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	Job Description

	Department
	School Admin & Finance Department 



	Post Title:
	Medical Officer

	Salary Scale/Range
	NJC Scale 5 Point 12-17

	Hours 
	Full time, Term-time (37 hours a week)

	Permanent/Fixed Term
	Permanent

	Posts Responsible to
	School Business Manager 

	Posts Responsible for
	Not applicable to the role

	Role Purpose:
To support and provide the provision of an efficient and effective administration and clerical support service to the school

· To be the lead practitioner for the school’s medical needs and first aid requirements, ensuring that all policies are maintained and government guidelines are followed 
· To deliver care within the boundaries of the role and according to the National Institute of Clinical Excellence (NICE) guidelines and evidence-based care, focussing on student well-being and health education



	Key Accountabilities/Primary Responsibilities:
Duties that may be carried out in this role include, but are not limited to:
Administrative

· Plan, organise and carry out work to strict deadlines including prioritisation of own workload, referring queries as necessary to the School Business Manager 
First Aid

· To be the lead first aider for the school, co-ordinating medical intervention in cases of illnesses/injuries and medical emergencies for all members of the school community, accompanying anyone to hospital where necessary
· To maintain and supply first aid boxes for all school events, e.g. Visits, Sport Days.

· To carry out associated administrative work, including contact with parents and completion of relevant paperwork 

· To carry out medical procedures/administer medicine and provide inhalers where required  

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

· To maintain the School Accident Book and appropriate records

Training/Staff Development
· To ensure that own training is kept up to date and any new medical procedures are fully understood 
· To organise staff first aid training, in line with statutory requirements recording compliance for inspection audits ensuring all parties have an appropriate awareness and understanding of the common medical conditions in a school setting.
· Supervise and train all staff dealing with pupils with severe and complex medical conditions/needs.

· To organise medical needs staff training
· To attend regular meetings with the SEN and Safeguarding Team as required 
Medicinal duties

· To be responsible for ensuring all medication is held securely in school and is in date and all first aiders have the relevant training to administer first aid where required 
· To be responsible for ensuring all School first aid boxes are maintained and in date 
· To prepare first aid boxes for school trips and ensure all the relevant medical documents and risk assessments for students are fully completed and legally compliant
· To regularly check the School defibrillators are in working order, taking action accordingly 
Risk Management

· To carry out risk assessments for students carrying sharps on the school site 
· To contribute in the decision making process in child protection conferences (where the student has a relevant medical condition)
· To liaise with the Pastoral team to identify areas of concern and refer vulnerable pupils to the appropriate agencies
Care Plans

· To prepare Individual Health Care plans in conjunction with the School Nursing Team, ensuring they are reviewed annually and updated as required to ensure appropriateness, meeting with parents and external professionals as appropriate 
· To see individual pupils on a referral basis to deliver health education specific to the pupils needs, monitoring and evaluating care interventions and keeping wider school partners informed
Communications

· Contact relevant primary schools annually to ascertain medical requirements for incoming students attending the Taster Day and transferring to school 
· Arrange and communication the School Nurse appointments
· Liaise with external professionals, book appointments for students to be seen.

· Contact parents on return of a student who has been self-isolating, check up on test results.

· Take calls from parents whose child has tested positive, ask relevant questions and liaise with the Head Techer and PHE.

· Delegate student details upon a positive case. Make phone calls home to advice of self-isolation.

· To be an integral part of the school, working in close partnership with all staff and outside agencies.
· Keep YIMS/YALS up to date with any students that are isolating. 
Management of Records
· To collect any relevant data 
· To complete records of accidents and injuries to staff and students, maintaining records  
· To maintain student records on the school database relating to medical conditions 
· Update isolation spreadsheet daily with possible tests.
Educational visits
· To provide contact and medical details for educational visits, ensuring that first aid trained staff are fully briefed to deal with the medical needs on these visits 
· To help to identify, create, and evaluate all medical and student wellbeing policies, communicating with the staff involved i.e. the Medical Conditions School Policy.
· To lead and co-ordinate the Government led school Immunization Programme 
Health & Safety
· Check the isolation room is clean after use.

School Ethos & Culture

· Promote & contribute to the overall School ethos/values/ and aims of the School & Trust applying it in all daily work activity

Flexibility
To deliver services effectively, a degree of flexibility is needed and the post holder may be required to complete work not specifically referred to above and occasionally to work outside normal working hours.

This job description is renewed on a regular basis at the time of the Annual Performance Review to ensure it accurately reflects the role being undertaken.

	Professional Development 
· Maintain personal professional development to ensure that the knowledge and skills required to fulfil the role are up to date 

· Be a professional role model, and understand and promote the aims  and the values of the Trust 

	Safeguarding and Promoting the Welfare of Children and Young People 
· The Medical Officer is required to adhere to the statutory guidance ‘Keeping Children Safe in Education’ and lead on the Trust’s policies and procedures in relation to safeguarding at all times ensuring alignment to ‘Keeping Children Safe in Education’ guidance.

	Data Protection 
· The Medical Officer is expected to comply with the provisions of GDPR and the Data Protection Act 2018, the Freedom of Information Act and follow all of the Trust’s information governance policies and procedures at all times.

· Any information the Medical Officer has access to, or is responsible for, must be managed appropriately and any requirements for confidentiality and security observed.  Information must not be disclosed to any person, or Authority without observing the correct procedure for disclosure as set out in the Trust’s Data Protection Policy.  Nothing shall prevent the Medical Officer from disclosing information that they are entitled to disclose under the Public Interest Disclosure Act 1998 as amended, provided that the disclosure is made in accordance with the provisions of that Act/s. 

	Equality and Diversity 
· The Medical Officer is required to treat all people they come into contact with, with dignity and respect, and is entitled to expect this in return.

· The Trust are committed to fulfilling their Equality Duty obligations, including valuing equality and diversity and we expect all employees to share this commitment.  

	Health and Safety

· The Medical Officer has a duty to take care of their own health and safety and that of others who may be affected by their actions at work. 

· The Medical Officer must co-operate with the Trust as their employer, and co-workers to help everyone meet their legal requirements and follow the Trust’s health and safety policies and procedures at all times.
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The particular duties assigned to this post are set out above but should not be regarded as exclusive, or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.  These duties may be reviewed and amended in consultation with the post holder in light of any changes in the requirements and priorities within the Trust/School. Such variations are a common occurrence and cannot of themselves justify a re-evaluation of the post.
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