
 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appointment Information 

School Nurse 
January 2020  

 



 

 

Queen’s College, London 
Queen’s College, London consists of two schools. The College, based on Harley Street, is 

a highly successful independent girls’ senior day school of 380 pupils, aged 11-18 and is a 

member of the Girls’ School Association. It prides itself on its friendly and supportive 

atmosphere, highly valued by pupils, parents and staff. Queen’s College Preparatory 

School (QCPS), a short walk away from the College, has a similar ethos and has enjoyed 

rapid growth since its foundation in 2002. QCPS is a member of the Independent 

Association of Prep Schools and has become one of the most successful girls’ prep schools 

in London, its pupils progressing to an array of leading day and boarding senior schools, 

including Queen’s College. 

 

Queen’s College (often known simply as “Queen’s”) occupies an extraordinary position in the 

history of education for women; founded in 1848 with the ambition of providing a means for girls 

and young women to gain a serious education, it was the first institution in Great Britain where 

they could study for and gain formal academic qualifications. 

 

Nowadays, the College and the Prep enjoy a reputation as friendly and creative schools where 

high academic standards are combined with a wide extra-curricular programme and excellent 

pastoral support. Places are oversubscribed and the schools’ central locations are recognised to be 

a considerable asset; the cultural life and landmarks of central London are very easily accessible 

and this is a source of real enrichment. The College is academically selective, has been achieving 

increasingly strong results in recent years, and continues to invest in enhancing its buildings (a 

notable example being the construction of a new sixth form centre which opened in February 

2017). 



 
 

The Role    
We are seeking an experienced, conscientious and personable School Nurse who will take 

a leading role in supporting pupils’ health and wellbeing so they can participate fully in 

active school life.  The successful candidate will provide high-quality medical care, 

ensuring that pupils receive medical support as required and that relevant individuals are 

fully informed.  This will entail working closely with a variety of stakeholders, including 

parents, staff with pastoral responsibilities and external agencies.  The person appointed 

will report to the Deputy Head (Pastoral). 

 

The School Nurse will support pupils who have long-term medical conditions that may require 

daily assistance e.g. diabetes, coeliac, asthma, arthritis, scoliosis, severe allergies.  The role will 

also involve day-to-day first aid, treatment of minor ailments, diagnosis of illness and decision-

making on fitness for school, as well as advice and keeping parents fully updated on their child’s 

welfare during the school day, which is vitally important.   

 

Furthermore, the position comprises a significant pastoral element, involving regular liaison with 

the Deputy Head (Pastoral) and external organisations.  As in any school, safeguarding our pupils 

is paramount, so timely and accurate electronic record-keeping is an essential skill for this post. 

 

The role will also include further establishing and maintaining a strong link with QCPS.  Prep 

pupils are well supported currently, but plans for greater input and assistance with record 

keeping, updating policies and getting medical information onto our data management system, 

SchoolBase, are ongoing. 

 

 

 



 

 

 

Key Responsibilities 
 

Provision of Medical Care 

 Ensure the best possible first response medical care is available to both pupils and staff. 

 Treat pupils as appropriate with the aim of encouraging them to return to their normal 

timetable as soon as appropriate. 

 Where necessary, arrange to get the pupil / person home safely or to alternative care e.g. the 

individual’s GP or to hospital. 

 Administer medication in accordance with School policy. 

 Liaise with parents and staff on medical and mental health in accordance with School policy. 

 Ensure medical questionnaires and all relevant parental consent forms to administer or carry 

medicine etc. upon joining Queen’s and at further agreed stages are obtained, retained and 

recorded. 

 

Medical Room Administration 

 Maintain excellent records - all medical information kept updated and secure, both in hard 

copy and on the ‘Medical’ section of SchoolBase (our management information system). 

 Document pupil visits, treatment, medication and relevant action taken. 

 Maintain up-to-date lists of pupils with severe allergies and holders of Epipens, asthmatics 

and other medical alerts, ensuring these lists are readily available to staff. 

 Ensure that medical and first aid equipment is maintained and re-stocked. 

 For every trip, visit or excursion off site with pupils, ensure that appropriate first aid kits and 

pupils’ individual medical needs have been identified, assessed and discussed with the 

relevant staff accompanying the trip. 

 Act as first responder for any accidents which require medical attention on school premises. 

