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JOB DESCRIPTION
Job Title:
 
Medical Welfare Officer
NJC Spine points:  
23-25
Responsible to:   
Assistant Head /Senior Leadership Team
Responsible for:   
First aiders, lifting and handling trained staff, Dysphagia trained staff, Vent trained staff, Seizure trained staff. 


Job Purpose
To provide medical care and support to all pupils along with administrative duties associated with the post.

To administer routine drugs to all pupils where and when required.

To liaise with medical teams outside school to ensure all medication processes are up to date and safe for each child.

To attend medical reviews, annual reviews and medical meetings for pupils.

To look after and support the health and wellbeing of all pupils. 
To work under the direction of SLT. 
To manage the safe and effective administration, storage of medical supplies and pupil medication.
To ensure that safe and effective protocols are followed throughout the school for moving and handling, feeding of students , first aid, seizures.
Ensure all first aid boxes and first aid equipment throughout the school are in date and fit for purpose

To 
Key External Contacts

Physiotherapists, Medical equipment technicians, Orthopaedics, Occupational Therapists, Speech and Language, therapists, Education Agencies, School Nursing Team, Parents & Carers
Key Internal Contacts

Headteacher, SLT, Safeguarding team, FSW, School staff with designated training overseen by post holder, School Staff


Duties and Responsibilities
1. To provide support for pupils in relation to their personal medical needs including Epilepsy, Gastrostomy/Jejunostomy care, Enteral feeding and Oral / Oral Pharyngeal Suctioning.

2. To be responsible for overseeing the administration of prescribed medication to pupils during the school day which includes keeping all relevant records and paperwork up to date.

3. To keep detailed records of medications stored and administered in school.
4. To ensure medication is stored safely and to follow correct processes when receiving medication into school or returning expired medications to parents/carers.
5. To complete and maintain own competency and skills in all aspects of medical care appropriate to the current needs of the school cohort through regular re-assessment and training.

6. To adhere to emergency procedures in the case of prolonged seizure activity, anaphylaxis or asthma attacks. 
7. In the case of a medical emergency call 999 and accompany pupils to hospital if required.
8. To be familiar with and follow pupils individual care plans and to liaise with the school nursing team to ensure these are updated as required.
9. To be responsible for the medical information in pupils digital passports and to ensure they are accurate and up to date. 

10. To take responsibility for leading moving and handling of pupils across the school (by completing key trainer qualification if required).
11. To assist First Aiders if needed and to consult with the senior leadership team staff and/or Head Teacher if a pupil is unwell and may need to go home.
12. To monitor incidents logged on the online reporting system ensuring that all incidents are correctly recorded and reported, referred out in accordance with policy, statutory guidelines.

13. To oversee the Evolve accident reports and to do half termly reports on Evolve outcomes to safeguarding team. To produce accident and summary reports as required.

14. To maintain and input to the Medical Tracker system and to do half termly reports on outcomes to safeguarding team.
15. Ensure that the medical room is kept tidy and in a good working condition.
16. Ensure that first aid kits across the school are well stocked and the contents are in date.
17. To oversee any TAs across whole school that have assigned medical interventions for individual pupils.
18. To liaise with the physiotherapists, OT and C Franklin to ensure all chairs, beds, slings, and hoists maintained and serviced to statutory expections.
Responsibilities
 
1. To comply with and assist with the development of policies and procedures relating to child protection, health, safety and security SEN/Inclusion, confidentiality and data protection, reporting all concerns to the appropriate named person.

2. To adhere to school health and safety policy including risk assessment and safety systems and to take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the immediate working environment.
3. To adhere to Trust policy on equality and diversity and to contribute to the values, culture, ethos, equalities and inclusion policies of the school proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours in the day-to-day operation of the job.
4. To appreciate and support the role of other professionals.
5. To organise and upkeep the rota for competency testing for moving and handling, feeding, and feeding mats, care plans, OT plans, Physio plans.
To oversee cataloguing and storage of all mobility equipment.Personal & Professional Development

1. Attend and participate in relevant meetings as required

2. Participate in training, other learning activities and performance development

3. To actively look for and participate in initiatives and opportunities to promote your own personal & professional development
Confidentiality and Data Protection

1. To treat all information acquired through employment, both formally and informally, in strict confidence

2. To be aware of the school’s responsibilities under the Data Protection Act 2018 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this

The above-mentioned duties are neither exclusive nor exhaustive and the post holder may be required to carry out other relevant and/or reasonable duties as directed by their Head Teacher/Line Manager commensurate with the skills, abilities and grade of the post.

To be alert to issues of child protection, ensuring that the welfare and safety of children attending the School is promoted and safeguarded and to report any child protection concerns to the person responsible for child protection using safeguarding policies procedures and practice.

Prevent, identify and minimise risk of interpersonal abuse or violence, safeguarding children and other vulnerable people, initiating the management of cases involving actual or potential abuse or violence where needed. 

Be aware of and update colleagues, as appropriate to comply with current legislation and policies affecting practice, e.g. Children’s Act, KCSIE, National Service Frameworks, Safeguarding/Child Protection Procedures, Health and Safety and Data Protection.

Person Specification – Medical Welfare Officer
	JOB REQUIREMENTS
	Essential
	Desirable
	Method of Assessment

I/T/A*

	Qualifications 
	
	
	

	Good numeracy/literacy skills (GCSE at level A – C in English and mathematics (or equivalent).
	(
	
	A

	First Aid Qualification
	(
	
	A

	Moving and Handling training
	
	(
	A

	Experience
	
	
	

	Experience of working with children with SEND
	
	(
	A/I

	Experience of working in a care or medical setting
	
	(
	A/I

	Safeguarding experience to DDSL level
	
	
	

	Skills, knowledge and Understanding
	
	(
	I

	Good communication and interpersonal skills.
	(
	
	A/I

	Good ICT Skills
	(
	
	A/I

	Knowledge of safeguarding KCSIE legislation
	(
	
	A/I

	Good organisation and effective time management 
	(
	
	A/I

	Ability to relate well to children and adults
	(
	
	A/I

	Ability to deal in a professional manner with all contacts & stakeholders; other schools, external companies, the local authority, members of the community, other agencies and senior managers
	(
	
	I

	Ability to communicate accurately both orally and in writing, including the ability to produce non-standard reports/ letters
	(
	
	I

	Ability to deal tactfully and responsively with a range of people both face to face and on the telephone.
	(
	
	I

	Ability to demonstrate respect for pupils, parents and staff and be able to listen to their views
	(
	
	I

	Displays commitment to the protection and safeguarding of children and young people.
	(
	
	I

	Other Requirements
	
	
	

	A commitment to on-going personal development and willingness to undertake appropriate training 
	(
	
	

	Appointment to the post is subject to a satisfactory enhanced DBS check 
	(
	
	

	Evidence of commitment to safeguarding and protecting the welfare of children
	(
	
	

	This post is exempt from section 4(2) of the Rehabilitation of Offenders Act, 1974, as the duties give you access to persons who are under the age of 18.  Applicants are not entitled to withhold information about convictions, which would be regarded as spent for other purposes.
	(
	
	


*I - Interview 

T – Test/Presentation 

A – Application Form
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