JOB DESCRIPTION

FIRST AID CO-ORDINATOR / RECEPTIONIST
RESPONSIBLE TO:
Operations Manager
GRADE:
Scale 3 – Points 5-6
Hours:



Monday to Thursday 8.00am until 4.30pm 

(30 minute unpaid lunch break per day)




Friday 8.00am until 4:00pm (Term time only)
Main purpose
The main purpose of the First Aid Administrator is to administer immediate first aid to those who are ill or injured and those arising from specific hazards at school; and to make appropriate decisions when to call an ambulance or refer to other medical professionals. 

This role will require applicants to assess the medical and welfare needs of students and staff and administer front-line First Aid, leading a small team of first aid trained staff in school. The successful candidate will ensure that students with ongoing medical needs are supported in school in line with their individual Medical Plans, administer approved medication to students and maintain records and reports, including those for statutory requirements such as the Asthma and Epi-Pen registers.
The position also includes other administrative duties in support of the wider school, making this role both varied and interesting.
Main responsibilities
To assess First Aid problems presented by students and staff, taking appropriate action in the event of an emergency and communicating with staff and parents as necessary. 

To accompany students, where the need arises, to hospital and remain with them until parents arrive. 

To be responsible for administering prescribed drugs, which are necessary to be taken by students during the school day, ensuring that parental consent is obtained and recorded. 
To be responsible for the safe keeping of prescribed drugs in a locked cupboard. 
To attend to minor medical needs of students, such as administering plasters, bandages etc as required, and look after students who feel ill. To inform the Safeguarding Lead in the event of more serious medical concerns and make the necessary arrangements for parents to be contacted. 
To advise on general health matters as presented by the staff and students, communicating with parents as appropriate. 
To liaise with internal and external health agencies when appropriate and necessary. To co-ordinate, administer and maintain Medical Plans for students with specific medical needs in conjunction with parents and medical professionals (when appropriate).
To meet with students returning to school after an injury which impacts mobility, hearing or sight and agree a personal emergency evacuation plan and risk assessment, liaising with the Pastoral Year Leads and relevant staff as required. 

To support students returning to school after a prolonged period of absence. 

To enter all student medical information into Bromcom, maintain accurate records in accordance with new and changing medical needs, and inform staff of relevant information, including for all school trips. 
To ensure that students with medical needs who are attending school trips have the required medication in school and organise for trip leaders to sign out medication on trip day. To chase parents if required medication is not available for the school trip and ensure that medication taken by trip leaders is returned safely to the school office on return.
To liaise with the Pastoral Year Leads regarding confidential medical matters. 

To keep an up-to-date accident record book, including details of injuries, make any required RIDDOR reports for accidents at work and refer to the relevant member of staff. 

To carry out monthly stock audits of all First Aid boxes and First Aid kits throughout the school (including those used for trips) and ensure they are replenished. 

Ensure all emergency First Aid medical equipment is in good working order. 

To be responsible for maintaining stocks and ordering medical supplies and equipment in order to ensure adequate emergency medical resources exist within the school. 

To take responsibility for the medical room and ensure this is kept clean and tidy. 

To maintain confidentiality of information acquired while undertaking duties for the school. 

To be responsible for own continuing self-development, undertaking training in required medical areas.
Other duties
· To manage all incoming calls promptly and effectively 
· Welcome all visitors to the academy professionally and ensure that all visitors are signed in and offered a safeguarding leaflet before entering the main body of the premises.
· First Aid qualification or a willingness to train is a requirement.

· General filing, typing and other routine administration duties.
· Responsible for ensuring that the Reception area is kept presentable at all times.
· To ensure that all parental messages are passed on to the relevant staff member in an appropriate time frame.
· Cover for Reception is a priority from 8.00am - 9.00am and from 2.45pm – 4.30pm (front of house) as well as during any staff absence. 
· Experience and confidence to be based on Reception alone, as and when required.
Responsibilities:

Be aware of and comply with academy policies and procedures relating to child protection, health and safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

Contribute to the overall ethos/work/aims of the Academy.

Appreciate and support the role of other professionals.

Attend and participate in relevant meetings as required.

Participate in training and other learning activities and performance development as required.

Job Related Personal Skills

Communication skills are essential as is the ability to multi task and to be able to prioritise work and to be able to keep a level head under pressure.

Effective use of ICT packages and good keyboard skills are essential.  Attention to detail and accuracy are essential as is a friendly disposition and the ability to be able to relate well to young people and adults.

Knowledge of relevant policies/codes of practice and an awareness of relevant legislation is desirable.

Ability to identify own training and development needs and a willingness to co-operate to address these is essential.

A sense of humour, patience and flexibility are essential.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. 

Elements of this job description and changes to it may be negotiated at the request of either the Principal or the incumbent of the post.

Review date July 2025