 Ensure that any first aid given is recorded in the appropriate section of SchoolBase in a 

timely and accurate manner.  Where appropriate, work with the Premises Manager to ensure 

that the RIDDOR section of SchoolBase is completed and submitted in good time. 

 Keep parents informed of any accident or incident involving their child, including any 

resultant treatment. 

 Ensure safe storage, usage and disposal of medical supplies and drugs, adhering to all expiry 

dates and replenishing as required. 

 Maintain first aid kits around the school and up-to-date lists of all staff with first aid 

training, identifying the need for refresher training, as required. 

 Implement health care plans where appropriate; provide support and training to staff for 

pupils in the classroom and in extra-curricular activities. 

 Meet regularly with senior pastoral staff (Heads of Section and the Senior Leadership Team) 

to provide effective pastoral care for all pupils, including attendance at weekly Heads of 

Section meeting. 

 Attend the termly Health and Safety Committee. 

 Work with relevant staff to prepare for policy audits by the Council. 

 

 

 

 



 

 

 

 

Coordinating Immunisation Programmes 

 Liaise with local health authorities to organise immunisation programmes and agree 

appropriate dates with the Deputy Head (Operations). 

 Arrange and manage communications with parents to obtain consent. 

 Maintain records on SchoolBase. 

 

Pastoral Care and Counselling 

 Work closely with the Designated Safeguarding Leads of the College and the Prep, 

exercising judgment regarding confidentiality at all times whilst prioritising the 

safeguarding and welfare of pupils. 

 Liaise with the Deputy Head (Pastoral) to arrange appointments and maintain a record of 

appointments. 

 

Training and Communications 

 When requested, provide first aid updates for staff, particularly PE staff and staff regularly 

involved in residential trips. 

 As required, raise awareness of medical and health issues to pupils and staff via appropriate 

channels of communication. 

 

Miscellaneous 

 Undertake other reasonable duties that are commensurate with the post, as required. 

 

 

 

 

 

 

 



 

Person Specification 
 

Essential 

 RSCN, RN Child or RGN qualified with relevant experience. 

 Highly proficient in IT, including experience of using management information systems. 

 Meticulous record-keeping skills and strong attention to detail. 

 Highly efficient with strong prioritisation and multi-tasking skills. 

 Excellent spelling and numerical skills. 

 Strong organisational skills. 

 Ability to work independently and as part of a team, with a positive and accommodating 

attitude. 

 An ability to communicate confidently, calmly and sensitively at all times with a diverse 

range of stakeholders. 

 An ability to understand and implement policies and protocols effectively. 

 Excellent presentation and communication skills, both verbal and written. 

 Mature, enthusiastic and self-motivated with a thorough approach to tasks. 

 

Desirable 

 Experience in paediatrics. 

 Working knowledge of safeguarding & child protection issues. 

 Background in counselling and/or adolescent psychology. 

 

 

 

 



 

 

Terms and Conditions 

• Term time only permanent position. 

• Start date: January 2020 or as soon as possible thereafter. 

• The salary for this role is competitive and will be dependent on qualifications, skills and 

experience. 

• Normal working hours – 0800 to 1630, Monday to Friday.  

• Free lunch in the Dining Room during term time.  

• Healthcare insurance (taxable benefit).   

• Defined contribution pension scheme. 

 

 

 

 

 

 



 

Applying for the role 

Applications should be made on the Queen’s College application form, with the 
names and contact details of three professional referees (to include your current 
or most recent head teacher if you are or have been employed in a school), and 
accompanied by a supporting covering letter. Please do not send CVs. 

The application form, together with other useful information, can be downloaded from the 

College website (www.qcl.org.uk).  

Completed application forms and covering letters should be sent via email (preferably) to the 

Assistant Bursar, Mr Richard Hall (rhall@qcl.org.uk) or by post to Queen’s College, 43-49 Harley 

Street, London W1G 8BT. 

Applications will be considered as they are received by the College.  Early applications are 

warmly encouraged.  

The deadline for applications is midday on Tuesday 14 January 2020.  Interviews are likely to 

be held during the week commencing Monday 20 January 2020. 

Queen’s College, London is committed to safeguarding and promoting the welfare of children, 

and applicants must be willing to undergo child protection screening, including checks with 

past employers and the Disclosure and Barring Service. 
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