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Welfare Assistant
NJC Pt 5-6
 £16,850 - £17,154 - Actual
33 hours per week, term-time plus training days only  

Job Description

Responsible to
:


Deputy Headteacher (Behaviour & Safety)

Supervision Exercised:

None

Hours:




8:30am-3:45pm with 30 mins lunch
Main Scope of Job:


To provide a welfare service for pupils and staff 

Duties and Responsibilities
A. Medical/First Aid
1. Ensure the operation of the Medical Room as the welfare centre for pupils, staff and visitors to the school.

2. Be responsible for the use of the Medical Room and ensure that it is maintained to a high standard of hygiene and tidiness.

3. Administer immediate first aid to pupils/staff/visitors suffering accidents or illness; including administration of Epipens to pupils with allergies and injections if required.
4. Prepare and oversee care plans for pupils with conditions requiring long term medication; including asthmatics, diabetics, etc.

5. Liaise with external agencies including the School Nurse and other Health and Social Care professionals

6. Act as the first point of contact for pupils when they are feeling unwell.

7. Liaise with Year Learning Co-ordinator/Home School Liaison and Attendance Officer/Deputy Head with regard to sending pupils home.

8. Inform parents promptly when pupils are sick or injured.
9. Maintain accurate day to day records when pupils visit welfare and when pupils are sent home unwell or injured.

10. Arrange for sick or injured pupils to be taken to hospital and arrange for parents to accompany or meet with pupils at hospital. Travel to hospital if necessary.
11. Give immediate advice to Headteacher in the event of a suspected infectious disease.

12. Keep securely and appropriately any medicines which pupils have to bring into school and liaise with parents about out of date medicines.
13. Keep medical records up to date; drugs in/drugs out; necessary paperwork for inspections, etc.
14. Complete accident forms; report serious accidents to the Health and Safety Executive; give Headteacher the Accident Book each month.

15. Order sanitary towels and tampons.

16. Order and maintain a stock of relevant First Aid equipment.

17. Ensure that First Aid boxes around the school are well stocked and prepare First Aid boxes for trips, ensuring that pupils with specific medical needs are catered for.

18. Be vigilant for signs of child abuse, neglect, bullying, eating disorders, drug or alcohol abuse and take appropriate action to inform the Deputy Headteacher (Designated Safeguarding Lead) when any such evidence is detected.

19. Keep accurate records on substance abuse or other medical problems.
20. Assist with data entry and clerical duties for the pastoral team.

21. Keep logs of pupils in relation to Covid-19 – absence and isolation.

22. Coordinate and distribute PPE supplies.
B.
Administration
1. Be responsible for Lost Property and its prompt return to pupils.

2. Organise second hand uniform (wash/iron) for loan or resale to pupils.

3. Assist in the maintaining of accurate and up to date pupil files and records, filing all relevant information as the need arises.   

4. Maintain medical information on SIMS.
5. Circulate and publish medication plans.
B. General
1. Pass on messages to staff and pupils.
2. Attend and assist with school activities such as Open Evenings, Year 7 Intake Evening and Consultation evenings (where there might be a need to consult with parents of pupils with specific medical needs). 
3. Take part in the professional development programme for school staff.

4. Comply with school policies with regard to conduct and dress.
5. Train to cover for colleagues in the pastoral team as required. 
6.      Carry out any other duties commensurate with the level of responsibility of the post as shall reasonably be requested by the Headteacher.

D.
Equal Opportunities
Understand and act in accordance with the Equal Opportunities policies of the School with regard to staff, pupils and visitors.
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Welfare Assistant

Person Specification

A.
Qualifications
1. The post holder should have a good education and be willing to learn.

2. A current First Aid Certificate is essential. We may consider offering training for the right candidate.
3. Some clerical/IT skills are desirable.

B.
Experience
Experience in a school or working with young people is essential and experience with secondary age young people is preferred.

C.
Personal Qualities

Personal qualities should include the following:

1. The ability to form good working relationships with adults and young people.

2. Tact, patience and awareness of confidentiality of information.

3. The ability to show initiative whilst being aware of the need to seek advice/authority from the Line Manager on occasions.

4. Good timekeeping.
5. Willingness to attend courses as required in order to keep up to date with health and first aid matters.

6. An adaptable approach and the ability to juggle a variety of tasks.

7. A sense of humour.
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