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	Job Description

	Job title
	College Nurse

	Department
	Health Centre

	Reports to (Position Title)
	Senior Tutor


This document outlines the output and key accountabilities required of the post holder, as well as skills, qualifications and experience needed in order to carry out the role. It is not a definitive list.
	Purpose of the role



	
The College Nurse is a key member of the College’s Tutorial and welfare team and will liaise closely with the Tutors and members of the Tutorial Department, the HR Manager and other Heads of Department.  
The College Nurse will provide first-line health care and health-related welfare advice and first aid to student and staff members of the College community throughout the year. 
The College Nurse is expected to have a particular focus on issues of mental health and wellbeing. Therefore, evidence of interest in or experience of mental health support is desirable. 
The nurse will also have responsibility for advising and developing policy on health matters in College when consulted.  
Duties include the holding of daily surgeries on weekdays during Full Term and the University vacations, maintenance of First Aid provision, provision of health information and advice, the delivery of vaccination and preventative health and welfare services, and liaison with other health professionals across the Cambridge Colleges and in the City.

	


	Background information

	Based at
	Trinity Street, Cambridge CB2 1TA

	Hours of work
	Full time for 36 weeks of the year and part time for 16 weeks of the year

	Contract type
	Permanent 

	Qualifications
	NMC Registered Nurse 
Qualification and/or experience in mental health provision (desirable)

	Key Skills
	Clinical and welfare support skills
Ability to prioritise workload and recognise emergency situations

Initiative, discretion and ability to work with limited supervision

	Work experience
	Broad post registration experience

Broad experience to manage a range of medical, psychological and other emergencies
Experience of working with young  people
Experience of delivering mental health support

	Budget responsibilities
	Responsibility for Health Centre budget


	Professional duties:

	· Provide a first‐line diagnostic and advisory service for students, staff and Fellows 

	· Provide a first aid service for students, staff and Fellows 

	· Provide mental health and wellbeing support and advice to students and to develop a system of escalating mental health care that the College can call upon where necessary

	· Provide welfare support to all students when required 

	· Oversee registration of all undergraduate students with a Cambridge GP of their choice

· Devise and administer student health questionnaire

	· Liaise with GPs, College Nurses across the University and other healthcare professionals 

	· Undertake general nursing duties, e.g. renew dressings, remove sutures etc

	· Responsible for ordering, storage, checking and administration of drugs and dressings held in the College Health Centre 

	· Make domiciliary visits to students’ rooms and to students in hospital 

	· Provide rehabilitation and support to students recovering from illness or hospitalisation

	· Provide health education in College on issues relevant to student and staff concerns.

	· Undertake a minimum of 5 daysʹ study every 3 years, in order to remain on the register of the Nursing and Midwifery Council. 

	· Act as College HIV/Aids Officer

	· Promote and administer vaccination and screening programmes among members of the College community

	Administrative duties:

	· To liaise with the appropriate College offices about the distribution of a health questionnaire to all new students during the summer before they come up.

	· To advise the Admissions and Tutorial Offices on the medical aspects of the care of disabled students, working closely with the Admissions Officer and the Senior Tutor’s Deputy.

	· To ensure that every student is registered with a local GP, and to work with colleagues in the Tutorial office to ensure that College records accurately reflect this.

	· To arrange to see any students who report in their health questionnaires that they suffer from serious allergies within 48 hours of arrival in Cambridge. With students' permission, arrange for dissemination of this information to key College departments. Encourage students who to carry their Epi-pens and brief relevant college staff and First Aiders on their correct use

	· To arrange to see students who suffer from chronic medical conditions to confirm that adequate measures and support are in place for them.

	· To check that students have received MMR and Meningitis C vaccinations. To see those students who are unvaccinated to make appointments for this to be done and explain the risks involved to those who are still unwilling to be vaccinated. Keep a list of the vaccination status of all students.

	· To encourage awareness of Meningitis amongst new students by distributing leaflets and displaying fact sheets in appropriate places

	· To liaise with Junior and Graduate Parlour Welfare Officers

	· To liaise with GPs, hospital doctors and departments, the University Counselling Service and other health care professionals outside College. Within College, confidential liaison with Tutors, Chaplain and with parents in person, by letter or by telephone. More general liaison in College with the Housekeeper/Domestic Supervisor and the Porters.

	· Maintenance and safekeeping of confidential medical records for all students who attend the Health Centre.

	· Responsibility for stocking, checking, safe custody and administration of drugs held in the Health Centre, and for a Health Centre budget.

	· Responsibility for the security and cleanliness of the Health Centre, in liaison with the Housekeeper/Domestic Supervisor.

	· Advising the Housekeeper and her staff on current hygiene regulation and provision throughout the College

	· To order stock to replenish First Aid Boxes throughout the college and its hostels as requested by the relevant personnel. 

