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THE BLUE COAT SCHOOL BIRMINGHAM LIMITED 

SCHOOL MATRON 

JOB DESCRIPTION 
 

 

 
We are looking for a highly motivated and committed School Matron to join our team to ensure the good health and 
welfare of all pupils, staff at, and visitors to, the Blue Coat School. The School is an Independent Day Preparatory School 
offering an outstanding educational experience to around 600 boys and girls from 2 to 11 years. This is an excellent 
opportunity for an experienced practitioner to further their experience and contribute to the health and welfare at the 
School. The Matron will be expected to start as soon as possible. 
 
The role demands exceptional people skills, and attention to detail together with energy and enthusiasm and the 
willingness to go the extra mile. 
 
Reports to:  The Bursar 
Hours:   Full time (8am – 5pm) Term time only plus 15 days holiday working as required 
  Attendance at all Open Mornings and Weekend events (up to 5 Saturdays per year) 
Salary: £18,000 depending on skills and experience 

Other benefits include free lunch during term time and contributory pension scheme. 

 
Purpose 

• To be responsible for the smooth and efficient running of the Health Centre. 

• To provide a high-quality level of care and first aid in the event of pupils being taken ill or having an accident. 

• To provide pastoral support to the children in the school as guided by senior staff. 

• To ensure that the School is compliant in all regulatory matters relating to first aid and health. 

Main Duties and Responsibilities 
1. The School Matron will be the lead practitioner providing first aid support to pupils and adults in the School. The 

duties will include: 

• Managing the first aid cover at the School to ensure that this is adequate with appropriately qualified members 

of staff including at school events and in trips, outings, off-site visits and fixtures.  

• Ensure that all first aid kits are appropriately stocked around the school campus, on the minibuses and for trips, 

outings and off-site visits. 

 
2. The School Matron will be the lead practitioner in ensuring that the welfare needs of the children are met by 

• Liaising with parents to discuss any specific needs of their child and ensuring that appropriate provision is made 
for children with medical conditions or specific needs. 

• Ensuring that individual health care plans are devised and monitored as and when required and that these are 

reviewed at least annually. 

• Providing a high level of care in the event of a child becoming ill whilst at School. 

• Ensuring the safe storage and handling of medicines. 

• Taking a lead role in the administration of medicines to pupils and providing guidance on this to colleagues as 

required. 

• Liaising with the relevant health authorities to implement immunisation programmes for pupils as and when 

required. 

The Blue Coat School Birmingham is committed to safeguarding and promoting the 
wellbeing of children and young people and expects all staff and volunteers to share this 

commitment. 
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• Operating procedures for the control of infectious diseases when required. 

• Conducting basic hearing screening tests for children in Reception and reporting any concerns to parents. 

• Liaising with the relevant health authority to ensure vision screening tests are completed for children in 

Reception and reporting any concerns to parents. 

 
3. The administrative responsibilities of the School Matron include: 

• Maintaining accurate records of the medical needs of the pupils and all health issues. 

• Ensuring that all staff are aware of the medical needs of the pupils in School and when pupils are taken on trips, 

outings or off-site visits. 

• Ensuring that all staff are aware of specific pupils with particular needs which may be life-threatening and 

ensuring that they are provided with the necessary training. 

• Maintaining accurate records of the treatments administered including first aid and medications. 

• Keeping detailed records of accidents and reporting these to the Estate Manager, Bursar and RIDDOR (where 

appropriate).  

• Ensuring that training is updated within the proscribed time-frames including training in first aid; paediatric first 

aid as required for the Early Years Foundation Stage; the use of inhalers; allergy awareness and the use of 

Epipens; and any other such training as required to meet the medical needs of pupils. 

• Maintaining accurate records of all such training. 

• Ensuring that the First Aid and Health Policy and procedures are reviewed annually, and being proactive in 

identifying and developing new procedures. 

 

4. The pastoral responsibilities of the School Matron include: 

• Ensuring that the Designated Safeguarding Lead (or a Deputy) is informed where safeguarding or child 

protection concerns are identified. 

• Liaising with colleagues to provide pastoral support to pupils as required. 

• Ensuring that senior colleagues are informed about welfare or pastoral concerns about children identified by the 

School Matron for example by frequent visits of a pupil to the Health Centre or through discussions with a 

child. 

• Supporting the provision of PSHE to pupils and taking part in the delivery of the PSHE curriculum when 

appropriate. 

