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JOB DESCRIPTION

Title of Job:
 Welfare Assistant 




Qualified: 



Unqualified:     

PERSON REPORTS TO:
School Business Manager & Head Teacher PA

STAFF SUPERVISED:
   
None

______________________________________________________________________________

PURPOSE OF JOB:
To take charge of the day-to-day health of pupils with the school.




To provide general welfare support for all school users




To act as the key First Aider at work for Godwin Junior School




To provide clerical support under the supervision of the School Business Manager and the Head Teacher PA

Key Tasks and Accountabilities:

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the postholder.  This is not an exhaustive list of all tasks that may fall to the postholder and employees will be required from time to time and as deemed appropriate by the Head Teacher.
______________________________________________________________________________

EQUAL OPPORTUNITIES:

Godwin Junior School has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.

_____________________________________________________________________________

DUTIES AND RESPONSIBILITIES

· Administer first aid and medicine to pupils as required including at break and lunch time.

· In keeping with the school’s policies – store and record the administration of medication appropriately

· Order first aid supplies as necessary and maintain all school first aid boxes on site

· Supervise the safe disposal/clearing of bodily fluids and ensure that appropriate cleaning equipment is used.

· Assist School Nurse with medical and screening appointments

· Using established administrative systems, maintain Accident and Incidents Book

· Care for and supervise sick children until passed to the care of their parents/carers.

· Liaise with relevant staff regarding medical and incidental information about pupils 

· Work within Child Protection Procedures and liaise with Designated Safeguarding Lead

· Be aware of the School’s Safeguarding Policy and procedures

· Ensure confidentiality of all medical information

Clerical 

· Undertake filing, photocopying, laminating, binding and reprographic work as required.

General 

· To undertake any training commensurate with the post

Show a responsible attitude to health and safety issues and have due regard for their personal safety and that of others.

The duties above are neither exclusive nor exhaustive and the post holder may be required by the Head Teacher to carry out appropriate duties within the context of the job, skills and grade.
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