Bank Holiday and Celebration Day (Saturday end June / beginning July) are both working days for all members of NCW staff.

HEALTH & SAFETY EDUCATION COMPLIANCE LEAD
PERSON SPECIFICATION
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS

	· NEBOSH General Certificate in Occupational Health and Safety (or equivalent).

· Demonstrable experience in a compliance-related role, preferably within an educational environment or regulated sector.

· Strong knowledge of UK educational regulations, safeguarding policies, data protection (GDPR), health and safety, and other relevant legislation.

· Experience of conducting audits and risk assessments, ensuring compliance with statutory and regulatory requirements.
	· A relevant compliance or legal qualification, such as an ILM Diploma in Compliance, Certificate in Education, or equivalent 

· Experience in a school/college setting, including knowledge of statutory policies, procedures, and regulatory frameworks.

· Professional certification in risk management or data protection (e.g., DPO certification, risk management qualifications).
· Familiarity with Ofsted regulations and inspections.

	SKILLS AND ATTRIBUTES
	· Excellent attention to detail with the ability to interpret complex legal and regulatory information and apply it effectively.
· Strong organisational and time-management skills, with the ability to prioritise tasks and manage multiple deadlines
· Excellent verbal and written communication skills, with the ability to communicate complex issues clearly to staff, SLT, and governors.

· Ability to influence and work collaboratively with a wide range of stakeholders, including college staff, SLT, governors, and external agencies.

· Strong IT skills, including proficiency with Microsoft Office and compliance-related software.
	· Experience with compliance management systems and software for tracking audits, policies, and risk management processes.
· Knowledge of creating and delivering staff training sessions on compliance-related topics.
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