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       King Edward VI
                                               	Handsworth Wood Girls’ Academy

NAME:							DATE: 1 September 2021
JOB TITLE:   Health and Wellbeing Lead
SALARY SCALE:  Pt 9 – Pt 22

1.0 Job Purpose
1.1 To ensure the good health and wellbeing of all students, staff, and visitors of the Academy.
1.2 To provide a high-quality mental health support to all students, as part of the Academy’s Mental Health provision.

2.0 Duties and Responsibilities – First Aid and Medication on the Academy site
2.1 Responsible for the daily organisation and administration of first aid in collaboration with the relevant SLT member and wider First Aid team.
2.2 Responsible for the daily storage and administration of medication on the Academy site.
2.3 Responsible for the administration of the Academy medical records including the creation, monitoring and updating of the Academy medical register.
2.4 Responsible for informing relevant staff of the medical conditions of students, especially those with severe medical conditions/needs.
2.5 Responsible for organising and keeping records of the relevant medical CPD for Academy staff in light of students’ medical needs.
2.6 In liaison with the relevant SLT members, responsible for decisions relating to students being sent home due to health matters, during the hours of employment.
2.7 Liaise with parents when necessary to arrange for the collection of injured/unwell students.
2.8 To support an injured/unwell student in the case of a medical emergency and (if required) accompany the student to hospital during the hours of employment.
2.9 To administer medication to students and/or supervise students’ self-administration of medication (with parental consent) during the hours of employment.
2.10 Responsible for co-ordinating the creation and reviewing of Individual Healthcare Plans (IHCPs.)
2.11 Responsible for co-ordinating the completion and updates of medication logs for any medication stored on the Academy site (including the arrangement of its safe disposal when required.)
2.12 Responsible for co-ordinating the creation and reviewing of medical risk assessments.
2.13 In liaison with the relevant SLT member, monitor the health and wellbeing of students, instigating appropriate action where required.
2.14 Maintaining details of qualified First Aiders within the Academy.
2.15 Liaise with the relevant external agencies, e.g. School Nurse Team.
2.16 Responsible for the maintenance of all medical/First Aid stock (including any medical equipment – such as the Academy Defibrillator), which includes regularly checking and replenishing it, as required.

3.0 Duties and Responsibilities – Accident Reporting, Recording and Investigation
3.1 To ensure that all accidents are properly investigated and that lessons learnt are shared with the relevant colleagues/teams.
3.2 To maintain a system for recording, reporting, and investigating injuries, accidents, and dangerous occurrences. 
3.3 To provide regular audits and statistical summaries to SLT and draw attention to significant trends and occurrences.
3.4 To complete accident report forms and monitor the Accident Book.
 
4.0        Duties and Responsibilities – Mental Health Support
4.1 Arrange and deliver formal and informal support sessions when required.
4.2 Promote positive mental health for students through workshops, assemblies and raised awareness. 
4.3 To liaise with external agencies to support students and families when required
4.4 To liaise with the Designated Safeguarding Lead on a frequent basis in order to provide regular audit information, as well as ensure that the correct students are receiving support.
4.5 To have a thorough knowledge of the latest Mental Health research both locally and nationally.

5.0       Duties and Responsibilities – Other; pertinent to the role
5.1 To support the delivery of Relationships and Sex Education and Health Education in the curriculum.
5.2 [bookmark: _Hlk80740200]Responsible for the organisation of the Academy Immunisation programmes (including the distribution, collection and forwarding of parental consent forms.)
5.3 To oversee and manage any COVID related processes ie LFT testing.
5.4 To take responsibility for personal professional development, keeping up-to-date with research and developments which may lead to improvements in the counselling service provided. 
5.5 To ensure all tasks are carried out with due regard to Health and Safety.
5.6 To undertake appropriate training on a regular basis in order to ensure knowledge and relevant skillsets remain up-to-date for First Aid, Medication in Educational Settings, Mental Health and Counselling.
5.7 To undertake appropriate appraisal through the Academy’s appraisal process.
5.8 To adhere to the ethos of the Academy.
5.8.1 To promote the agreed vision and aims of the Academy.
5.8.2 To set an example of personal integrity and professionalism.
5.8.3 To attend appropriate staff meetings and parents’ evenings.
5.9 Any other duties as commensurate within the grade in order to ensure the smooth running of the Academy.

To whom responsible:  Assistant Headteacher – Welfare and Inclusion (DSL & SENCO)
Staff for whom responsible:  None
King Edward VI Handsworth Wood Girls’ Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
This job description may be amended at any time in discussion between the Headteacher and yourself, but in any case will be reviewed before the commencement of the next Appraisal cycle.

Signed _____________________________ (Health & Wellbeing Officer)  	Date _________________

Signed _____________________________ (Headteacher) 			Date _________________
[bookmark: _GoBack]
Person Specification

	
	Essential
	Desirable 

	Qualifications
	· GCSE in English and Maths C or above (or equivalent) 
· Current First Aid Certified 
· Mental Health Qualification
	· Attainment of any other health-related qualifications e.g. child mental health
· Evidence of continued professional development
· Qualification in counselling  



	Experience 
	· Experience as a First Aider or dealing with medical issues
· Experience of administering medication
· Experience of working to deadlines and developing systems.
· Developing, managing and operating administrative and organisational systems

	· Previous office and administrative experience
· Defibrillator training 
· Experience of working with young people with medical or other needs.
· Experience of working in a school environment (understanding of safeguarding and Child Protection issues)



	Aptitudes, skills and abilities
	· Willingness to learn 
· Ability to initiate developments
· Ability to work under pressure
· Ability to deal with difficult situations effectively 
· Able to develop effective working relationships with all staff, students  and  parents
· Able to plan, organise and prioritise 
· Competent in the use of data bases, work processing and a range of other IT packages
· Ability to establish a rapport with students
· Ability to liaise effectively with a range of health professionals 
· Ability to maintain details and accurate records 
· Excellent interpersonal skills and able to communicate clearly and sensitively both orally and in writing with pupils, parents/carers, multi-agency partners and staff
· An ability to work independently as well as collaboratively with other staff
· Integrity, discretion and confidentiality
· Develop, maintain and use an effective network of contacts, seeking advice and support when necessary
	· Knowledge of school information systems 
· Experience in the education sector –  SEN knowledge


	Other

	· Ability to identify own training needs and willingness to participate in training and development opportunities
· Comply with Trust’s commitment to the protection and safeguarding of children
· An ability to fulfil all spoken aspects of the role with confidence using the English Language as required by Part 7 of the Immigration Act 2016.
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