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Lead First Aider

Responsible to:
Deputy Headteacher, Headteacher
Job Summary
To assess the medical and welfare needs of students and staff and administer front-line First Aid. To ensure that pupils with ongoing medical needs are supported in school in line with their Individual Health Care Plans, administer approved medication to students and maintain records and reports, including those for statutory requirements. 
Key Responsibilities
 Medical Provision
· To be the named First Aider in school for pupils, staff and visitors, taking appropriate action in the event of an emergency and communicating with staff and parents/carers as necessary.
· Using professional curiosity to establish if there is a significant safeguarding concern linked to first aid to share with DSLs in school and via our safeguarding reporting system
· To be responsible for the safe keeping of prescribed and specialist non-prescribed medication in a locked cupboard and administer these medications which are necessary to be taken by pupils during the school day, ensuring that parental consent is obtained and recorded.
· To liaise with other schools in order to assess pupils’ potential medical needs prior to their attendance at the school.
· To attend to medical needs of pupils and look after pupils who feel ill. To inform a senior leader in the event of more a serious incident and make the necessary arrangements for parents/carers to be contacted.
· To liaise with a range of health agencies with a view to seeking advice and support on behalf of pupils with specific health issues, under the direction of the Head Teacher.
· To be a Mental Health First Aid
· To co-ordinate, administer and maintain Individual Health Care Plans for pupils with specific medical needs in conjunction with parents/carers and any other relevant health care professionals.
· To meet with pupils and their parents/carers who are joining school with a condition which impacts mobility, hearing or sight and agree a personal emergency evacuation plan (PEEP), liaising with the Head Teacher or Deputy Headteacher. 
· To carrying out risk assessments for pupils returning to school after a period of absence, e.g. broken limbs, operations.
Medical Administration
· To provide First Aid information for the Headteacher’s Report each term. 
· Organise first aid training, including training for medical conditions.
· To review First Aid and medical policies the school keeps, e.g. anaphylaxis and asthma policies
· To organise the First Aid Rota to ensure a staff member is available throughout the school day for first aid. This includes organising cover for absent staff members.
· To record, monitor and ensure all pupil medication is in date, sending requests to parents/carers in a timely manner 
· To make arrangements for vaccination sessions held by the Local Authority for staff members, undertaking the necessary communications and ensuring appropriate records are completed and retained. 
· To enter all student and staff medical information into the school’s MIS, maintain accurate records in accordance with new and changing medical needs, and inform staff of relevant information, including for all school trips.
· To keep an accurate list of all staff accredited with First Aid, together with dates of expiry, and arrange training to ensure that an appropriate number of staff for all areas of school are trained in these skills.
· 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, e.g. Defibrillator, is in good working order.
· To ensure medication and medical needs are assigned to the correct classes at the end of each academic year.
· To identify patterns of injuries and raise any health and safety concerns with the site team.
· To maintain and file medical paperwork e.g. pupil information forms, specialist hospital documentation.
· To liaise with class teachers 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 for both children and staff, review for patterns and report to the Head Teacher.
· To be responsible for own continuing professional development, identifying and undertaking training relevant to the role. 
Budget: 
· To manage a set budget of £1,000 and be responsible for maintaining stocks and ordering medical supplies and equipment in order to ensure adequate emergency medical resources exist within the school.
Confidentiality
· You will be privy to confidential information and are expected to respect the privileged position you have regarding information of a sensitive nature, whether to do with children, colleagues or school business.

This job description is not necessarily a comprehensive definition of the post and you may be required to undertake such other tasks appropriate to the level of appointment as the Head teacher may require. 
Hagley Primary School is committed to safeguarding and promoting the welfare of children and young people and as such expects all staff and volunteers to share this commitment.
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