
Health Care Assistant 
September 2018
Candidate Information Pack

Belmont



INTRODUCTION

We are seeking a Health Care Assistant to work as a 
member of the Cross Foundation Nursing team and 
will be based at Belmont School. Assisting in the 
day-to-day functions of the Medical Services to 
enable effective and timely care to be delivered to 
pupils, staff and visitors.

Closing Date: Wednesday 27th June

LUNCH 
PROVIDED
FREE OF CHARGE

DUTY HOURS
10AM TO 6PM, MONDAY- 
FRIDAY (MAY INVOLVE 
OCCASIONAL SATURDAY 
SHIFTS TO COVER 
SPORTING EVENTS AND 
OPEN DAYS)

Key facts about the role

Salary
IN THE REGION OF £24,000 
PER ANNUM (SUBJECT TO 
A PROBATIONARY PERIOD 
OF 6 MONTHS)

TERM TIME 
ONLY
MAXIMUM 35 WEEKS



THE SCHOOL

Belmont
Belmont is a co-educational preparatory day school in Mill Hill 
and one of four schools that comprise The Mill Hill School 
Foundation. The school is set in 30 acres of the Mill Hill 
conservation area on the edge of the green belt and is over-
subscribed. Some 520 pupils are on roll, aged from 7 to 13.  
Belmont has an excellent academic and sporting reputation 
and provides a happy and friendly environment in which 
pupils enjoy learning. Belmont has an excellent academic 
reputation and provides a happy and friendly environment in 
which pupils enjoy learning; the extra-curricular programme is 
extensive and of high quality.  

Entry at 7+ is automatic from our pre-prep Grimsdell and 
selective for external candidates.  Entry at 11+ is selective and 
gives automatic transfer to Mill Hill, the senior school, at 13+.  
Approximately 90% of pupils transfer; the remaining pupils are 
successful in gaining entry to other independent schools in 
North London and beyond.  

The school achieves high academic standards at Common 
Entrance and other entrance exams to senior schools, with a 
significant number regularly achieving academic, music, art, 
design, drama and sports awards. The School has a strong 
reputation for the quality of its pastoral care and for the very 
good personal development of the children. In our 2012 
inspection, the inspectors found all aspects of the School’s 
provision to be excellent. We wish to maintain and build on 
the standards currently achieved and the successfulcandidate 
will play a key role in helping the School achieve its aims.

Further details about the School can be found on the website 
at: millhill.org.uk/belmont 

The Mill Hill School Foundation Ethos 
The Mill Hill School Foundation 
educates boys and girls from 3–18, 
seeking to equip them for life, both 
now and in the future.  

Our stimulating academic environment 
and numerous activities outside the 
classroom encourage learning and 
personal growth. We are committed to 
the development of every pupil and 
believe that our friendly and supportive 
community helps this to happen. We 
seek as a Foundation to instill a love for 
learning which will last a lifetime whilst 
balancing this with a readiness to 
embrace change.

We are committed to the on-going 
professional development of all our 
teaching and support staff as well as 
the full induction and training of all 
new staff.

https://www.millhill.org.uk/belmont/


MEDICAL TEAM

The Health Care Assistant will work as member of the cross Foundation nursing team and will be 
based at Belmont School. The team is led by the Nurse Manager and comprises of Registered 
Nurses, additional support from a House Parent who is also a Registered Nurse, and a Health Care 
Assistant at Mill Hill.  

The Health Care Assistant will work under the direction of Registered Nurses and assist in the day-
to-day functions of the Medical Services to enable effective and timely care to be delivered to 
pupils, staff and visitors.  Foundation nurses work as a team and Mill Hill School operates a 24 hour 
on call and telephone triage service during term times.    



JOB DESCRIPTION

The successful applicant will be required: 

Pupil Welfare 
> Care for unwell pupils resting in the Medical 
Room under the direction of the nurse on duty, 
reporting any changes in the pupils’ condition.

> Escort pupils who are going home to classroom/
changing rooms to collect belongings.

> Organising snacks or meals for unwell pupils.

> Collection of pupils from elsewhere on site under 
the direction of the nurse on duty.

> Over busy periods (e.g. lunch break) assist 
registered nurse by assessing pupils and 
prioritising those in more urgent need.

> Administration of prescribed medication under 
direction of Registered Nurse after appropriate 
training.

> Where possible to be present in the dining hall at 
lunchtime to supervise pupil’s meal choices and to 
report any dietary issues to appropriate staff.

> To be based in other areas of school site, e.g. 
sports pavilion, to carry out initial assessment of 
injuries, administer first aid and to call Registered 
Nurse for assistance.  

