
Enrich Learning Trust
Job Description
	Name:
	

	Job Title:
	Head of Risk and Compliance

	Salary point range:
	SCP 32-36 (£42,839 - £47,181 per annum, FTE)

	Responsible to:
	Director of IT and Operations

	Responsible for:
	Outsourced Data Protection Officer relationship; Academy-based compliance leads (matrix management)

	Effective Date:
	



	Role and Context

	Purpose of Role:
	The Head of Risk and Compliance is a pivotal role providing strategic leadership across the Trust's risk management, health and safety, business continuity, and regulatory compliance functions. Working as part of the central team and reporting to the Director of IT and Operations, the post-holder will ensure the Trust maintains robust frameworks that meet the requirements of the Academy Trust Handbook, DfE standards, and all relevant legislation.
The successful candidate will work collaboratively with academy leaders, the Executive Leadership Team, and the Board of Trustees to embed a culture of compliance, operational excellence, and continuous improvement across all nine academies within the Trust.

	Key Responsibilities:
	Risk Management and Internal Audit:
1. Develop, implement and maintain the Trust-wide risk management framework based on the ICAEW four lines of defence model as referenced by the ESFA.
1. Maintain and update the Trust risk register, facilitating periodic reviews with Headteachers and the Executive Leadership Team.
1. Create and manage the annual internal audit programme, coordinating with external providers and ensuring findings are reported to the Audit and Risk Committee.
1. Support the Accounting Officer in preparing the annual statement on regularity, propriety and compliance.
1. Support the preparation of the annual internal scrutiny summary report for submission to the ESFA by 31 December each year.
1. Identify, assess and report on emerging risks, ensuring appropriate mitigation strategies are in place.
Health and Safety:
1. Provide strategic leadership for health and safety across the Trust, ensuring compliance with the Health and Safety at Work etc. Act 1974 and associated regulations.
1. Manage and optimise the Smartlog health and safety management system, ensuring all academies maintain accurate records of risk assessments, training, incidents and premises checks.
1. Liaise with Norfolk County Council Health and Safety services, ensuring the Trust benefits from NCC H&S policies, support, inspections and specialist curriculum advice.
1. Oversee accident and incident investigations, ensuring appropriate corrective actions are taken and trends are analysed.
1. Coordinate H&S training programmes and ensure staff at all levels receive appropriate health and safety instruction.
1. Ensure fire safety, first aid, and emergency procedures are in place and regularly reviewed across all academies.
1. Working with the Head of Estates to ensure the Trust meets DfE requirements for building safety, including asbestos management.
Business Continuity:
1. Develop and maintain Trust-wide business continuity plans, ensuring all academies are prepared for potential disruptions.
1. Coordinate regular testing and review of business continuity arrangements.
1. Ensure alignment with the Trust's IT disaster recovery plans and cyber security incident response procedures.
Data Protection and GDPR Compliance:
1. Manage the relationship with the outsourced Data Protection Officer (DPO), ensuring effective service delivery.
1. Assure and report GDPR compliance across the Trust using GDPRis.co.uk or equivalent systems.
1. Assure and report compliance with Freedom of Information (FOI) requests and Subject Access Requests (SARs), delivery continues to be the responsibility of the operational leaders, Head Teachers for Pupil data related items, Head of HR for Staff data related items and other operational leaders depending upon the nature of the request.
1. Ensure data protection impact assessments are completed for new processing activities.
1. Monitor and report on data breaches, liaising with the ICO where required.
Regulatory Compliance:
1. Support auditors to ensure compliance with the Academy Trust Handbook, monitoring changes and communicating requirements to relevant stakeholders.
1. Oversee website compliance, ensuring all statutory information is published correctly across the academy and Trust websites.
1. Support preparation for DfE assurance visits, Ofsted inspections and any other regulatory reviews.
1. Report immediately all material and significant breaches or potential breaches of regulations to the Director of IT and Operations and the CEO.
1. Develop and maintain compliance policies and procedures, ensuring they are accessible and understood across the Trust.


	General Duties:
	1. To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the Trust and the local authority.
1. To be a trained first aider and fire marshal.
1. To maintain staff and pupil confidentiality.
1. To undertake training as appropriate.
1. To participate in the performance management programme.





	Person Specification

	Essential Qualifications and Training:
1. Educated to degree level or equivalent professional qualification.
1. NEBOSH National General Certificate in Occupational Health and Safety or equivalent (or willingness to complete within 12 months).
1. Evidence of continuing professional development in risk management, compliance or health and safety.
Desirable Qualifications:
1. NEBOSH Diploma or IOSH Chartered Membership (CertIOSH/CMIOSH).
1. Internal Audit qualification (e.g., IIA certification).
1. Data Protection practitioner certification.
1. Business Continuity qualification (e.g., BCI certificate).


	Essential Experience:
1. Proven experience in a compliance, risk management, or health and safety role.
1. Experience of conducting risk assessments, audits and incident investigations.
1. Experience of developing and implementing policies and procedures.
1. Experience of working with multiple stakeholders and providing advice to senior leaders.
1. Experience of managing compliance management systems or software.
Desirable Experience:
1. Experience working within the education sector, ideally within a multi-academy trust.
1. Knowledge of the Academy Trust Handbook and DfE requirements.
1. Experience using Smartlog or similar health and safety management systems.
1. Experience of internal audit programme management.
1. Experience working with external regulatory bodies and auditors.


	Skills and Competencies:
1. Strong analytical and critical thinking skills with excellent attention to detail.
1. Excellent written and verbal communication skills, with the ability to present complex information clearly.
1. Ability to influence and educate teams at all levels, from site staff to Board of Trustees.
1. Strong organisational skills with the ability to prioritise and manage multiple workstreams.
1. Resilience and the ability to pursue goals despite obstacles and setbacks.
1. IT proficiency, including Microsoft Office applications and compliance management software.
1. Ability to build effective relationships with key stakeholders, both internal and external.
1. Sound judgement and the ability to balance safety, compliance and operational requirements.


	Personal Attributes:
1. Commitment to the Trust's vision and values.
1. Commitment to safeguarding and promoting the welfare of children and young people.
1. Proactive approach with the ability to work both independently and collaboratively.
1. Integrity and commitment to doing the right thing, even in challenging circumstances.
1. Flexibility to travel between academy sites across the Trust.
1. Full UK driving licence and access to own vehicle.




	General Information and Review:
1. The job specification details the main outcomes required and should only be updated to reflect major changes that impact on the outcomes for the job. Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
1. This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post-holder.
1. All work performed/duties undertaken must be carried out in accordance with relevant Trust policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve.
1. Post holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.


	Signature:
	Date:



