[image: C:\Users\anidai1.320.BSFADWF.000\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\VF9WHF68\Kelmscott Masthead 2019.jpg]

[bookmark: _Hlk69130027]



KELMSCOTT SCHOOL
JOB DESCRIPTION


Post:                            Student Health Manager  

Hours: 		36 per week, term time only

Scale: 			PO3

Responsible to: 	Senior Year Head/School Business Leader

Responsible for: 	First Aiders


[bookmark: _Hlk69132854]Job Purpose
The role of the Student Health Manager at Kelmscott is to support optimal student health and wellbeing in order for students to fully participate in active school life.

Aim of Post
· First contact assessment, treatment, care and referral of individuals;
· Working with individuals and groups with specific health care needs; and
· Health promotion at individual, group and whole school level.

Duties & Responsibilities
1. To provide first aid and immediate medical care to students on a daily basis

2. Support students with ongoing medical conditions, including care plans and medication management

3. Monitor and follow up on student health concerns, liaising with parents and carers

4. To be responsible for the day to day management of the medical room and First Aid staff

5. To co-ordinate immunisation programmes

6. Support the school’s safeguarding and wellbeing strategy

7. To be responsible for the promotion and treatment of student health

8. To liaise with Heads of Year and other staff with regard to the health and welfare of students

9. To provide support to academic staff in pastoral care and counselling

10. To maintain effective administration systems including accurate health records and ensure confidentiality in line with GDPR and safeguarding protocols

Medical care to students:
1. Ensuring the best possible medical care is available to students on an immediate/emergency care basis via the school First Aid team with the aim of encouraging students to return to their normal timetable as soon as appropriate.

2. Where students returning to their normal timetable are unlikely or hazardous, arranging to get the student/person home safely or to alternative care, e.g. the individual's GP - or referral to a hospital.

3. Administering medication according to the Kelmscott School administration of medicines policy.

4. Liaison with parents and staff in accordance with School policies regarding day to day issues with respect to medical needs of the students.

Day to day management of the Medical Room and First Aid Staff:
1. Ensuring that First Aid staff are routinely trained and that certification is up to date.

2. Providing advice, guidance and support to First Aiders on the care of students, procedures and regulatory advice and administrative responsibilities.

3. Ensuring that the Medical Room is appropriately stocked and equipped.

4. Ensuring safe storage, usage and disposal of medical supplies and drugs.

5. Provision of first aid kits around the school and replacement of supplies.

6. Timely maintenance of student files, medical records and Medical Room attendance records.

7. Organisation of essential emergency medications.

Co-ordination of immunisation programmes:
1. Liaising with local health authority in the organisation of immunisation programmes.

2. Arranging and managing communication with parents with regard to consent.

3. Maintaining records on electronic register where appropriate.

Promotion and treatment of student health:
1. Offer 'drop in' sessions for students where they are able to receive personalised support and advice in areas such as enuresis, obesity, relationships, managing stress and risk-taking behaviours etc.

2. Work with school staff to promote health plans to identified students. Support children and young people to complete their plans where necessary.

3. Review the health status of all children on entry to school in accordance with the National Child Health Promotion Programme.

4. Ensure children with additional health needs receive appropriate NHS care and specialist services to enable them to attend and benefit from school.

5. Provide general advice and training for staff for initial care of students with particular medical needs.
6. Work with staff, students and governors to develop health-related policies, awareness sessions for a school e.g. nutrition, physical activity.

7. Consult with parents and carers on health related topics.

Liaison with Heads of Year and other staff with regard to the health and welfare of students:
1. To work closely with the Assistant Head, Learning Mentor, SENDCO and School Counsellor and exercise judgement regarding confidentiality within the framework of safeguarding and welfare of children.

2. Work with teachers to identify children with particular developmental concerns, assess their health status and refer to specialist services where necessary.

3. Development of Health Care plans where appropriate and support for relevant teaching staff in appropriate dealings with students in the classroom and in extra-curricular activities.

4. Regular meetings with senior pastoral staff (Deputy Heads, Assistant Heads, HOYS) to provide input and advice on effective pastoral care for particular students.

5. Drafting and updating of "essential care list" of students with "need to know" conditions - published to staff, taking into consideration principles of confidentiality.

6. To provide training and advice for teachers and other staff on specific health needs, e.g. diabetes care, epilepsy, allergies, substance misuse, head lice.

7. To support school first-aiders with advice and access to other NHS services where necessary.

8. To work with school staff to safeguard children and young people at risk of or suffering from physical, sexual, emotional abuse or neglect. This may include:
a. Identifying and referring children and young people at risk or suffering from maltreatment;
b. Taking part in assessments of children, young people and families.

9. To identify and work with the most vulnerable children and young people on issues of mental health, self-esteem and risk-taking behaviours. This may include delivering a service to children not attending full time education for whatever reason.

10. [bookmark: _GoBack]From the identified children missing above average school days due to sickness and work with parents, carers and children to reduce absence e.g. support work to enable young people with long term conditions to self-care in school, support programmes for those with school phobias.

11. To support the development of self-care skills in children and young people with long-term conditions, enabling them to manage their condition effectively.

Administration
1. Ensuring medical questionnaires and all relevant parental consent forms to administer/carry medicine etc. On entry to School and at agreed stages of school career are obtained and retained.

2. Assisting with the implementation and regular update of student health care plans.

3. Maintaining electronic records of daily visits to Medical Room or accidents treated/reported, including the nature of problem, treatment/advice. Updating as necessary to ensure accurate and rapid retrieval of information.

4. Provide first aid updates for members of staff, particularly PE staff or those involved in residential trips

5. Working with staff to ensure the timely completion of accident reports and following school policy in the submission of RIDDOR reports.

6. Medical representation on the school Health and Safety Committee.

7. Attending sports fixtures/games sessions/other events as required.

8. Carry out such other duties within the post-holder's capabilities as may be reasonably requested from time to time.

The Student Health Manager is required to attend areas other than the Medical Room and it is vital that they can be contacted at all times. The School will provide a two way radio. 
















General 
1. The post-holder must carry out his or her duties with full regard to the School’s Health and Safety, Equal Opportunities, GDPR and Safeguarding Policies.

2. The post-holder will participate in the school’s performance management process and professional development opportunities. 

3. The post-holder should have knowledge of and compliance with all school policies and procedures. 

4. To play a full part in the life of the school community, supporting its distinctive mission and ethos, and encouraging and ensuring staff and students adhere to school expectations.

5. The post-holder will perform any such duties as are within the scope and the spirit of the job purpose, the title of the post, and its grading.

6. Be responsible to student behaviour and welfare in public places during break, lunch, change of lesson and at the beginning and end of the school day.

7. Participate in professional development opportunities and demonstrate a willingness to develop additional skills and expertise.

8. Keep up to date with current educational developments and legislation affecting your area of expertise.

9. To respect the confidential nature of information relating to the school, students and customers.

10. Treat students, parents and colleagues fairly, equitably and with dignity and respect.

This job description is subject to regular review and can be amended in line with the pay grade.
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NJC Scale PO3
Person Specification
1.   Experience 
a) Evidence that a range of activities has been undertaken relevant to job description.
b) Management of complex and demanding workload
c) Evidence of being able to use own initiative and work unsupervised.
d) Working knowledge of the operation and administration of student and customer services
e) Working with young people in the age group
f) Working knowledge of SIMS

2.   Education and Training
a) Registered Nurse (NMC) registration required
b) Training in SIMs, Microsoft Office and Google products
c) Appropriate qualifications to include GCSE/RSA/City and Guilds/BTEC/NVQ or suitable alternatives.
d) Willingness to undertake training in relation to the post.

3.   Skills
a) Excellent organisational ability.
b) Excellent communication skills (oral and written).
c) Excellent inter-personal skills on telephone and face to face with adults and students.
d) Able to organise and prioritise own work.
e) Able to work as part of a team and lead teams when required.
f) Able to maintain confidentiality.
g) Able to learn new skills and routines.
h) Computer-literate across a range of software.
i) [bookmark: _Hlk69129927]Able to be innovative in finding solutions to problems.
j) Able to negotiate effectively at all levels. 

11. Personal Qualities
a) Good attendance and punctuality.
b) Hard working, flexible and reliable.
c) Honesty and integrity
d) Initiative.
e) Good personal presentation.
f) Able to cope under pressure/deal with stressful situations.
g) A genuine commitment to and liking for young people, and high expectations for their progress and welfare.
h) A desire to be involved in the life of the school generally.
i) A commitment and willingness to continue one’s own professional development and that of colleagues.
j) An understanding of and a commitment to the promotion of equality of opportunity in all aspects of school life.

5. Safeguarding
	A demonstrable commitment to ensuring young people stay safe, an understanding of good practice in relation to this and the implications for this post. 
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