Job Description: Part Time School Nurse (2 days)
Effective date: 		2026-2027 (Revised Annually)
Job Level:			Term Time
Responsible to:		The Bursar
Hours: 			08:00 to 16:30 (Thur - Fri)
Salary:			Competitive

Purpose of the Post
The School Nurse takes an active part in school life and is responsible for the efficient operation of the Medical room, ensuring that pupils, staff and visitors to the school are provided with professional and compassionate medical care and first aid.

Liaising with the Head of School and the Bursar, the School Nurse takes a proactive role in the School’s response to public health matters. This includes providing advice, drafting communications, updating relevant medical policies and protocols as required in line with government guidelines and related school policy documents. 

The School Nurse, in liaison with the Inclusion team,  coordinates the Pastoral care of pupils, providing a kind, listening, holistic service to all pupils, respecting individuality and confidentiality. 

Main Duties and Responsibilities
The main responsibilities of this role will include:
· To provide First aid and emergency care and treatment  to all persons on school site as necessary.
· To be responsible for writing policies, procedures, individual pupil care plans and welfare plans and ensuring these are kept up to date. 
· To ensure that all Pupil Care Plans are followed and staff are made aware of any change (e.g. in cases of asthma, epilepsy, diabetes and anaphylaxis) as appropriate.
· To ensure that the Pupil Medical Register is kept up to date at all times.
· To administer necessary medication under protocol and keep accurate dispensing records.
· To be responsible for the hygiene and tidiness of the medical room.
· To maintain school records accurately, confidentially and safely.
· To be responsible for the ordering and maintenance of all First Aid and medical equipment across the school.
· To manage the security and control of drugs and medicines stored on site, maintaining a clear audit trail.
· To decide as to the advisability of contacting parents and/or emergency services in the case of illness and injury and where necessary liaising with parents and emergency services.
· To work alongside the Pastoral and catering teams as required.
· In liaison with the Head of School, participate in PSHE lessons. 
· To support the education of health and hygiene to all pupils.
· To manage and implement a rolling programme of training i.e. how to use an Epipen or inhaler - to ensure staff have the medical skills appropriate to their role. 
· To assist Local Authority Vaccination Nurses coming into school to do yearly vaccinations.
· To provide staff with pupil based medical information prior to school trips and outings.
· To keep up- to-date with relevant continued Professional Development through the Royal College of Nursing.
· To adhere to the NMC code of professional conduct and being conversant with the scope of professional practice and other NMC advisory papers.
· Ensure they revalidate their NMC Registration and remain on the NMC register with a valid PIN number.
· To attend all Health & Safety meetings.
· To keep a record of all accidents and illnesses at the school and provide the Bursar with a detailed termly report on all accidents occurring on school site, staff and pupil sickness levels and related health & safety matters.
· To report this data termly at the Health and Safety Committee meeting.
· Other duties may be allocated by the Bursar from time to time as reasonably required in the context of the operation of an independent school.
[bookmark: _brm70fkyjj2h]General Responsibilities
﻿﻿Continued Professional Development
· Undertake appropriate CPD and training to support these responsibilities and enhance personal career development.
· Actively engage in the School’s Professional Development Programme.
· Analyse and identify your own areas of strength and areas for development and seek opportunities to learn. 
Communication
· To liaise with all those people with whom you work.
· To liaise with parents where appropriate.
· To promote and maintain a good reputation for the School.
· To deal with emails promptly as far as possible without compromising the quality of your work.
· Contribute to the positive promotion and marketing of the school in the local and wider community.
Teamwork
· To be supportive to all your colleagues, new members of staff and work in a cooperative, diplomatic and flexible manner.
· Foster and maintain good working relationships, acting as a courteous, friendly and business-like member of the school team.
Other:
· To be fully committed to safeguarding and promoting the welfare of children and young people.
· To consistently act in a friendly and supportive manner with colleagues.
· To set high expectations for both yourself and the pupils.
· To occasionally cover for absent colleagues, when required, as organised by the Bursar.
· ﻿﻿Maintain professional regard for the ethos, values, policies and practices of the school and maintain high standards in your own attendance and punctuality.
· At all times, to adhere to the school’s Code of Conduct for staff.
· Act in accordance with the professional duties and responsibilities outlined in the contract, staff handbook, job description and performance review, demonstrating integrity and confidentiality at all times relating to school matters.
· To read and follow any daily communications, letters or newsletters and keep up to date with the School Calendar.
· To be familiar with policies of Woodford Green Preparatory School.
· To ensure all legal requirements regarding child protection and health and safety at work are met.
· Work within the school’s policy to promote equality of opportunity for all pupils and staff, both current and prospective.
· To undertake such additional duties as might reasonably be requested by the Head of School.
Note:
This job description reflects the present requirements of the post. As duties and responsibilities change and develop, the job description will be reviewed and be subject to amendment in consultation with the post holder.
WGPS is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. Appointments are subject to satisfactory references and Enhanced DBS clearance.
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Person Specification
The following outlines the key skills and experience required for this position. The selection panel will assess each candidate against the criteria listed below, expecting candidates to demonstrate knowledge and understanding of each area and show evidence of having applied (or awareness of how to apply) this knowledge and understanding in the school context.
The panel will use the following assessment tools: Application form; Interview/assessment activities; References and other employment checks.

	Qualifications and Experience
	Essential
	Desirable

	RGN or RSCN/RN qualification or equivalent
	✔
	

	Registered with the NMC
	✔
	

	A minimum of 5 GCSE grade C and above (inc. Maths and English)
	✔
	

	Experience in a school environment
	
	✔

	Clinical track record with ideally 6 months spent in A&E or as a Practice Nurse 
	✔
	

	Personality and Values
	Essential
	Desirable

	Calm and organised approach to work under pressure
	✔
	

	Adopt a reflective approach to work 
	✔
	

	Ability to work flexibly to meet the needs of the school
	✔
	

	Resilience, flexibility and the ability to retain a sense of perspective
	✔
	

	Ability to maintain confidentiality at all times
	✔
	

	Demonstrates attributes of discretion, tact and diplomacy 
	✔
	

	Show initiative, drive and commitment to training and on-going improvement
	✔
	

	An interest in children and public health
	
	✔

	Skills and Abilities
	Essential
	Desirable

	A commitment to promoting and meeting individual student needs
	✔
	

	Ability to use IT / the internet and email to support your role
	✔
	

	Able to use IT to store and retrieve data
	✔
	

	Ability to work as part of a team
	✔
	

	Effective communication, interpersonal and organisational skills
	✔
	

	Specialist Knowledge
	Essential
	Desirable

	Awareness and understanding of confidentiality
	✔
	

	Demonstrate a co-operative, reliable, ‘can do’ attitude, with good communication skills that allows effective communication at all levels of school staff, governors, pupils and visitors to the school
	✔
	

	Fully compliant with the statutory requirements of legislation concerning ‘Safeguarding’- including Child Protection, Equal Opportunities, Health and Safety, Disability and Inclusion
	✔
	

	Other
	Essential
	Desirable

	Show resilience, patience, tolerance and calm when dealing with the unexpected
	✔
	

	Be adaptable in the workplace
	✔
	

	Show initiative and be able to work independently when necessary
	✔
	

	Appreciation of the importance of good relationships with staff, colleagues, parents and outside contacts with the school
	✔
	

	Be open and friendly whilst maintaining a professional approach
	✔
	

	Flexible and open to new experiences and new ways of doing things
	✔
	

	Be punctual and reliable and have a good attendance record
	✔
	

	Commitment to the vision and values of the school
	✔
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