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Job Description 

Post Title:		Medical Lead and Administrator

Location: 		Arnold Hill Spencer Academy

[bookmark: _Hlk89685660]Salary/Pay Range:	NJC 05-09 £22,377 - £23,839

Hours of work: 	Permanent – Full Time, TTO + 2

Reporting to:		Vice Principal  


Purpose of Role
[bookmark: _Hlk89685762]The post holder will provide medical support for students such as first aid and administration of medicines and have an overview of health care across the Academy. The postholder will work with colleagues internally and clinical commissioning groups externally to support health care including immunisation programmes. The ideal candidate will have previous nursing experience, but this is not essential.

Working as part of this important team you will be required to carry out the following duties.  The nature of the Academy Year requires some of these tasks to be done regularly whilst others will be on an annual cycle.  
The post holder will be expected to use all Trust standard computer hardware and software packages where appropriate

Main Duties and Responsibilities 

Specific responsibilities include:

· To identify, implement and evaluate individual health care plans for students with medical conditions.
· To participate in regular training in administration of medicines to children in educational setting 
· To maintain up to date first aid qualification and ability to lead on first aid training
· To co-ordinate all first aid staff training and maintenance of first aid equipment/stock 
· To prioritise health problems and intervening appropriately to complex, urgent or emergency situations, including the initiation of effective emergency care. 
· To input and update student medical information in SIMS/Synergy. 
· To monitor and evaluate care interventions. 
· To share appropriate information on students during transition from Key stages. 
· To co-ordinate all government led immunisation programmes (and Staff influenza vaccinations). 
· To administer an Epi Pen injection when appropriate. This is to be in accordance with medical procedures and up to the level of the training received. 
· To organise and deliver appropriate medical staff training e.g. Anaphylaxis. 
· To ensure teaching and support staff have appropriate awareness and understanding of the common medical conditions in the Academy. 
· To co-ordinate and deliver good practice, continuous training, and communication of the use of the Automated External Defibrillator. 
· To train and supervise all staff dealing with students with severe and complex medical conditions/needs. 
· To help to identify, create and evaluate all medical and student wellbeing policies, communicating with all staff involved. (Medical Conditions, Drug use etc). 
· To assist the Academy in raising the profile of the importance of health and welfare. 
· To maintain and supply first aid boxes for Academy events, e.g. Visits, Sport Days and trips. 
· To deliver all medical information and medical procedures to new staff members via the induction programme. 
· To provide accurate, complete records of student consultation and drug administration consistent with legislation, policies, and procedures
· To monitor work area and practices to ensure they are safe and free from hazards and conform to health, safety and security legislation, policies, and guidelines.  

Specific Responsibilities 

Risk Management 
· To liaise with pastoral team to identify areas of concern. 
· To control storage and administration of medication. 
· To maintain Accident Book (TAM) and appropriate records. 
· To ensure infection control measures are adhered to in line with local and national guidelines. 

Staff Development 
· To take part in the Academy’s staff development programme by participating in arrangements for further training and professional development. 
· To undertake mandatory and statutory training. 
· To recognise and work within own competence and professional code of conduct regulated by the Nursing and Midwifery Council (NMC). 
· To attend regular meetings with the SEN and Safeguarding team as required. 
· To contribute positively to effective working relations within the Academy. 
· To engage actively in the Appraisal process. 
· To attend relevant in-service training and regular learning support meetings. 

Standards and Quality Assurance 
· To support the aims and ethos of the Academy. 
· To follow and uphold Academy policies. 
· To participate in staff training. 
· To promote and safeguard the welfare of the students in accordance with the Academy’s Safeguarding and Child Protection policy. 

Communication 
· To follow agreed policies for communications in the Academy. 
· To attend meetings as required. 
· To prepare and provide reports as required. 
· To be aware of Academy procedures and confidential issues and to keep confidences appropriately. 
· To maintain effective communication with all staff members. 
· To communicate with parents/carers regarding events relating to their children. 

Management of Resources 
· To contribute to the process of the ordering and allocation of equipment and materials in relation to medical requirements 

General
· Work in a professional manner and with integrity and maintain confidentiality of records and information.  
· Maintain up to date knowledge in line with national changes and legislation as appropriate to the role.
· Be aware of and comply with all Trust policies including in particular IT, Health and Safety and Safeguarding.
· Participate in the Trust Professional Performance Review process and undertake professional development as required.
· Adhere to all internal and external deadlines.
· Contribute to the overall aims and ethos of the Spencer Academies Trust and establish constructive relationships with nominated Academies and other agencies as appropriate to the role.

These above-mentioned duties are neither exclusive nor exhaustive, the post- holder maybe required to carry out other duties as required by the Trust.

The Spencer Academies Trust is committed to safeguarding and promoting the welfare of all our students and expects all employees and volunteers to share this commitment.  All posts are subject to enhanced DBS checks and completion of Level 2 safeguarding training.
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Person Specification – Administrator and Medical Lead
	
	Essential

	Desirable


	Qualifications and experience 

	· Educated to GCSE level including English and Maths at Grade C or above, or equivalent qualifications
· Current first aid qualification
· Relevant accreditation in administration of medicines in educational settings
· A professional qualification relevant to the post
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	Knowledge and skills

	· Relevant training in medical support for students in schools
· At least one year’s related experience of work within a school in relevant work
· Working with children, young people, parents, carers, and families preferably within an educational context
· Have worked as part of a team, as well as on your own initiative
· Working with professionals from other agencies and in a multi- agency context
· Using IT systems to compile reports as well as analysing statistical data for monitoring purposes
· Demonstrate an understanding of issues linked to confidentiality
· Ability to communicate effectively both orally and in writing especially with Academy staff, and other professionals
· Ability to use IT Systems effectively to produce reports, record information and monitor outcomes for individuals and groups
· Ability to use SIMS and Synergy
· Ability to persuade and negotiate as well as good interpersonal/ communication skills 
· Demonstrate an ability to cope with stressful /challenging situations
· Demonstrate a solution focussed approach, collaborative working and enthusiasm to work with students, parents and carers in addition to Academy based staff.
· Demonstrate knowledge of statutory requirement to keep children safe (both general and medical provision including first aid)
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	Personal qualities

	Excellent interpersonal skills with the ability to maintain strict confidentiality
Initiative and ability to prioritise own work and that of others to meet deadlines
Efficient and meticulous in organisation
Able to follow direction and work in collaboration with the leadership team
Able to work flexibly, adopt a hands-on approach and respond to unplanned situations
Ability to evaluate own development needs and those of others and to address them
Commitment to the highest standards of child protection and safeguarding
Recognition of the importance of personal responsibility for health and safety
Commitment to the Trust’s ethos, aims and whole community.
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