


WELCOME 
FROM THE HEAD 

Russell Langdown 
Head of School 

Lawn Manor Academy is proud to be part of the Ascend Learning Trust. 

We were the first school to join the Ascend Learning Trust in 

September 2017 and we enjoy close links with all Ascend Learning 

Trust schools. We believe that within each child there is a real potential 

to achieve and that, as teachers, it is our job to ensure that this 

potential is met through their academic studies and high expectations. 

Lawn Manor Academy is an all-ability school and we place great 

emphasis on inclusive education. 

We have an excellent pastoral care system to support pupils and the 

community. We offer a rounded curriculum to suit children of all abilities 

with excellent facilities to support this. We take pride in the focus we give 

to each child as an individual and how we help them to develop and grow 

to achieve well and be a good citizen. 

We have an ambitious vision for our school with a robust strategy for 

achieving it. Our I Learn values are at the heart of our strategies for 

success. 

Working at Lawn Manor Academy is both rewarding and inspiring. We are 

an inclusive environment that celebrates diversity and different cultures 

daily. We are committed to extremely high standards of behaviour and 

have fostered an environment where the relationships that exist within the 

school, and the polite and respectful atmosphere that we enjoy, are 

commented on by all who visit our school. 

By teaching our pupils how to demand the best of themselves, we will send 

them out into the world ready to embrace the challenges they will meet; 

whether they are in the boardroom, on the stage, in the lab or on the 

sports field at home or abroad. A positive mind-set is important at Lawn 

Manor Academy. 

We take pride in "Inspiring and Creating Futures for All". 

Inspiring and Creating Futures for All 







 

Job Description - Student Services Officer 
 
Reports to: SENCO Co Ordinator 
 
Key Accountabilities as First Aider: 

• Ensure that urgent messages reach students. 
• To be the principle First Aider at Work, providing minor and emergency first aid to 

students and staff, advising on welfare matters and injuries, liaising with Student 
Support Team and School Nursing Service on matters of concern and contact parents 
as necessary. 

• Arrange for students transport to their home, doctor or hospital, seeking advice from a 
Year Leader or Senior Member of staff, if required. 

• Manage all the documentation associated with accidents, composing reports and 
communicating clearly to parents, staff, LA representatives, governors and Health & 
Safety Executive as appropriate, ensuring accidents are recorded in the accident book. 

• To use Arbor to locate student information and medical records and to amend where 
necessary. 

• Ensure all medicines brought in to school are stored appropriately in line with H&S 
policies, Medication policy. Maintaining records of medicines and liaising with parents 
and external nurses especially in relation to use by dates and administration. Supervise 
administration of medication and administer medication to students when required. 

• When requested by line manager to manage, compose, monitor and evaluate relevant 
policies relating to first aid, supporting students with medical conditions, administering 
medicines and storage of medicines. Including reporting to RIDDOR. 

• Be responsible for the welfare of students who access Student Services. 
Communicating with parents and agencies where appropriate when the welfare of an 
individual student is cause for concern, including referring students to Lawn Manor 
Education Mental Health Practitioner (Project Me) or other appropriate persons. 

• Liaise with the Safeguarding Team to ensure the welfare and support of students 
remains a priority at all times. 

• Work with the Academy Attendance Officer regarding non-attendance issues. 
• Developing good relationships with students based on trust, respect and support. 
• Supply staff responsible for trips information on students with medical conditions and 

/or medication. 
• Maintain and update the register of First Aiders on the school staff. 
• Maintain first aid stocks and be responsible for the First Aid Budget, ordering and 

checking of first aid supplies.  
• Maintain and re-stock first aid boxes throughout the school and those designated for 

use on school trips. 
 

Admin Accountabilities: 
• Deal with student queries. 
• Sign students in who are late, keep records of pupils who arrive late to school and 

manage the late detention system. 
• Sign students out when they leave the site, including students sent home due to illness. 
• Maintain accurate records. 
• Collect Safety Net daily record, circulate to SLT and student support team and assign 

consequences as necessary. 
• Collate packs for the induction / Admissions process. 
• Chase up information (e.g. data) from new students’ previous schools. 



 

• Deal with lost property and confiscations. 
• Provide admin assistance to the Academy including answering the telephone, dealing 

with incoming communication  
• Maintain manual and computerised records as appropriate. 
• Undertake typing and word-processing and other IT based tasks. 

• Collate and add individual student information to Arbor. 
• Report concerns. 

 
Person Specification 
Criteria which will be measured at application and interview 

• Requirement to hold a current First Aid at Work certificate (or willing to undertake). 
• Willingness to attend refresher course and re-new certificate FAW, including 

administration of medication. 
• To keep up to date with health and safety of medications and first aid requirements to 

support the academy maintain within the law. 
• Good interpersonal skills. 
• General clerical/administrative work. 
• Good numeracy/literacy skills. 
• Demonstrable knowledge of health and safety regulations and requirements within the 

relevant area. 
• Good understanding and ability to use relevant technology e.g. photocopier. 
• Keyboard/computer skills. 
• Willingness to participate in development and training opportunities. 
• Ability to work consistently as part of a team, understanding school roles and 

responsibilities and your position within these. 
• Highly developed interpersonal skills and the ability to relate well to students and 

Adults. 
• Initiative. 
• Flexibility. 
• A sense of humour. 
• A calm and confident manner. 

 
 
 

 










