HEALTH CARE ASSISTANT
Full Time 60 Hours per week - 12-hour night shifts
34 weeks term-time, plus one week
£20,522.07pa

MALVERN ST JAMES LTD
Malvern St James is a leading boarding and day school for girls between the ages of
4 and 18. There are approximately 400 pupils split equally between boarders and
day girls.
The School is in the heart of Malvern in Worcestershire, only two hours from London
and one hour from Birmingham the school has excellent transport links, with Great
Malvern station situated just opposite the main school building. The MSJ bus service
covers five counties to pick up and return girls each day.
Aspiration, personal development, and achievement lie at the heart of the School
and each pupil is treated as an individual. Our aim is to promote excellence and
innovation in teaching and learning throughout the school. Our commitment is to
provide each girl with the challenges and support offered by a bespoke education
which will allow her to develop her talents, character and academic abilities to the
full. We prepare girls for the most competitive UK and international universities and
pathways. In addition, we aim to foster and encourage a wide range of extracurricular interests. This individual emphasis is complemented with teamwork and a
sense of collective responsibility.
We offer pupils full, weekly, and flexible boarding and day places, allowing both
parents and daughters to choose the option that is right for them. Senior girls
remain in school until 6.10pm each day and participate in the busy activities
programme or supervised homework sessions.
Girls benefit from first class facilities which include an award-winning Science and
Mathematics Centre which has been expanded to provide greater laboratory space
and Mathematics teaching space, a Drama Studio, four ICT suites and a multi-media
Language Laboratory. Our Sports Hall continues to expand both its facilities and
services offered to the girls and staff for personal training and fitness. The School
has a dedicated Sixth Form Centre for Day Girls and Boarders featuring a lively Café
Culture recreational area.
We offer staff who come to work at the school:
•
•
•
•

the opportunity to work with highly motivated staff and talented pupils
commitment to your professional development
convenient location in Malvern with excellent transport links
competitive salary scale

Malvern St James is committed to safeguarding and promoting the welfare of
children.
Applicants must be willing to undergo child protection screening appropriate to the
post,
including checks with past employers and the DBS.
Offer of appointment is subject to satisfactory references and DBS checks.

JOB DESCRIPTION
Title

Health Care Assistant

Hours of Duty

60 hours per week, 12-hour night shifts only

Responsible to

Director of Pastoral Care

Accountable to

Headmistress

Job Summary
To work as an integral part of a small healthcare team based in the School Health
and Wellbeing Centre. A 24-hour healthcare service is provided, giving round the
clock care to day pupils and boarders (4-18 years) attending Malvern St James Girls’
School
The HCA’s role is to cover the Health and Wellbeing Centre, 5 nights a week. If there
are no in-patients, the HCA may remain in her flat overnight. If there are any inpatients, the HCA will sleep overnight in the Health and Wellbeing Centre
The HCA will be expected to be available to take telephone calls from House Staff
before 10.30pm and to respond to any night-time emergency calls from the Houses
The HCA will support and advise House Staff if they have a pupil who is unwell
during the evening

The job includes administrative skills e.g., IT skills, answering the telephone, keeping
patient notes, communicating with Parents, the Housemistresses, and the Daytime
Healthcare Team
As an HCA you will be expected to use good communication skills and adopt an
approachable and friendly manner
Any girl seen by the HCA who is of medical concern, must be referred on to an
external agency by the HCA straight away
Confidential and sensitive information must be always respected as such and not
discussed or divulged outside the Health Centre.
Additional responsibilities:
To escort girls in an emergency to A&E
On occasion the HCA may be asked to complete an administrative task which the
Daytime Healthcare Team have not managed to complete during the day
Accommodation information:
This role comes with a small flat situated within the Main School Building.
The flat will be the private property of the HCA during term time.
This property is only available for sole occupancy.
General
It will be necessary for the successful applicant to attend a First Aid at Work course
unless they already have a current certificate
All School policies must be adhered to and guidelines followed for child protection
The HCA is expected to attend Whole-Staff Inset Training once a year
Protection of Children
Applicants are advised that in accordance with national and local procedures for the
protection of children, the successful applicant will be required to give consent to an
enhanced Disclosure and Barring Service Check.
This post is for 60 hours per week, for 34 weeks term-time, plus one week per year
19.00 – 07.00.
Due to the nature of the role, the successful candidate will be female.
A commitment to the ethos of academic progress and to pastoral care in a day and
boarding environment is expected of all staff.

Person Specification
Education

•

HCA Qualification necessary for this role. (NVQ Health and Social Care –
(QCF)

Skills and Abilities

•
•
•
•
•
•
•

Good verbal / written communication skills
Good interpersonal skills
Team player
Ability to use initiative, prioritise and be proactive
Good timekeeping skills
Basic food preparation
Basic admin skills/computer literate

Experience

•
•
•

Previous experience of working with children / adolescents
Regularly interacts with people at work
Previous experience of working in a health care setting

Qualities

•
•
•

Flexible approach
Demonstrates motivation
Pleasant, caring disposition

Other

•
•
•

Good general health
Driver / Own car (desirable)
Flexibility

All school staff are expected to:
a. Work towards and support the school vision and the current school
objectives outlined in the School Development Plan
b. Support and contribute to the School’s responsibility for safeguarding
students
c. Regularly review own practice, set personal development targets and
take responsibility for own continuous professional development.
d. Work within the school’s health and safety policy to ensure a safe
working environment for staff, students and visitors
e. Work within the Equal Opportunities Policy to promote equality of
opportunity for all students and staff, both current and prospective.
f. Maintain high professional standards of attendance, punctuality,
appearance, conduct and positive, courteous relations with students,
parents and colleagues.
g. Engage actively in the performance review process.
h. Adhere to policies as set out in the Staff Handbook/Teacher
Standards and Regulations
i. Undertake other reasonable duties related to the job purpose
required from time to time
j. Adhere to School Safeguarding and Child Protection Policies.

BENEFITS OF WORKING AT MALVERN ST JAMES GIRLS’ SCHOOL
Malvern St James Girls’ School prides itself on its warm, friendly and welcoming
environment where all staff are encouraged to play a part in a successful and supportive
community.
Pay
We offer a competitive salary, considering previous experience and relative skills and
abilities. Teaching salaries are paid on Malvern St James Teachers’ Pay Scale.
Pension Scheme
After completing three months’ employment with Malvern St James, Support Staff will
automatically be enrolled into our Pension scheme, to which the School also contributes,
this is subject to satisfying certain eligibility criteria and subject to the rules of such scheme
as amended from time to time.
Teaching Staff are automatically entered into the Teachers’ Pension Scheme.
Death in Service Cover.
Sport
MSJ Sports & Fitness Centre promotes flexibility as a key attribute to create fitter, healthier
employees. Discounted membership for staff includes gym and swim and a wide range of
classes. Membership contributions are taken by direct debit.
The Sports Club provides many activities for members. These include a wide range of sports,
organised tours and regular competitions.
Other benefits include:
•
•
•
•
•

Fee remission
Lunch provided
Onsite Pavilion Café
Access to Massage
Access to Reflexology

