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Application Form

Pupil Welfare Officer (Permanent)
28.75 hours per week 


All sections must be completed

	Name:  (Mr/Mrs/Miss)  
	

	Address:  
	

	

	National Insurance Number:
	Post Code: 
	

	Email Address: 
	
	Telephone No.
	




	This form should be returned by email to the Assistant Bursar Mrs Anne-Marie McGinn: amcginn352@c2ken.net

Closing date for returns not later than: 12.00 noon on Friday 6th March 2026

Confirmation of receipt will be by email

For further information and how to apply, please visit the school website: https://cbsomagh.org/info/staff-vacancies  
















JOB DESCRIPTION

PUPIL WELFARE OFFICER (Term-time)
28.75 HOURS PER WEEK


Post Title: 	PUPIL WELFARE OFFICER (Term-time)
	
Job Purpose:	To ensure that an adequate level of first aid is available to pupils/staff within the school and to provide support and guidance on general health and welfare issues.

Responsible to:	The School Bursar

The Pupil Welfare Officer will contribute to the positive promotion of the health and well-being of the entire school community. The Pupil Welfare Officer will ensure that whole school requirements are met in regard to the first aid and medical treatment to pupils and staff arising from situations which occur during the school day.  The Pupil Welfare Officer is not responsible for the treatment of any injuries or ailments which occur outside of school hours, except in cases of pupils with special medical requirements and as agreed between the school and the pupil’s parents/legal guardian. 

In addition, the Postholder will be required to carry out any other reasonable administrative duties as allocated by the Bursar.


1.	Main Duties and Responsibilities

Deal with all cases of illness and injury in the school, providing first aid treatment where appropriate to pupils, employees and visitors.

Contact parents/guardians/relatives regarding pupils who report with illness or injury during the school day.

Arrange for transport of pupils who are ill to hospital or home where necessary.

Ensure that all appropriate persons complete the official Accident Report 

Maintain a daily log of referrals.

Update on a regular basis the list of all pupils with medical problems requiring special consideration by teaching staff.

Inform relevant staff members if a pupil is to attend or return to class due to illness or injury.

Ensure that pupils who have been reported by parents/guardians as needing regular medication maintain their treatment as prescribed by their medical practitioner.

Record and keep in a safe and secure place any medications or equipment as outlined above.

Maintain the stock of first aid equipment throughout the school.
Ensure that a travelling first aid kit is available to accompany any school outings.

Maintain the medical room in a hygienic and orderly condition and create a bright and comfortable environment.

Maintain all pupil medical records (both written and computer), including a daily log of referrals. 

Liaise with medical officers visiting the school and other selected education, welfare and medical services.

Assist with the delivery of first aid and health education throughout the school.

Co-ordinate displays to inform pupils of health and safety issues.

Liaise with teaching staff responsible for the welfare of the year groups e.g. Year Heads, Form Teachers and other Senior Personnel as required. 

Where possible, facilitate the taking of regular prescribed medication for pupils. However, it is the responsibility of the pupil’s parents or guardian to ensure the appropriate administration of any prescribed medication. 

Keep medicines and equipment in a safe and secure place in accordance with NMC Guidelines. 

Liaise with medical officers and other school health and wellbeing personnel to facilitate their visit to the school.

Assist with administration and be present on School Open Days and other School Community events.

Assist with canteen supervision, including till cover.
 
The above list of duties is not meant to be exhaustive. The post holder will be expected to fulfil such other duties as are consistent with the general role, as outlined above, and as may be required by the Principal. It should be noted that, following Annual Appraisal Meetings, all job descriptions are subject to amendment and review in accordance with the changing demands of the school.


2.	Qualifications and Experience

Essential Criteria:
· At least five GCSEs  - A* to C - including English Language and Mathematics or equivalent qualifications.
· An up to date First Aid certificate or a health care support qualification.
· Have at least one year’s experience of working in a caring or nursing role.

   Desirable Criteria:
· Experience of working with young people in a formal setting.
· Experience of using ICT.

The Selection Panel reserves the right to enhance the criteria in order to facilitate a manageable shortlist.

Please note that the onus is on applicants to provide sufficient detailed information on their application forms in order to demonstrate how they meet each of the criteria.  Failure to do so may result in an applicant not being shortlisted since the Selection Panel cannot make assumptions in the absence of essential information.