	· Health awareness talks to staff and students, if requested, on topical subjects e.g. meningitis, anaphylaxis, HIV and AIDS.

	· To hold and up-date relevant information and supplies of literature on a wide range of common health problems affecting students and other health topics e.g. Allergy Campaign.

	· The College Nurse will be expected to attend meetings of Health and Safety Committees, and of the Tutors’ and Graduate Tutors’ meetings. 

	Professional membership:

	· Membership of the Royal College of Nursing. This provides personal indemnity insurance and legal aid in the event of professional malpractice.

	· Membership of the United Kingdom Central Council, which is the regulatory body of the profession: nurses, midwives and health visitors. Registration is required to be able to work as a registered practitioner in the UK. Renewed registration is required every three years, with evidence of continued professional development. This is ensured by attendance at appropriate training and refresher courses

	· Membership of Cambridge College Nurses Association.

	· To attend approximately 3 meetings each term with the University Counselling and Occupational Health Services and with the College Nurses' Association in order to keep up-to-date with the facilities available within the University and the National Health Service which are available to students

	· Attend 1-2 revision lectures each term, as they become available, to maintain knowledge of medical topics such as pandemic flu, anorexia, depression and resuscitation.

	· A post graduate diploma in mental health, or other qualification in mental health would be desirable, though not essential


Further requirements & Information relevant to the role

	Additional role requirements
	Yes
	No

	DBS check
	X
	

	Lone working
	
	

	Manual handling
	
	

	Working at height
	
	

	Uniform Required
	X
	

	Other (please specify)
	
	

	
	
	

	
	
	

	Training / verification requirements
	
	

	Fire safety
	X
	

	Health & Safety
	X
	

	Data Protection
	X
	

	Equality & Diversity
	X
	

	Prevent
	X
	

	Cyber security
	X
	

	Dignity at work
	X
	

	Anti-bribery and corruption
	X
	

	Unconscious bias 
	X
	

	Other (please specify)
	
	

	
	
	

	
	
	


Team Responsibilities

· Participate in team meetings when required.

· Share ideas for improvements. 

· Help other employees when you have spare capacity or time. 

· Help cover staffing shortfalls when required.

· Help to keep the department calm by working well and showing consideration for others
This role profile outlines the duties required at the current time to indicate the level of responsibility. It is not intended to be a comprehensive or exhaustive list and may be varied by the College management to include other reasonable requests which are up to the same skill level, and of the same type, already undertaken and which do not change the general character of the job or the overall level of responsibility.
Health and Safety

All employees must adopt a responsible attitude towards health and safety and to comply with any procedures as required by the College in order to ensure the health and safety of themselves, their colleagues and any other persons that may be affected by their actions.  They must be prepared to undertake any training provided in relation to health and safety or which is identified as necessary in relation to their work. 
Continuous Professional Development

Caius is supportive of continuous professional development and opportunity for training and development will be provided.
	Person Specification


	Job title
	College Nurse

	Department
	Health Centre

	Reports to (Position Title)
	Senior Tutor


	
	Criteria
	Essential

/Desirable
	Assessment method

A - Application form
I - Interview
T - Test

	Overview
	The post-holder must have strong assessment skills enabling accurate and appropriate response to medical presentations, and health and welfare situations, and recognise if, when, where and how these should be treated. This will include recognising when to refer a patient or involve other health-care professionals.
	Essential


	

A, I, T

	Qualifications and Training 
	NMC Registered Nurse with Sufficient experience to manage a range of medical, psychological and other emergencies

Experience of managing minor illnesses and injuries and wound care

Experience of working with young  people

Experience of working with patients with mental health conditions 
	Essential


	A


A

A, I
A, I


	Knowledge, Skills & Proven abilities
	Knowledge of local referral pathways
	Essential


	I, T

	
	Counselling and welfare support skills
	Desirable
	A, I, T

	
	Well-developed organisational and administrative skills and an ability to prioritise workload and recognise emergency situations.
	Essential


	
T

	
	Ability to work flexibly at times, in response to needs of service.
	Essential


	I

	
	Initiative, discretion and ability to deal appropriately with sensitive and private information, and to operate in a highly confidential and professional manner.
	Essential


	I, T

	
	Computer literacy; including use of Microsoft Word, Outlook and Excel, with strong written and verbal skills
	Essential


	A, T

	
	Clinical skills
	Essential


	I, T

	
	Aptitude for independent working, and ability to work with limited supervision, as well as collaborative, team working.
	Essential


	I

	
	Knowledge of safeguarding procedures
	Essential


	A, T

	Behaviours
	Much of the work is advisory in nature and the ability to win the confidence and trust of young people is essential.
	Essential


	I

	
	Excellent interpersonal skills in order to liaise with a wide range of individuals.
	Essential


	I, T
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