Pupil Welfare Manager

 Scale:  			Scale 3
Location: 			Kingsford Community School
Posts Supervised: 		None
Responsible to: 		Member of the Leadership Team
Other Relationships:	All school staff, students, visitors & External Agencies

EQUAL OPPORTUNITIES
The Council 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.

Basic Objectives of the Post:
To assist with the general care, safety and welfare of pupils and staff within the school. 

To be accountable for ensuring that duties for which you are responsible are undertaken effectively.

Welfare Duties and Responsibilities

1. To assist with general welfare of children e.g. toileting (including cleaning and changing of soiled children), dressing, washing of hands etc.

2. To have experience of working with pupils representing a range of abilities and needs.

3. To give practical assistance in training children in general hygiene.

4. To care for newly sick and injured children, where appropriate.

5. The ordering, control and usage of medical supplies within the whole school.

6. The checking of medications held e.g. Epipens for date use.

7. To accompany a child when necessary to and from hospital: if required, to stay with the child until the parent(s) or other responsible adult(s) arrive; escorting children home when necessary.

8. To supervise children and give general assistance during their school medical examinations. The organisation of all medical surveys, vaccinations etc. to include the administration of appointments and communication with parents. This would cover such things as dental surveys and B.C.G. vaccinations.

9. To accompany teaching staff and children on school educational visits.

10. To undertake supervision during school break periods morning and lunch sessions.

11. To have an understanding of Health and Safety at work and/or willing to undertake training to keep abreast of the requirements.

12. To provide administration for student medical records and ensure these are kept up to date.

13. Experience in writing or is willing to learn to write pupil care plans.

14. Implementation of signage around the school.

15. To be an official school First Aider

16. Have an overview of staff welfare training and monitor the requirements for the students

This job description is subject to annual review and the responsibilities may vary in light of changing school needs.

Equal Opportunities and School Vision

To ensure commitment to the implementation of the school vision.

Commitment to school policies on Equal Opportunities and Learning Support, including inclusion of students.

Confidentiality and sensitivity which is essential when dealing with parents and students of the multi-cultural school.

Hours of Work

[bookmark: _GoBack]The working hours for this post are 36 hours per week 
Monday to Friday with one hour for lunch each day.









Person Specification
All requirements listed in this specification must be (a) essential to the post and (b) assessable within the selection process.

	FACTOR
	REQUIREMENT
	METHOD OF ASSESSMENT

	Education
	Basic Literacy and Numeracy
	Application Form / Interview

	Experience
	Experience of working with young people
	Application Form / Interview

	Skills
	Ability to work with children both patiently and tactfully; ability to communicate clearly; ability to deal with children’s personal and other crises;  ability to provide guidance and counselling; to be outgoing and helpful throughout the work day.

Ability to work without constant supervision, to provide assistance as and when required, to seek work when unoccupied; to think clearly in emergency situations.
	Application Form / Interview









Interview

	Awareness
	Of the needs of children in school surroundings of basic Equal Opportunity principles and of the need to provide children a high standard of care.
	Interview

	Abilities
	Ability to effectively work under pressure to tight deadlines.

Ability to independently carry out work to a high standard.

Ability to effectively prioritise and organise workload.
	Application Form

	Confidentiality
	Ability to exercise confidentiality and discretion  
	Application Form

	Communication 
	Ability to communicate effectively with students, parents, staff and external agencies
	Application Form / Interview

	Team Work
	Ability to work as a member of a team. Ability to work flexibly in order to meet the needs of the school. Good attendance and punctuality.
	Application Form / Interview



