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‘Learning and growing together through prayer, belief and love’



JOB DESCRIPTION & PERSON SPECIFICATION – WELFARE OFFICER

Contract:	Permanent
Hours:	16.5 hours per week (39 weeks)
Grade / Salary:		G03 SCP9 £11,232.00 Actual
Responsible to:	Headteacher/School Business Manager 

PURPOSE OF ROLE
· Provide comprehensive and inclusive medical and first-aid support to pupils
· Manage and support pupils with medical needs, ensuring a safe, calm medical environment
· Ensure the safe handling, storage and administration of medication according to Department for Education (DfE) guidance, Health & Safety legislation and safeguarding requirements
· Contribute to a strong, inclusive culture in which all pupils feel safe, cared for and supported
KEY DUTIES & RESPONSIBLITIES
Organisation of medical needs
· Oversee and supervise the day‑to‑day running of the Medical Room
· Ensure all work adheres to the school’s:
Supporting Pupils with Medical Conditions Policy,
First Aid Policy,
Health & Safety Policy, and
Safeguarding & Child Protection Policy. 
· Ensure safe management of students with medical needs in line with DfE statutory guidance 
· Maintain and update medical policies and procedures 
· Liaise with the school nurse, parents/carers, students, pastoral staff, SENCO and external medical professionals to ensure Individual Healthcare Plans (IHPs) are created, monitored and updated 
· Arrange referrals to the school nurse or other services as required
· Organise and coordinate staff training for medical conditions (e.g. asthma, diabetes, anaphylaxis, epilepsy), including the safe use of emergency medication, inhalers, auto‑injectors and defibrillators
· Liaise with NHS services, Public Health, diabetic specialist nurses and other relevant agencies. 
· Manage all aspects of medication handling, including:
– secure storage
– safe disposal
– monitoring expiry dates
– maintaining accurate electronic and manual records. 
· Order, audit and maintain medical supplies. 
· Support transition arrangements by collecting medical information for new students and updating school systems (e.g. Medical Tracker)
· Produce medical reports and data summaries as required
Organising of First Aid Provision
· Support the CPD lead in overseeing training needs for first aiders and maintain up‑to‑date staff certification records
· Deliver first aid to students, staff and visitors as required
· Assess, treat and monitor minor injuries, ailments or emergencies; summon emergency services when needed
· Ensure all incidents and accidents are recorded according to RIDDOR and HSE legislation
· Organise first-aid equipment and emergency kits for trips, visits and sporting events
· Conduct regular checks on emergency medication and ensure safe disposal of expired items
· Ensure medical equipment (defibrillators, inhalers, emergency kits) is checked and maintained
· Ensure parents supply additional emergency medical items where needed
· Ensure medication for educational visits is signed out, securely transported and returned promptly
· Manage the storage and custody of controlled drugs safely and legally
· Oversee disposal of clinical waste according to contractor guidelines
· Monitor and support the First Aid strategy, adjusting provision during staff absence or in response to complex medical needs
Administration
· Maintain accurate, confidential student medical records using Medical Tracker
· Produce and update medical protocols, procedures and relevant school policies
· Distribute and track medical consent forms; follow up on outstanding information
· Maintain up‑to‑date medical information from external agencies (e.g., NHS, CHC) 
· Coordinate procurement of first-aid and medical supplies, ensuring value for money
· Provide medical data reports for senior leaders and governors if required
ADDITIONAL RESPONSIBLITIES
· Ensure the Medical Room is clean, welcoming, and maintained to a safe standard 
· Work closely with HLT, SEND team, catering team, and external professionals on medical, dietary and allergy‑related matters 
· Provide accident/incident summaries for termly governor meetings 
· Maintain updated medical information on medical room noticeboards 
· Participate in regular first aid and medical training 
PROFESSIONAL REQUIREMENTS
· Work within safeguarding and child protection procedures; liaise with Designated Safeguarding Lead as required
· Undertake duties in line with the ethos and values of the school 
· Maintain confidentiality at all times
· Undertake any other duties commensurate with the level of the post as requested by HLT
· Commit to ongoing professional development. 
· Promote and model the school’s commitment to inclusion, equality and diversity.
PERSON SPECIFICATION
	QUALIFICATIONS & TRAINING

	Essential
	Desirable

	GCSE Grade A–C in English and Maths (or equivalent)
	Relevant medical, health or welfare qualification

	Level 3 Paediatric First Aid or a relevant nursing, health care, or welfare qualification
	

	EXPERIENCE

	Ability to work under pressure with changing priorities
	Previous experience in a clinical/medical/welfare role

	Strong interpersonal skills and ability to maintain good working relationships
	Experience working with children or young people

	Experience maintaining accurate records (manual and electronic)
	Experience in a busy school or healthcare environment

	Ability to maintain confidentiality at all times
	

	Ability to follow medical and safeguarding protocols
	

	Commitment to high standards of care and professionalism
	

	KNOWLEDGE & EXPERIENCE 

	Well organised with ability to plan ahead
	Knowledge of SEND and specific medical/health needs

	Excellent communication skills (written and verbal)
	Knowledge of safeguarding legislation

	Calm, patient and reassuring manner
	

	Ability to manage emergencies and follow procedures
	

	Ability to manage multiple priorities
	

	Strong problem-solving and common-sense approach
	

	Strong problem-solving and common-sense approach
	

	Empathetic, professional and diplomatic
	

	Ability to work effectively in a team
	

	Good knowledge of health and safety procedures
	

	Excellent ICT and record-keeping skills
	

	PERSONAL ATTRIBUTES

	Commitment to ongoing professional development
	

	Commitment to safeguarding and promoting welfare of young people
	

	Ability to maintain confidentiality
	

	Good attendance and punctuality
	

	Resilience, energy and enthusiasm
	

	Adaptability and openness to new ways of working
	

	Commitment to school values and ethos
	

	EQUAL OPPORTUNITIES

	Commitment to equality, diversity and inclusive practice
	

	Ability to work positively in a multicultural environment
	

	Commitment to collaborative working within the school community
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