Knowledge, Skills & Personal Qualities
· Knowledge of first aid
· Good record keeping skills
· Good interpersonal skills
· Ability to liaise with external agencies
· Child centred
· Good communication skills
· Good organisational skills
· Ability to work independently and as part of a team
· Reliable
· Honest
· Flexible


3.	Child Protection

3.1  Employees must adhere to the Child Protection Guidelines outlined in the school’s policy.


4.	Health & Safety

4.1	Employees must adhere to the Health & Safety Guidelines outlined in the 	school’s policy.


5.	Salary 

	NJC Pt 17-20 (£31,022 - £32,597) pro rata – 190 days term time


6.	Hours of Work	

	The hours of work are 28.75 hours per week from 9.00am until 3:30pm during term-time.


7.	Annual Leave Entitlement

	Entitlement to annual leave is 23 days in a full holiday year in addition to 12 public and extra statutory days.  Entitlement to leave is pro rata to the number of weeks worked.


8.	General Conditions

	8.1	All duties must be carried out to comply with:
· Acts of Parliament, Statutory Instruments and Regulations and other legal requirements;
· Codes of Practice.

8.2     All necessary paperwork must be completed.

8.3	Duties will be carried out for jobs up to and including those in the same grade, provided that such duties are within the competence of the employee.







9.	Training

9.1	Employees will accept any training to facilitate the undertaking of duties for jobs up to and including their own grade.

9.2	Employees will accept training for jobs graded at higher levels than their own.  Payment will only be made where there is a requirement by the school for the higher level duties to be carried out.


10.	Disclosure of Criminal Background

This post involves “regulated activity” under the Safeguarding Vulnerable Groups (NI) Order 2007. Therefore if you are appointed, Loreto Grammar School, Omagh will be required to undertake an Enhanced Disclosure of Criminal Background.  Due to a policy implemented by the Department of Education in April 2011, you will be expected to meet the cost of an Enhanced Disclosure Certificate which is currently £33.




Post Primary Education Record
	School(s)Attended:
	
	From
	
	To
	

	
	
	
	
	
	




	Qualifications obtained (GCE/GCSE, etc. with Subjects & Grades)

	GCSE / Level 2
	GCE / Level 3

	Subject
	Grade
	Subject
	Grade
	Subject
	Grade

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Current Employment

	Employer
	From
	To
	Main Duties & Responsibilities

	
	
	
	



	
	
	
	



	
	
	
	






Previous Employment 

	Employer
	From
	To
	Main Duties & Responsibilities

	
	
	
	



	
	
	
	



	
	
	
	



	
	
	
	



	


	
	
	




Please give details and dates of other significant qualifications/courses completed 
	






























Please indicate below to what extent you have met the following Essential and Preferred Criteria and use size 12 fonts for your responses. 

a) Essential Criteria Qualifications

	Have at least one year’s experience of working in a caring or nursing role.

	























b) Desirable
	Experience of working with young people in a formal setting.

	




















Additional Experience

	Please give the details of any additional experience to support your application.

	























References: Please give name, address and telephone number and email address of two persons willing to give references, both of whom should be able to comment on your current work.  Prior consent must be obtained from referees. 

	Professional Referee
	
	Professional Referee


	Name: 
	
	
	Name: 
	

	Address:
	
	
	Address:
	

	
	
	

	
	
	

	
	
	

	Email Address
	
	
	Email Address
	

	Tel. No.
	
	
	Tel. No.
	




Please do not submit references
Please ensure all details for the Referee are completed
	
	Have you been convicted of any criminal offence?     Please tick the appropriate box. If yes, please give details (include nature of offence and sentence).
	Yes
	No

	
	
	

	






NOTE: This post is (or may be) exempt from the provisions of the Rehabilitations of Offenders (Exceptions) Order 1979.  You are therefore not entitled to withhold information about convictions, under the provisions of the order.  Any failure to disclose such convictions could lead to disqualification or dismissal.  Any information given will be used only in relation to the post to which the order applies.


Usual Signature of Applicant:                                                                                Date:  

A candidate found to have knowingly given false information, to have suppressed any material fact or who fails any subsequent criminal record check will be liable to disqualification, or if appointed, to dismissal.



Candidates are expected to clearly outline on their Application Form how they have met the above Essential and Desirable Criteria. The Board of Governors reserves the right to introduce additional shortlisting criteria as may be necessary. 

Applicants for the post will be expected to fulfil the duties as outlined in the Job Specification provided.




The Christian Brothers Grammar School Omagh is an equal Opportunities Employer and welcomes applications from all sections of the community. It reserves the right to interview only those candidates who appear, from the information available, to be the most suitable in terms of experience, qualifications, and other requirements of the post. The successful applicant will be vetted for employment as set out by Access NI as an Enhanced Disclosure. (See www.accessni.gov.uk) 
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