Hillbrook Primary School
Welfare Officer
JOB DESCRIPTION
Responsible to:


Head Teacher, Deputy/Assistant Headteachers - both directly and via the school's management structure
Line Manager – Midday Meals Manager  
JOB SUMMARY
· To act as the primary First Aider for the school and be responsible for the day to day management of the welfare room and medical facilities in school, including maintaining stocks of first aid materials and kits.
· Keeping up-to-date and accurate records manually and electronically for all pupils.
· Ensuring good communication exists regarding health matters. Informing all who need to
know of all health issues and accidents – in school and at home.
· Contributing to the smooth running of the school and the maintenance
and creation of a safe and environment for all.
PRINCIPAL RESPONSIBILITIES
1. Be the school’s lead first aider.
2. Promoting the mental and physical welfare of all pupils.
3. Keeping all children safe from harm.
4. Assisting in a range of duties to support the social, emotional, physical and educational needs
of pupils.
5. Keeping clear and accurate records (written and electronic), keeping key adults informed
about children’s needs and conditions.
6. Making and maintaining contact with families and children who have suffered illness and injury and report concerns to the Designated Safeguarding Lead.
7. Ensuring current legislation is followed.
8. Liaise with professionals and outside agencies as required.
9. Ensure all Health and Safety procedures are followed.
10. Support the SLT and School Office with tasks needed to efficiently run the school.
11. Communicate well with all stakeholders.
12. Ensure appropriate data/information is input into SIMS and that computer data is handled in a strictly private and confidential manner, according to data protection principles GDPR. 

13. Record all first aid interventions daily and provide reports as required
14. Adhere to and maintain school routines and code of conduct.
15. Be prepared to take on other roles in a busy school day as required by the Headteacher.
JOB CONTENT
· Taking the very best care of all of our pupils, always being patient, kind and understanding of
their needs however big or small they may be. Keeping key staff informed. Offering care and comfort to pupils when needed.
· Looking after the Welfare room, keeping it tidy, safe and organised.
· Maintaining high levels of hygiene in the Welfare room.
· To act as the primary First Aider for the school and be responsible for the day to day management of the welfare room and medical facilities in school, including maintaining stocks of first aid materials and kits.

· Promoting the mental and physical welfare of the pupils.
· Caring for sick or injured pupils, administering first aid for injuries or sickness.
· Take a leading role when managing accidents and keeping the Headteacher
informed at all stages.
· Being aware of any particular medical condition of a pupil and giving necessary regular treatment or medication with the written consent of parents and in line with school policy, keeping key staff informed and up to date.
· Have knowledge of individual care plans and risk assessments for children with medical conditions and injuries as appropriate.
· Liaise with staff reasonable for overseeing children’s medical needs as appropriate i.e. School SENCo
· Support families and be an approachable member of staff in times of need.
· Keeping school medical records accurate and up to date at all times.
· Keep a record of incidents and produce reports as required.
· Helping to develop an awareness of personal hygiene in pupils.
· Liaise with the school nursing team and seek further advice where necessary for contagious
diseases
· Assist in arranging NHS visits/other visits & events i.e. dental hygiene, heights and weights etc.
· Supervising children 
· Accompanying individuals or groups of pupils on trips/visits or projects if needed under the
direction of teaching staff.
· Take an active role in the school’s fire evacuation procedures.
· Attending training courses relevant to the role.
· Supervise diabetics when they check their blood sugar levels

· Encourage pupils to promptly return to lessons to maximise their learning time, and not to 

use the first aid facilities for anything but a short time

· Monitor and maintain a register of students who have medicines in school and ensure a consent 

form is fully completed in each case. Supervise the taking of these at the appropriate time,

checking expiry date/dosages and make sure they are kept securely at all times.

· Organize clean clothes for pupils when required. 

· Complete the appropriate forms in the event of an accident at school.

Hillbrook Primary School
Welfare Officer 
	
	Essential
	Desirable

	Experience
	· Working under pressure with rapidly
changing priorities
· Held a post in a busy school or office
environment
· Working with people and maintaining
good relationships with them
· Experience of working with children
· Experience of record keeping both
manually and electronically

	· Previous experience in a welfare role or similar

	Qualifications
	· Current first aid at work certificate or willingness to undertake training ASAP
· GCSE grade A to C in English and Math’s or equivalent 
· Confident IT user

	· Paediatric first aid
· Any other relevant medical qualification

	Training
	· Evidence of attendance on relevant training
courses 
	· Training related to working with children


	Knowledge / Skills
	· An excellent listener and communicator
· both orally and in writing
· Able to be calm, patient, courteous and kind with children / adults in distress
· Able to be calm and remain professional in an emergency situation and follow agreed procedures in a professional manner
· Able to manage frequently changing
priorities stay on task
· Well organised and able to plan ahead
· Able to work effectively in a team situation and self-manage
· Knowledge of health and safety procedures
· Knowledge of safeguarding guidance /Legislation
· Excellent record keeping skills
· Excellent ICT skills

	· Knowledge of special educational/health needs

	Other factors/ disposition
	· Able to keep confidentiality throughout all aspects of their work

	


