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Job Description  

 
 

Job Title:   Safeguarding & Inclusion Administrator 
 
Accountable to: Senior Deputy Headteacher 
 
Job Purpose 

To provide high-quality administrative support to the Safeguarding, Attendance, Behaviour and SEND 

functions within the school. The postholder will ensure accurate record keeping, timely communication 

with staff, parents and external agencies, and effective support for safeguarding and inclusion processes, 

maintaining strict confidentiality at all times. 

 

Key Responsibilities 

Attendance 

• Monitor and review daily attendance emails, with specific focus on safeguarding and SEND 

students. 

• Flag concerns to Senior Leadership Group (SLG) and Designated Safeguarding Leads (DSLs). 

• Record attendance concerns and actions on RecordMy. 

• Complete attendance referrals to KCC when required. 

• Take minutes at attendance meetings relating to safeguarding and SEND students. 

• Produce and distribute percentage attendance reports to the Director of School (DOS) and SLG. 

Behaviour 

• Manage administration for weekly Headteacher and SLG detentions. 

• Communicate detention information to SLG, staff and parents via letter or email. 

• Arrange appropriate work or essays for detention sessions. 

• Log behaviour points on Edulink. 

• Record all behaviour incidents (including isolations, suspensions and detentions) on RecordMy. 

• Add suspensions to KELSI Front Door Services as required. 

• Send communications to parents regarding Nightowls and record accordingly on RecordMy. 
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Safeguarding 

• Receive safeguarding files for new students from previous schools, share with DSLs and ensure 

secure recording. 

• Maintain accurate safeguarding records on RecordMy, including DSL, student, parent and agency 

communications. 

• Take minutes from safeguarding meetings and telephone conversations when required. 

• Liaise with external agencies to arrange visits and support for students. 

• Maintain and update records of external agency involvement. 

• Ensure all safeguarding documentation is handled confidentially and in line with statutory 

guidance. 

 

SEND (Special Educational Needs and Disabilities) 

• Organise and maintain the counselling timetable for the school counsellor and students. 

• Provide general administrative support to the SENCo. 

• Log all SEND correspondence throughout the academic year on RecordMy. 

• Arrange meetings between the SENCo, students and parents as requested. 

• Attend EWT referral meetings to support the SENCo, ensuring all relevant documentation is 

prepared and administrative tasks are completed accurately and in a timely manner. 

• Participate in ND (“This Is Me”) referral meetings alongside the SENCo, taking clear and detailed 

minutes and maintaining accurate records. 

• Coordinate ND (“This Is Me”) appointments, including managing correspondence and 

communicating relevant information to students and teaching staff. 

• Maintain confidentiality and ensure all records and communications comply with school policies 

and procedures. 

 

This job description is not necessarily a comprehensive definition of the post, and the duties may be varied 
to meet the changing demands of the school at the reasonable discretion of the Headteacher. It will be 
reviewed once per year and may be subject to modification or amendment at any time, following 
consultation with the postholder. 
 


