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Job Title: Medical and Inclusion Officer

Reports To

Facilities Manager

Salary Range  
Range 3  - ISN 18 (£30,171pa FTE) – Actual salary £14,823pa
Working Pattern: 40 weeks a year; Monday to Friday; 9.30am to 1.30pm 

Purpose of the Role

· To lead and coordinate the school’s medical, first aid, and pupil healthcare provision, ensuring the safe and effective management of pupil medical needs in line with statutory guidance and school policies.

· The postholder will provide hands-on first aid and medical support while ensuring compliance with statutory and operational requirements relating to:

· Supporting pupils with medical conditions

· Individual healthcare plans

· Administration of medicines

· Allergy management and anaphylaxis procedures

· Asthma and emergency medication systems

· Record keeping and medical confidentiality

· Staff awareness and medical training coordination

· The role will support the school in meeting its duties under:

· Supporting Pupils at School with Medical Conditions (DfE)

· Keeping Children Safe in Education

· Equality Act 2010

· Health and Safety at Work Act

· Children and Families Act 2014



Key Responsibilities

First Aid and Medical Support

· Provide immediate first aid and medical assistance to pupils, staff, and visitors.

· Assess and respond appropriately to illness, injury, and medical emergencies.

· Coordinate emergency procedures relating to anaphylaxis, asthma, diabetes, seizures, and other medical conditions.

· Maintain accurate records of all first aid and medical incidents.

· Ensure first aid supplies and medical equipment are appropriately stocked and maintained.

· Support educational visits and trips by ensuring appropriate medical arrangements are in place.



Medical Compliance and Care Plans

· Lead on the development, review, and monitoring of Individual Healthcare Plans (IHPs).

· Ensure care plans are reviewed at least annually and updated following changes to medical needs.

· Liaise with parents, carers, GPs, school nursing services, and other professionals regarding pupil medical needs.

· Maintain an accurate register of pupils with medical conditions, allergies, and healthcare requirements.

· Ensure medical alerts and relevant information are communicated appropriately to staff while maintaining confidentiality.

· Ensure systems comply with statutory guidance and school policies.



Administration of Medicines

· Oversee the safe receipt, storage, administration, recording, and disposal of medicines.

· Ensure all medication is administered in accordance with parental consent and school procedures.

· Maintain secure storage systems for prescribed and emergency medication.

· Monitor medication expiry dates and ensure replacement medication is requested.

· Maintain medication administration records and audit trails.

· Support and advise staff involved in administering medicines.



Allergy and Medical Condition Management

· Lead on whole-school allergy awareness and risk reduction procedures.

· Ensure Epipens, inhalers, and emergency medication are readily accessible and in date.

· Coordinate arrangements for pupils with asthma, allergies, diabetes, epilepsy, and other long-term conditions.

· Support staff understanding of medical conditions and emergency responses.

· Ensure dining, trip, and activity arrangements appropriately consider medical and allergy risks.



Training and Staff Support

· Coordinate and, where appropriate, deliver first aid and medical awareness training.

· Maintain records of staff first aid qualifications.

· Provide guidance to staff regarding pupil medical needs and care plans.

· Support induction arrangements relating to medical procedures and healthcare responsibilities.



Safeguarding and Welfare

· Support safeguarding procedures by reporting concerns appropriately.

· Maintain confidentiality and professional boundaries.

· Support pupil wellbeing and inclusion.

· Liaise sensitively with parents and carers regarding medical and welfare concerns.



Administration and Record Keeping

· Maintain accurate medical and first aid records.

· Ensure systems comply with GDPR and confidentiality requirements.

· Produce reports and data as required.

· Support policy reviews relating to first aid, medicines, and medical needs.



Administrative Support for  SENDCO

· Provide administrative support to the SENDCO in the coordination of SEND provision across the school. 

· Support the preparation, distribution, and filing of EHCP documentation and annual review paperwork. 

· Arrange meetings with parents, carers, staff, and external agencies relating to SEND provision. 

· Prepare and circulate documentation for annual reviews and SEND meetings. 

· Record and distribute meeting notes and action points where required. 

· Liaise with external professionals including Educational Psychologists, Speech and Language Therapists, Occupational Therapists, and Local Authority teams, making appointments for visits, welcoming them to site and taking them to classrooms 

· Support the collation of evidence for referrals and statutory assessment requests. 

· Coordinate and maintain records of pupil support plans and healthcare plans where appropriate. 

· Support communication with parents and carers regarding SEND arrangements and meetings. 

· Maintain stocks of SEND resources and coordinate ordering where required. 

· Ensure confidentiality and sensitivity when handling pupil and family information. 

· Support safeguarding procedures and report concerns in line with school policy. 

· Work collaboratively with teaching staff, pastoral staff, and external agencies to support inclusive practice.
Person Specification

Essential Qualifications

For Registered Nurse Version

· Registered Nurse qualification with current NMC registration

· Current First Aid at Work qualification or willingness to renew

For Non-Registered Practitioner Version

· Recognised First Aid qualification

· Relevant medical, healthcare, or welfare experience

· Willingness to undertake medical administration and compliance training



Essential Experience

· Experience supporting children or young people with medical needs

· Experience administering medicines and maintaining records

· Experience working with confidential and sensitive information

· Experience communicating effectively with parents and professionals



Essential Knowledge

· Understanding of statutory guidance relating to supporting pupils with medical conditions

· Knowledge of allergy management and anaphylaxis procedures

· Understanding of safeguarding responsibilities

· Understanding of confidentiality and data protection requirements

· Knowledge of first aid procedures and emergency responses



Essential Skills

· Ability to remain calm under pressure

· Strong organisational and record-keeping skills

· Excellent interpersonal and communication skills

· High levels of accuracy and attention to detail

· Ability to prioritise and manage competing demands

· Ability to build positive relationships with children and families



Desirable

· Experience working in a school environment

· Paediatric first aid qualification

· Experience using school MIS systems

· Experience coordinating healthcare plans

· Training qualification or experience delivering staff briefings
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