
  

 

 
 

Ashmole Academy Trust 
 

JOB DESCRIPTION 
 
JOB TITLE: Welfare Officer – Secondary School 
 
GRADE: Pay spine 26 - 29 
 
PURPOSE OF JOB: As principal school first aid officer, to administer the needs of 

sick or injured staff and pupils and to manage health care plans 
for pupils and staff. To assist with school administration. 

 
RESPONSIBLE TO: The Head Teacher in all matters.   
 
EMPLOYMENT DUTIES: 
 
The job description should be considered with due regard to the school’s staffing structure and 
the school’s corporate plan. 
 
First Aid Officer 
 

 To administer First Aid to staff and pupils in accordance with best recognised practice. 
 To provide a First Aid service that complies fully with all relevant legislation and meets 

all Health and Safety requirements. 
 To liaise with the school’s Health and Safety Officer as appropriate. 
 To maintain First Aid certification. 
 To liaise with the external school nurse to arrange health visits. 
 To organise vaccinations for pupils for BCG, polio, diphtheria and tetanus and any 

other vaccinations for pupils or staff that may be required. 
 To liaise with the Deputy Headteacher to ensure that there is adequate First Aid cover in 

the event of absence. 
 To bring to the attention of the Head Teacher issues of health or injury that require 

attention. 
 To ensure 5 other first aiders are fully equipped to cover the 1st aid room, ensuring any 

new medical needs information is passed onto them and any changes to medical 
conditions.  

 Implementing and ensuring Buddy System for Epipen users runs successfully, liaising 
with students and school nurse and appropriate training given to buddies.  

 Liaise with kitchen re food allergies to ensure all know conditions are catered for.  
 Prepare all first aid equipment for school trips including first aid kits, medical lists and 

relevant medical information reports. 
 The management of health care plans for pupils and staff.  
 Ensure incident and accident record up to date and complete Ridor report where 

necessary.  
 Be appointed person to attend hospital with student if required. 
 To safeguard and promote the welfare of children. 

 
 



  

 

 
 
This Job Description is not rigid or exclusive and may be adjusted at any time with the 
agreement of the Head Teacher to meet the needs of the school. 
 
 
 
 
 
 
Post Holder :    ____________________________ 
 
 
 
 
 
Head Teacher:   ____________________________     Date: ___________________   

 
Welfare officer Sept 2016 



  

 

  


