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SCHOOL FIRST AIDER

Job title:		Student First Aider
Job family:		Administration
Reporting to: 	Head’s PA
Hours per week:	Monday to Friday 08:00 to 12:15 or 12:00 to 16:15 (21.25 hours)
39 weeks per year plus, up to two days in the summer holidays
Salary grade:	Grade 4 (£13,052 pro rata starting salary) paid over 12 months

Job Description:

Be an integral part of the Administration Team and work alongside Student Services to administer first aid care to students and staff who are feeling unwell or are injured on the school premises. 

Main Responsibilities:
Medical Care:
1. Provide an excellent standard of first aid care to students and staff within the competencies of the First Aid Certification which will include:
· Assessing students and staff
· Checking medical records and treatment plans
· Performing basic first aid 
· Deciding the next step i.e. return to class, go home or require further medical attention.
2. Attend emergency medical incidents or accidents wherever they occur in the school and undertake whatever action is necessary to stabilise and assist the casualty. This may include calling the emergency services and aiding them in accessing the site. 
3. Provide support for students with health concerns, creating Individual Healthcare Plans (IHCPs) and upload onto Arbor (the school’s database). Work alongside the Head’s PA to complete any risk assessments. 
4. Liaise with parents/carers regarding students’ ad-hoc and ongoing medical conditions and obtaining/managing parental consent for treatment and medication. 
5. Maintain a list of students with medical conditions and distribute. 
6. Maintain the school’s systems of students who have medicines in school and ensure consent forms are fully completed. 
7. Supervise the taking of medications at the appropriate time and record the dispensing. Contact parents/carers when medication is running low. 
8. Every month, check the expiry date of medications and contact parent/carers to replace/dispose. 
9. Ensure safe storage, use and disposal of medical supplies.
10. Ensure computer data is handled in a strictly private and confidential manner. 
11. Liaise with the community school nurse for advice on health matters.
12. Organise and coordinate the student immunisation programme within school and with the local external NHS immunisation team. 
13. Maintain stocks in the first aid cupboards and ensure all the necessary equipment and supplies are up to date. This will include reordering as necessary.
14. Ensure that all first aid kits across the school and those used for trips are in date and fully stocked at all times. 
15. Provide advice and guidance for staff leading off-site educational activities.
16. Every month, check AEDs and asthma kits are working correctly and record when completed. Arrange for servicing as necessary.
17. Be aware of and comply with school policies and procedures relating to safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person using the school’s protocol.
18. To daily maintain the tidiness and hygiene of the medical room.

Administration and Reporting

1. To daily record details of all students and staff who have received first aid attention using the school’s systems. 
2. To ensure comprehensive notes and records are made in relation to incidents/accidents and reported to relevant staff, in accordance with the school’s safeguarding procedures. 
3. Ensure all accidents are recorded in the accident book. 
4. Ensure the local authority accident reporting system (OSHENS) is kept up to date with all accidents.
5. Undertake a monthly trend analysis and send to the Head’s PA and Pastoral Team. 
6. Annually contact parents/carers to review their child’s IHCPs and update the school’s systems. 
7. Continuously review systems and procedures to ensure the smooth running of the medical centre. 
8. Co-ordinate the staff first aid register and ensure training for staff is regularly updated, organising training when needed.

Communication

1. To liaise closely with colleagues, parents/carers and teachers to ensure a seamless and continuous care for our students and staff.
2. Contact parents/carers following incidents within school including where emergency services have been called and follow up on the individual’s progress.
3. Contact parents/carers if a student needs to go home and arrange collection. 
4. Follow up accidents with parents/carers if student has not returned to school. 
5. Provide advice for parents/carers and school staff on the control of infectious diseases, should the need arise. 
6. Ensure the Pastoral Team are kept up to date in respect of student concerns.
7. Inform Headteacher of any non-accidental incident, serious accident or reportable disease. 

General

1. To staff the Student Services Desk and triage students as necessary. 
2. Be flexible and carry out any other duties as directed by the Headteacher/Head’s PA, consistent with the grade of the post that may be required from time to time.
3. To positively contribute to the Administration and Student Services team.
4. To support and model the school’s ethos of being ‘Christ to all’ and follow its operating policies and procedures. 
5. Attend all INSET days, training and performance development as required.



Personal specification:

Skills and qualifications:

· Experience of working in a school or with children/young people is desirable. 
· A first aid certificate is desirable but not essential as we will provide training.
· Good levels of numeracy, written and oral skills.
· Ability to proficiently use computer software.

Attributes:

· Ability to multi-task in a fast-paced environment.
· Ability to think quickly and effectively with clear and thoughtful communication.
· Possess a proactive mindset and a good sense of humour.
· Efficient and meticulous in organisation and an eye for detail. 
· Ability to work as a team and act respectfully across all levels. 
· Ability to show initiative and to prioritise one’s own work and work to deadlines. 
· Able to work flexibly to support others and respond to unplanned situations
· Possess a diplomatic and calm approach and the ability to be empathetic.
· Ability to work in a diverse community.
· Ability to maintain strict confidentiality of information received and processed as part of the role. 
· Commitment to the highest standards of child protection and safeguarding. 
· Commitment to the school’s ethos, aims and its whole community. 
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