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Northbourne Park School 

Job Description 
Job Title:
School Matron
 
Location:
Prep and Pre–Prep School


Duration: 
Permanent
Reporting to:
Head of Boarding for boarding matters and the Deputy Head for day school matters


Overall Purpose of the Job: 
· To oversee the physical and mental health of pupils at the school.
· To support the medical, welfare and domestic needs of boarding pupils.
· Assist with the Northbourne Park International Language Centre.

Principal Responsibilities:
· To provide emergency medical care and mental health support for pupils across the school, liaising with staff and parents as required
· To provide advice and guidance for staff on physical and mental health

· To collate and distribute medical information to the wider staff

· To attend Welfare Committee and Health and Safety meetings, providing relevant updates and reports
· To provide First Aid to pupils, oversee staff training and ensure First Aid Kits are managed and replenished
· Ensure that the storage and administration of medication is safe and in line with published regulations

· To attend medical appointments with boarding pupils, using own transport as needed
· To develop and implement up to date regular health promotion initiatives on specific health issues and to specific groups and individuals in line with identified pupil needs
· Prepare and implement individual medical care plans where appropriate, in conjunction with the pupils, parents and school staff
· Maintain and record accurate documentation and correspondence in line with compliance regulations and GDPR guidance
· To report appropriate accidents to RIDDOR

· To provide familiarisation sessions for staff as appropriate e.g. anaphylaxis and organise regular first aid and other training for staff, keeping records
· Provide advice and guidance to staff on meeting pupils’ medical needs on school trips, day trips and residential visits.

· To be responsible for health and safety matters and to conduct risk and COSHH assessments as required.
· To maintain hygienic standards in medical areas.
· Fully endorse, understand and exercise your roles and responsibilities contained within the NPS Health and Safety Policy and Handbook.
· Promote and safeguard the welfare of pupils and staff according to the School’s Health and Safety, Fire Safety, Child Protection and CLEAPSS regulations and guidelines.
· Fulfil other reasonable duties as directed by the Head teacher.
Personal Specification (Knowledge, Skills & Attributes)
Essential requirements for the role:

· Appropriate training and experience
· Strong communication skills

· Excellent record keeping and organisational skills
Desirable requirements:
· Experience of working in a school setting
· Recent safeguarding and mental health first aid training

Safeguarding

Northbourne Park School is committed to safeguarding and promoting the welfare of children. Candidates will be required to complete an application form and produce original documentation of certificates and degree qualifications. An enhanced DBS clearance check will be undertaken for the successful candidate. All staff members are expected to fulfil their obligations and responsibilities in safeguarding and promoting the welfare of children.
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