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	“Love one another, as I have loved you”

Job Description

	

	Role
	 Medical Room Assistant

	Hours and weeks
	39 weeks per year.
Hours as agreed. These could be changed from time to time in accordance with the needs of the school.

	FTE salary range
	Unified Rewards Grade C
Pastoral Care Job Family – Level 1

	Pro rata salary range
	

	Reports to
	Medical Room Lead

	Supervising duties
	None



Purpose
To assist the Medical Room Lead in provision of the medical room service to the school and administrative responsibilities related to the school’s medical and healthcare procedures.
To deliver first aid and other health-related support.
Key accountabilities
Each school is organised differently, and the range of duties carried out will be different in each school. This section of the role profile gives examples of the duties and responsibilities that may be carried out; this list is not exhaustive:
First aid and health-related support.
Provide routine and emergency first aid for pupils and deal with minor illnesses, contacting parents as necessary. First aid may also be administered to staff and visitors.
Accompany pupils to doctors’ surgeries or hospital as necessary until parent/carer arrives.
Attend to ill pupils, including changing or cleaning clothes as needed, and notifying parents/carers as required.
Assist the Medical Room Lead in ensuring that an emergency stock of prescribed medicine is available for identified pupils and that first aid supplies are available and maintained in accordance with agreed requirements, and re-order where necessary.
Inform teachers, Heads of Key Stage and parents/carers if visits to the medical room by an individual pupil become regular or concerning Notify head teacher/appropriate person immediately of unusual marks, bruising etc., so that the possibility of non-accidental injury may be investigated.
Liaise with and seek advice from the school nurse and/or other healthcare professionals.
Assist the Medical Room Lead in preparing and updating health care plans for new and existing pupils, and ensuring these are followed when providing medical/pastoral care.
Assist the Medical Room Lead in providing staff with up to date health information generally and for individual pupils e.g. by updating staff room noticeboards.
Attend weekly inclusion meeting in the absence of the Medical Room Lead.
May assist with organising health-related visits, for example, weigh and measure, hearing tests, dental inspections.
May provide teaching staff with appropriate medication and other basic first aid resources for school trips.
Update the accident book and/or other record management system, ensuring accurate recording of all accidents, incidents and near misses, notifying head teacher/appropriate person of any serious injuries, for example a head injury Analyse straightforward information on medical accidents, incidents and near misses and evaluate data and information, including creating and running straightforward reports for the head teacher .
Promote pupil’s equality, diversity, rights and encourage responsibilities in line with the school policy.
Attendance and punctuality
In the absence of the Data and Attendance administrators, and the Medical Room Lead, to check attendance registers daily to monitor pupil absence and contact parent/carers.
School support
[bookmark: _GoBack]Morning break supervision of students.
Support the school with special events such as school concerts, plays, parents'/carers evenings'
Helps with the running of school vaccinations, selling and storing second hand uniform, keeping records of staff first aid certification, , creating Health Care Plans, input to the creation of EHCPs (where relevant) 
The School Office and Finance staff may need to delegate tasks to the Medical Room Staff to undertake in quiet periods – specifically in relation to following up with parents for payments or paperwork, or any other general administrative work.

Knowledge, training and experience
Educated to NVQ level 2 / GCSE A-C or equivalent knowledge and experience.
Knowledge and understanding of relevant school policies and procedures, such as safeguarding, health and safety, positive handling, data protection, managing behaviour, equal opportunities, school attendance.
Knowledge and understanding of relevant legislation and statutory guidance.
Appropriate level of safeguarding training.
Awareness and understanding of issues relating to equality of access and opportunity.
Age appropriate first aid qualification. 
First Aid at Work Qualification.
May have experience of working with children of relevant age Undertake further training as required, e.g. such as training on, ADHD, Autism, Epilepsy, Allergies, Diabetes 
Able to use routine office equipment, such as photocopiers, printers Microsoft Office software packages, for example Word and/or inhouse software packages.
Attend appropriate INSET as directed.
Planning, organising and controlling skills
Work within school policies and procedures to carry out a narrow range of pastoral care duties during the day with need to prioritise tasks and organise own workload.
Provide first aid, health-related support to pupils, together with the associated administrative tasks, for example, administering first aid, ordering and ensuring first aid and medical supplies are maintained, liaising with pupils and their parents/carers.
Work within generic and specific risk assessments for medical and health-related situations.
For identified pupils, follow the requirements of their individual healthcare plans when providing medical/pastoral care, safeguard and promote the wellbeing of pupils in accordance with school safeguarding policies.
Communicating and influencing skills
Assist in providing information to headteachers, teachers, other school employees, pupils and their parents/carers. Build and maintain effective working relationships with pupils, parents/carers, colleagues and other professionals to ensure the appropriate level of service is provided.
Establish and maintain effective and constructive relationships with pupils and their parents/carers, communicating with them as appropriate to share information, and inform them of school matters/issues through daily contacts and written communications.
Initiative and innovation skills
Work within school policies and procedures to carry out a narrow range of pastoral care duties.
Use initiative and make decisions to:
· Check pupil injuries and administer the appropriate first aid treatment.
· Report any health-related concerns to senior staff in accordance with statutory and school policy.
· Identify recurring health-relating accidents, incidents or near misses and provide information to other or senior staff for further investigation.
(The above examples are not exhaustive)
Budget Accountability
No direct budget responsibility but may handle small amounts of cash, in line with school policies and procedures.
Staff Accountability
No staff supervision.
Physical Effort
Occasionally there may be a requirement to use positive handling techniques in accordance with school policy and after appropriate training.
Work Environment
The job is based within a school which is a pleasant work environment.
Assist pupils to change out of soiled clothing Exposure to occasional verbal abuse and/or challenging behaviours from pupils and/or parents/carers who may become upset at the situations they find themselves in.
Occasionally exposed to challenging behaviours from pupils who may be confused, angry or upset at the situations they find themselves in.
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