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Sanders School
Job Profile
Student Welfare Officer 

POST TITLE:			Student Welfare Officer 
GRADE:			Scale 3   points 5-6
HOURS:			32.5 hours per week 39 weeks per year
Temporary role (ASAP to 23rd July 2021)
				8.30am to 3.30pm Monday to Friday
ACCOUNTABLE TO:	Headteachers PA
ACTUAL SALARY:                £17,131- £17,441


The following provides the overall strategy and remit of the post holder. It should be read in conjunction with the Performance Management documentation to provide the key impact and outcomes expected for the academic year ahead.  It is not intended as an exhaustive ‘job list’, but identifies key role descriptors that the post holder is accountable for. The school expects staff to work flexibly and with initiative to improve student outcomes, and as such a post holder may be required to carry out tasks as requested by the Head Teacher. 

Key Role Descriptors

The Student Welfare Officer is a member of the school’s associate staff, responding to the first aid needs of the school, administering first aid and managing the medical needs of students and staff.  The Welfare Officer will complete care plans and ensure accurate accident records are maintained and reported on.  They manage student injections in liaison with NHS staff, liaise with parents over medical protocols, maintain resources for the first aid room and assist with risk assessments.
They will also provide admin support and reception cover as and when required

First Aid
1. To administer first aid to students and staff when required
2. To oversee students taking medicines (to include managing all medicines for students making sure all medicines are in date and correctly labelled and accurate records are kept)
3. To be aware and manage all medical needs of students and staff, especially any complicated medical conditions of students and staff and to notify appropriate colleagues
4. Be the first point of contact with parents when students are unwell
5. To order all medical provisions for the medical room and ensure that this is kept up to date. 

Practice and Procedure
6. Attend first aid training as and when required 
7. Arrange for staff to be First Aid , Epi Pen and Buccolam trained and to keep a log of renewal dates of courses required
8. To support the completion of care plans for students and staff. To ensure that these are regularly updated and that the actions within them are met. 
9. To carry out medical risk assessments for students and staff as and when required.  To give support to the SLT and H&S Co-ordinator in carrying out risk assessments
10. Update medical documentation circulated to staff re students medical conditions
11. Liaise with staff re pastoral issues of students
12. Liaise with Parents re medical protocols within school
13. Attend safeguarding training and support in schools safeguarding culture. 
14. Issuing and recording of toilet key, when required.

Administration
15. To be responsible for the organisation of whole school photographs
16. To carry out general administration duties as and when required
17. Be responsible for the allocation and administration of school lockers

18. Recording and monitoring of students absent from class
19. To complete accident record books for students and staff
20. To report all accidents to the appropriate level of management or RIDDOR
21. To complete admissions to the medical book for students and staff
22. [bookmark: _gjdgxs]To be prepared to assist with the running of a busy reception area as and when required. 

Curriculum/Development
23. To manage student injections in liaison with NHS staff
24. Liaise with outside agencies for drug/alcohol/sexual health sessions to be mapped into curriculum delivering/Wider Curriculum Days
25. To support the achievement of Healthy Schools status at Sanders
26. To develop the medical First Aid awareness at Sanders – for eg. Yr 7 students to undertake a basic first aid course


Notes:

1. The school expects its employees to work flexibly within the framework of the duties and responsibilities specified above. This means that the postholder may be expected to carry out work that is not specified in the job profile but which is within the remit of the duties and responsibilities.

2. Staff in schools work subject to statute and many policies and procedures. The postholder will be expected to become familiar with these and work in accordance with them.

3. This post will be subject to review with the postholder after one year and may then be reviewed from time to time.





Signed…………………………………	Date…………………………………

Print name…………………………...

Sanders School
Person Specification
Student Welfare Officer 

	SKILLS and ABILITIES
	ESSENTIAL
	DESIRABLE
	ASSESSED BY

	The skills and ability to execute the duties as listed
	✔
	
	Application & Interview

	· Demonstrate a student-centered focus 
	✔
	
	Application & Interview

	· Possess an excellent working knowledge of  Microsoft Office including word, excel, publisher and outlook
	✔
	
	Application & Interview

	Able to organise one’s own work, to prioritise tasks and adhere to deadlines
	✔
	
	Application & Interview

	· Demonstrate a positive and ‘can do’ attitude
	✔
	
	Interview

	· Demonstrate flexibility and willingness to learn 
	✔
	
	Interview

	· Ability to work accurately, with attention to detail
	✔
	
	Interview

	The ability to be demonstrate tact, diplomacy and confidentiality at all times
	✔
	
	Interview

	Ability to work as part of a team
	✔
	
	Application & Interview

	Ability to have an excellent rapport with students
	✔
	
	Application &
interview

	Ability to develop professional partnerships with students and parents
	✔
	
	Application & Interview

	Excellent communication skills, oral, written and presentational to a variety of audience
	✔
	
	Application & Interview

	KNOWLEDGE
	
	
	

	Previous experience of working in an office environment
	✔
	
	Application & Interview

	Knowledge of or a willingness to undertake training of the Parentmail system
	
	✔
	Application 

	Ability to demonstrate a knowledge of Health and Safety issues
	✔
	
	Application & Interview

	QUALIFICATIONS
	
	
	

	Excellent ICT skills, including use of word, excel and outlook
	✓
	
	Application & interview

	GCSE at level A – C in English and mathematics (or equivalent)
	✓
	
	Application

	A First Aid qualification 
	
✓
	
	Application and interview

	Knowledge and understanding of the SIMS administration system 
	
	✓
	Application


	Willingness and motivation to develop own skills and undertake training
	✔
	
	Interview





Core Professional Expectations at Sanders School 

All staff must 
· demonstrate the utmost responsibility for safeguarding and promoting the welfare of young people especially to Prevent, Radicalisation: Child Protection and FGM
· have an unstinting commitment to raising the educational achievement of each and every student
· have high expectations for all learners
· demonstrate effectively the positive behaviour and attitudes expected from students
· build positive relationships by treating all community members with consistency, respect and consideration 
· work effectively as part of a team, demonstrating co-operation, mutual support and reflective practice
· observe confidentiality, freedom of information and copyright in a manner consistent with legal requirements.
· maintain the highest standards of honesty and integrity in the management and administration of duties, including School property and finance
· avoid bringing the reputation and standing of the School or profession into disrepute
· avoid misuse or misrepresentation of professional position, qualifications or experience
· display ownership and proactiveness in completion of continuing professional development 
· act as a role model of professional practice for others, modelling effective strategies with them 
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