JOB DESCRIPTION

Post Title:

School Care and First Aid Assistant
Hours of Duty:
10am – 3pm (One day per week)

Responsible to:
The Principal/Bursar

Job Purpose

To provide immediate and effective first aid care to pupils, staff, and visitors in accordance with school policies and Northern Ireland health and safety regulations. The role supports the physical wellbeing of the school community by maintaining first aid readiness, responding to medical incidents, and ensuring accurate record-keeping and communication with relevant stakeholders. The postholder will also assist with administrative and welfare-related duties to promote a safe and supportive school environment.
DUTIES AND RESPONSIBILITIES

1. Pupil Care
· Provide care for sick or injured pupils.

· Arrange supervised and secure transport for pupils needing to go home.

· Contact parents/guardians when medical attention is necessary.

· Assist during educational or medical welfare service visits.

· Communicate with relevant staff about pupil welfare.

· Ensure First Aid cabinets are properly stocked throughout the school.

2. Administration

· Manage administrative tasks using the school’s information system.

· Complete and submit required records and returns.

· Maintain inventory and records of medical resources.

· Handle ordering, receiving, checking, storing, and distributing resources.

· Support general school administration and photocopying tasks as needed.

3.
General

· It may be advantageous for applicants to hold a current FAW certificate. However, suitable equivalent work experience will also be considered and full training can be provided to the successful applicant.

· The role requires compliance with all relevant safeguarding, health and safety, and data protection policies, as well as adherence to professional codes of conduct where applicable.

· The postholder must respond promptly to medical incidents across the school site and providing appropriate care in line with their training and qualifications.

· Flexibility may be required to support school events.
· All duties must be carried out in accordance with the Health and Safety (First-Aid) Regulations (Northern Ireland) 1982 and guidance from the Health and Safety Executive for Northern Ireland (HSENI).

· The postholder is expected to demonstrate professionalism, empathy, and discretion in all interactions, and to contribute positively to the school’s ethos and wellbeing culture.

· The postholder will assist in maintaining cleanliness and good order in the medical room and throughout the school.

· Participation in relevant training and professional development is required as directed by the Principal/Bursar.

· The postholder will carry out any other duties reasonably assigned to support the smooth operation of the school.
