

WANDSWORTH BOROUGH COUNCIL

CHILDRENS SERVICES DEPARTMENT

____________________________________________________________________________________


ASSISTANT HEAD OF CARE
GREENMEAD PRIMARY SCHOOL

Term Time Only (Monday – Friday 8.30am - 4.00pm)
Responsible to:  Head of Care and School Operations
Responsible for: None 

Grade: SO1 
JOB DESCRIPTION

MAIN PURPOSE OF THE JOB
To be responsible under the direction of the Head of Care and School Operations to provide support with regard to the welfare of children, support to staff at Greenmead, including liaising with staff, agencies and other professionals to maintain a high-quality environment for our pupils.  To be a part of the school’s Manual Handling team carrying out training, risk assessments and problem solving with therapists and class teams. 

MAIN RESPONSIBILITIES WILL INCLUDE:
Pupil Welfare
1. Liaise with catering company to organise appropriate menus for pupils

2. Problem solve catering issues

3. Liaise with parents to establish menu choices

4. Obtain scheduled feedback from classes re: school meals

5. Work with Head of Care and therapists to put in place bespoke meal plans where needed

6. Main point of contact for transport services

7. Log and chase transport related safeguarding information

8. Support parents in transport applications

9. Raise safeguarding transport concerns with Head of Care and providers where appropriate.

10. Work with Head of Care and School Operations to carry out tasks related to the dignity policy

11. Complete 6 monthly dignity audits and follow up

12. Infection control admin related tasks
Manual Handling

1. Be a Manual Handing Trainer
2. Lead and liaise with class based MHKW to make sure training is carried out in a timely yet appropriate way
3. Organise manual handling training schedule and monitor completion for all staff
4. Carryout Manual Handling Risk Assessments where required and ensure completion by other staff where appropriate.
5. Monitor manual handling equipment
6. Asses and organise replacement slings where needed
7. Be responsible for sling log including allocation and replacement details.
8. Working with Site Manager be responsible for sling testing.

9. Assist with Manual Handling Outreach services where needed.

Safeguarding
1. Be a part of the Safeguarding Team and have an active caseload attending CIN meetings, liaising with social workers and other professionals, being a key school professional to support parents.

2. Support parents and families with tasks such as form filling out DLA forms or self-referrals.

3. Organise parental training or information activities (non-teaching and learning related)
4. Point of contact for out of school respite
OTHER DUTIES AND RESPONSIBILITIES
1. Carry out any other duties appropriate to the job as required by the Headteacher.

2. Be a Mental Health First Aider

3. Be a First Aider

4. Organise and arrange training for First Aid

5. Deliver induction for new classroom staff on care aspects of their roles.
6. Maintain and update appropriate information posters (incl. First Aid, Safeguarding, Posters)

7. Assist out of school professionals with the organisation of in-school clinics.

8. Follow the school’s safeguarding policy and procedures and report any concerns to the DSL both in relation to Child Protection.

9. To attend relevant CPD and keep up to date with any relevant refresher courses.

10. Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person.

11. Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.

12. Contribute to the overall ethos, work and aims of the school.
This job description may be reviewed at the end of the academic year or earlier if necessary.  In addition, it may be amended at any time after consultation with you.

PERSON SPECIFICATION
The Assistant Head of Care plays a key role in the welfare and safety of pupils and staff in school and needs to have the following personal skills:

1. (a) Ability to work as part of a team and be able to cover appropriate job roles within the   

      wider admin team.
(b) Ability to prioritise the importance of jobs needing to be done and be an effective     

      manager of the time available.
(c) A calm manner and ability to work under pressure in a small but busy school
(d) Be an organised person and have a systematic approach to all aspects of the job
(e) Be observant and able to use initiative
(f) Be reliable and punctual 

2. Several years’ experience working in a care role within a special school or a children’s residential setting.
3. Health and Social Care diploma or equivalent 
4. Excellent IT knowledge and skills
5. Excellent numeracy/literacy skills.
6. An ability to respect the need for confidentiality. 