Pastoral Care
> Report any concerns about the conduct or
behaviour of a pupil to the appropriate person.

Medical Room
> Accompany pupils to A&E or Walk-In Centre in 
an emergency at request of nurse on duty, and 
remain with them until relieved by parent/
guardian or other staff member.

> Remain in Medical Room if duty nurse on call 
out on site.

> Collection of orders from pharmacy.

> Unpacking and checking of incoming orders

> Ensuring stocks of appropriate forms 
available. Organise photocopying as required.

> Filing of hard copies in pupil notes. Filing 
notes of leavers in archive.

> Collect, restock and distribute sports first aid 
kits according to schedule.

> Assist in checking and restocking first aid kits 
on site.

> Preparation of first aid kits, inhalers and 
Adrenaline Auto-injector devices for matches 
and trips. 

Safeguarding and Child Protection
> The Health Care Assistant must be thoroughly
familiar with the School’s policies on Child
Protection, Safeguarding and professional
guidelines. Health Care Assistants are given Level
One Child Protection training.

> Liaise with external visitors to the Medical Room
such as delivery firms, contractors, meter readers
and others whose necessary periodic access to the
Medical Room must nevertheless be supervised for
safeguarding reasons.

> Be familiar with the fire safety procedures of the
Medical Room and therefore be able to manage if
placed in the position of being the responsible
person in the event of an alarm or fire.

Housekeeping
> Liaise regularly with Housekeeping Manager 
where appropriate to ensure that the Medical 
Room is a clean environment.

> Make and change beds as necessary; liaising 
with laundry.

> Keep bedrooms and waiting area tidy.

> Inform the maintenance department of 
repairs.

> Complete designated Health and Safety 
checks and Risk Assessment sheets in 
conjunction with the Nurse Manager.

> Assist with the updating of noticeboards and 
displays. 



Knowledge and Experience

> A genuine interest in the personal
development of young people and their
welfare

> Strong communication skills in oral and
written English and ability to relate to others  

> Flexibility, energy and perseverance

> Ability to work under pressure and to
respond and deal with emergency situations

> Excellent organisational, decision-making
and time-management skills

> Empathy and patience in dealing with
complex situations

> Confidence and willingness to try new
approaches and ideas

> A good understanding of the principles of
confidentiality and information sharing.

> Sound IT skills

Induction and in service training
> The School provides a full induction for new
support staff and is committed to supporting
the ongoing professional development of its
staff through in-service training and external
professional development courses.

GENERAL INFORMATION

First Aid
> The Health Care Assistant must maintain a
recognised First Aid qualification including a
refresher course every 3 years as required.
The Foundation will fund this training and
allow time off to attend the course.

Use of Private Vehicle
> The Health Care Assistant is required to
hold a clean full driving licence and may be
required to use their car to transport a pupil/
staff member, as and when appropriate, for
example to and from hospital or other
medical appointment. The Foundation holds
appropriate business use cover for private
cars or other vehicles belonging to
employees for such use. The Health Care
Assistant may claim the standard Foundation
mileage rate for a journey made in
conjunction with their official duties.

Personal Qualities and Skills

> Good general education

> Experience of working with young
children in a professional setting

> Driving licence (and own car)

> First Aid Certificate or willingness to
undertake training.



If you would like to apply for this role, please 
download the application form from the 
School website. Our Guidance Notes for 
Applicants can also be found on the website.

View Online Page

Your application form should be completed in 
full and returned to the Head's PA        
gellen@belmontschool.com by Wednesday 
27th June 2018

Please note that we are unable to accept 
applications unless they are made on our own 
application form. Due to the large number of 
applications the School receives, please be 
aware that only shortlisted candidates will be 
contacted and will be required to teach a 
lesson and provide evidence of their identity 
at interview. 

The Mill Hill School Foundation and its staff 
are committed to safeguarding the welfare 
of children. The School is registered with 
the DBS and successful applicants will be 
required to complete successfully the 
Disclosure procedure at the Enhanced 
level. It is an offence for any person barred 
from working with children to apply for this 
post. 

The Mill Hill School Foundation is 
committed to Equal Opportunities and 
welcomes applications from all sections of 
the community.
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HOW TO APPLY
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https://www.millhill.org.uk/application-form/


Belmont
Mill Hill Preparatory School 
The Ridgeway
Mill Hill Village
London NW7 4ED

020 8906 7270
millhill.org.uk/belmont

Instilling values, inspiring minds 
millhill.org/belmont




