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 “With God, all things are possible” (Matthew 19:26)
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JOB DESCRIPTION 
Job Title:                 Welfare Assistant
School/Service:     St Mary’s & St John’s CE School	

Reports to:             Senior Administrator 
Grade:	                   NJC Point 5-6 £25,663 - £26,030 (actual)                             
Location:                Bennett House Campus, 
                                 Sunningfields Road NW4 4QR

Hours / Weeks     36 hours per week, Term Time (38 weeks) + 1 week 

	

Job Purpose

As a key member of the school support and administrative team, you will contribute to the efficient and effective functioning of the school welfare room in order to support the learning and achievement of the whole school community and ensure that the school is positively promoted to parents, visitors and the local and wider community at all times.



	Key responsibilities

Medical Duties 
· Responsible for the day to day First Aid needs of our pupils, administering basic health care and first aid for the purpose of providing appropriate care for ill or injured pupils
· Administer legally prescribed, labelled and dispensed medications, in line with written medical and parental permissions
· Keep personal first aid certificate up to date (If not already qualified, make themselves available for First Aid Training)
· Responsible for maintaining accurate first aid and accident records in line with school policy and procedure
· Ensure all first aid boxes are checked, replenished regularly and are in date
· Responsible for maintaining the medical room to a high standard of hygiene and cleanliness
· Keep a supply of clean clothes in case of “accidents”
· Inform relevant staff of any serious medical issues or accidents occurring at the school which required a phone call or a note home via the class teacher (in accordance with school policies)
· Call parents when pupils need to be collected if they are unwell
· Keep an asthma/allergy register and spare inhalers
· Monitor pupil epipens and inhalers across the school and ensure that all medication kept on site is stored in an orderly manner, is appropriately labelled and is in date. It will be the responsibility of the Welfare Assistant  to notify parents of any out-of-date medication and to arrange for this to be collected and replaced
· Make her/himself aware of, and familiar with, the school’s various medical and first aid policies and advise as appropriate
· Provide medical packs and essential medical information briefing sheets for all school trips ensuring that the staff know to collect and return the medical packs to the Welfare Room. It will be the responsibility of the WA to sign these kits in and out and to replenish their contents as and when required
· Liaise with line manager with regards to establishing and maintaining pupil care plans
· Liaise with parents and their child’s medics on specific medical needs

General Administrative Duties
· Check deliveries of office and medical supplies against delivery notes to ensure that these have been received complete.  Sign the delivery notes to confirm everything has arrived prior to forwarding to the school’s Finance department
· To undertake other administrative support as requested by the Executive Principal and School Business Manager, such as filing, distribution of letters to classes, etc.

Professional Behaviour
· To maintain high standards of professional behaviour towards colleagues and students
· To lead by example and to follow the School’s dress code and Code of Conduct
· To carry out duties in a friendly, helpful and professional manner
· To have a flexible approach and to be prepared for the unusual
· To uphold and actively support the School’s policies and procedures on the safeguarding of young people



This job description, in consultation with you, may be changed by the Executive Principal, to reflect or anticipate changes in the job commensurate with the salary and job title.

St Mary’s and St John’s CE School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
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