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	Job Description

School First Aider and Administrator



Accountable to:
Business Manager
Responsible to:
Business Manager
JOB DETAILS

Starting salary: Grade D SCP 3 to 4 – FTE (£18,065 - £18,426), actual pay (£15,246 - £15,881)
Hours: 39 weeks - term time (including 5 teacher training days) 30 hours per week, 8.30am to 3:00pm with a 30 minute unpaid lunch

Start date: As soon as possible, subject to satisfactory completion of pre-employment checks.

JOB DESCRIPTION

We are seeking to appoint a confident, caring and organised person to join our team in the role of School First Aider and Administrator. This role will require applicants to assess the medical and welfare needs of students and staff, and administer front-line First Aid. The successful candidate will ensure that students with ongoing medical needs are supported in school in line with their Individual Health Care Plans, assist with the production of Personal Emergency Evacuation Plans, administer approved medication to students and maintain records and reports, including those for statutory requirements.

The position also includes other administrative duties in support of the wider school, making this role both varied and interesting.

Applicants must hold a full First Aid at Work or Paediatric First Aid certificate as a minimum requirement – training will be given.  The post holder must be willing to undertake additional training in support of students with medical conditions such as diabetes, anaphylaxis, asthma, sickle cell disease etc.  The post holder will also be required to use SIMS & Go4Schools, although training will be given.  This post would be ideally suited to applicants with prior medical training and experience.

FIRST AID

· Provide First Aid care to students, school staff and visitors in compliance with policy and regulations. Judge where student needs to be sent home and liaise with Attendance Officer, Pastoral staff and parents.

· Keep accurate records of all instances, both computerised and manual, and maintain records for students on SIMS and produce reports as necessary.

· Completing accident and other forms where necessary and forwarding to the relevant agencies.

· Work with school staff to ensure students who have specific medical needs are given appropriate care.

· Working with our SENCO to ensure that Health Care Plans are monitored and kept up to date.

· Assist with the production of PEEPS

· Liaise with parents regarding medical conditions and refer all information to relevant staff.

· Monitor student medications and expiry dates. 

· Supervising diabetic students when they check their blood sugar levels, if necessary.

· Liaise with any off site activity leaders when preparing medical information for residential trips, Activity Days and other off site events.

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentially, including GDPR, reporting all concerns to an appropriate person.

· Identify, monitor and arrange training for school First Aid staff and other medically trained staff when required, and ensure staff training is up-to-date.

· Review accident forms and identify trends/organisational issues with recommendations and ensure all first aiders are completing forms correctly.

· Ensure all medical incidents and accidents are logged on SIMS/Go4Schools and produce related reports as requested.

· To accompany students to hospital by ambulance if necessary.

· Monitor first and effectiveness and recommend improvements as necessary.

· Undertake any training appropriate to this part of the post.

ADMINISTRATION

· Undertake general administrative duties (e.g. provide reception cover, answering the phone, typing, photocopying, collation and distribution of documents, filing, scanning, etc.)

· Maintain manual and computerised records/management information systems.

· Maintain first aid notices, signs, related policies and communications as necessary.

RESOURCES

· Ensure the First Aid Room is kept tidy and that First Aid equipment and First Aid boxes are regularly checked and filled, every half-term or as necessary.

· Ensure the First Aid staff lists are accurate within the school.

· To undertake additional duties as required, commensurate with the level of the job.

The job description is not exhaustive and the post holder may be required to undertake other duties as reasonably required by Principal or Operational Business Manager.
Signed:
………………………………  (Manager)
 Dated: ……………………..…

Signed: 
………………………………  (Post Holder)
 Dated:..………………………. 

