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Waltham Forest




JOB DESCRIPTION
Job Title:  General Welfare Assistant – Level 2
Department: CYPS
Division: Schools
Grade: Scale 3
Range:  


Responsible to: Head teacher
Responsible for:  None

Job Purpose
· To be responsible for the general health, safety and welfare of pupils and adults.  To assist in the day to day management of the school in this regard.
· To take the lead in First Aid across the school. 
· To support the efficient running of the school office administration by carrying out general clerical and administrative tasks.
Key External Contacts

· Parents, carers, LA health & safety unit, health professionals
Key Internal Contacts
· Pupils, staff
Key Duties and Responsibilities
1
General Welfare Duties
· To provide prompt basic first aid and emergency/basic medical treatment for sick or injured children and adults.
· To arrange for children or adults to be taken to hospital whenever serious injury or illness is evident or suspected.  To accompany them and ensure appropriate supervision and safe return to school or home as appropriate.

· To contact parents or carers promptly in the event of an accident or medical emergency or when a child needs to be collected from school due to illness.

· To provide support for children’s personal hygiene needs in accordance with school policy.

· To talk to pupils about health and personal hygiene issues as required.

· To liaise with parents/carers and outside agencies to support children’s health and welfare
· To ensure that the school complies with regulations regarding infectious or contagious diseases.
· To maintain accurate medical protocols and care plans for all children with medical needs and make these available to members of staff as required.
· To prepare for and assist with medical screening and immunisation programmes.

· To assist in maintaining order and a high standard of cleanliness in the medical room, reporting any deficiencies to head teacher/line manager.
· To take responsibility for drugs and administer prescribed medicines to children in accordance with school policy and LA guidance.
· To monitor the sugar levels of diabetic children in accordance with school policy and take any appropriate action.
· To support in the general order of the communal staff areas.
· To lead in the provision of the fruit scheme and take responsibility for cash collected.

· Ordering supplies for school trips in relation to First Aid.

PERSON SPECIFICATION
GENERAL WELFARE ASSISTANT – LEVEL 2
	JOB REQUIREMENTS
	Essential
	Desirable

	
	
	

	Qualifications and Experience
	
	

	Current First Aid certificate
	(
	

	Previous experience of working with children and families
	(
	

	Experience of working or acting in a care capacity
	(
	

	Experience of working as part of a team to achieve objectives
	
	(

	
	
	

	Education and Training
	
	

	Good standard of written English
	(
	

	Ability to communicate orally effectively in English
	(
	

	Ability to speak a community language other than English
	
	(

	
	
	

	Skills, knowledge and abilities
	
	

	Good communication skills
	(
	

	Ability to have positive interactions with children of all ages
	(
	

	Ability to work with children from a wide range of social and cultural backgrounds
	(
	

	Ability to use own initiative to deal effectively with minor accidents and injuries and in a calm and confident manner
	(
	

	Able to maintain confidentiality at all times about school issues, within school and in the wider community
	(
	

	Knowledge and understanding of Health & Safety standards within a school setting
	(
	

	Ability to record clear and accurate incident/accident reports
	(
	

	Sensitivity and empathy to issues facing  pupils and their families
	(
	

	Other Job Specific Requirements
	
	

	A willingness to promote the ethos of the school
	(
	

	Commitment to the Council’s Equal Opportunities Policy and Acceptance of their responsibility for its practical application. 
	(
	

	Enhanced CRB Disclosure
	(
	

	A willingness to undertake further training and development within the role
	(
	

	Disqualifying Factors
	
	

	Indication of sexist, racist, or anti-disability attitudes or any other attitudes in conflict with the Council’s Equal Opportunities Policy
	
	

	An inability to provide relevant documentation which permits working in the UK eg passport, visa and work permit, birth certificate
	
	


E = Essential requirements (those without which a candidate would simply be unable to do the job)

D = Desirable (those which would be useful for the post-holder to possess)