• Supporting staff in the management of lost property within the school. 

 

5.  Other duties include: 

• Being available in the event of an emergency (this might be outside of term time) to support and advise 

members of the School’s Senior Leadership Team on issues pertaining to the health and welfare of pupils. 

• Being available to accompany a School residential trip as required. 

• Undertaking House duties as required. 

• Liaising with external agencies as necessary. 

• Attending INSET days at the start or each term and attending staff meetings as required. 

• Attending training and relevant conferences as required. 

 

 
The job description is indicative of the nature and level of responsibilities associated with the post. It is not intended to 
be exhaustive; other tasks may be allocated as necessary from time to time. 
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THE BLUE COAT SCHOOL BIRMINGHAM LIMITED 

School Matron 

Person Specification 
 

 
Experience and skills 
 

• Valid First Aid qualification (essential) 

• Experience in a caring profession 

• Ability to communicate confidently and deal with challenging situations 

• Ability to remain calm under pressure and take decisive action 

• Ability to maintain accurate records with sound IT literacy 

• An excellent telephone manner 

• Good organisational skills and the ability to prioritise and manage tasks 

• An eye for detail and accuracy 

 
Personal attributes 
 

• A professional manner and appearance 

• Friendly, warm personality with excellent inter-personal skills 

• Clear communication skills, both oral and written 

• Self-motivated with a positive, professional attitude 

• Ability to work as part of a team yet also to work under own initiative 

All members of staff are required to promote and safeguard the welfare of all children at the School and, to adhere to, 
and ensure compliance with, the School’s safeguarding procedures and staff guidance at all times. 
 
The post is subject to an enhanced DBS check and satisfactory references. References will be sought prior to interview.  
 
The School is an equal opportunities employer. 

The Blue Coat School Birmingham is committed to safeguarding and promoting the 
wellbeing of children and young people and expects all staff and volunteers to share this 

commitment. 
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THE BLUE COAT SCHOOL BIRMINGHAM LIMITED 

School Matron 

Further Information for Candidates 
 

 

The Blue Coat School is an Independent Day Preparatory School offering an outstanding educational experience to 
around 580 boys and girls from 2 to 11 years. Founded in 1722 as a charity school 'for the purpose of 
maintaining poor children' in the centre of Birmingham, it is now  an IAPS Prep School occupying a beautiful site in 
Edgbaston in 15 acres of playing fields and gardens. It is a thriving community where children achieve a great many 
things - with outstanding results. 
 
The Blue Coat School is a stimulating and rewarding place to work, in the company of enthusiastic and dedicated staff. 
It has excellent resources, which are used to provide enjoyable and imaginative learning. Our community ethos is 
very strong, and we maintain the highest expectations of the interpersonal relationships between pupils and between 
the staff and pupils. We aim to produce happy, polite and successful young people.  
 
The Health Centre is a designated room in the main admin building at the heart of the school for the administration of 
first aid and where children can meet with the School Matron or her assistant to discuss any concerns about their health 
or welfare.  The room is well equipped and resourced to support the needs of the children at the school and all their 
medical records are filed in this room.  
 
The successful applicant will be expected to ensure that the excellent standards of the school are maintained. Further 
details of the post are set out in the job description and person specification.   
 
Recruitment Process 

Applications must be made on the Blue Coat School Application Form and must include details of two referees, one of 
whom should be a current or most recent employer.  
 
Application forms, together with a supporting letter should be returned to Mr G Morgan, Bursar of The Blue Coat 
School, by 8 am on Monday 20 May 2019. Short-listed applicants will be interviewed later that week.  In addition to a 
formal interview, applicants will be taken on a tour of the school. 
 
At interview applicants must provide original documents to confirm their identity and right to work in the UK. They 
must also bring proof of qualifications where relevant for the post. The documentation required by applicants is 
listed in the Recruitment Policy which is available on the school website and from the school. The successful applicant 
will be subject to an enhanced DBS check (including a List 99 check) and will be required to complete a Health 
Questionnaire. 
 

Further details about the school and the post are available on the school website: www.thebluecoatschool.com.  
 

Application forms can be returned by e-mail to recruitment@thebluecoatschool.com or by post to The Blue Coat 
School, Somerset Road, Edgbaston, Birmingham B17 0HR. 

 
 
 

The Blue Coat School Birmingham is committed to safeguarding and promoting the 
wellbeing of children and young people and expects all staff and volunteers to share this 

commitment. 


