JOB DESCRIPTION
POST:	MEDICAL NEEDS LEAD 
JOB FAMILY:	ADMINISTRATION/FINANCE/BUSINESS MANAGEMENT
GRADE: 	
LINE MANAGER: 	Office Manager
JOB PURPOSE:	To provide an effective and efficient lead on medical needs across the school

LEVEL DESCRIPTION
To lead and manage the school’s arrangements for supporting pupils with medical conditions in line with statutory guidance (Supporting Pupils at School with Medical Conditions, DfE). The post holder will ensure compliance with policy, oversee Individual Healthcare Plans (IHCPs), maintain accurate medical data, coordinate staff training, and liaise with parents, staff, and healthcare professionals to safeguard pupil health and wellbeing.

· Knowledge & Skills: Requires specialist knowledge of DfE statutory guidance, medical protocols, and safeguarding.
· Responsibility: Involves independent decision-making, policy implementation, and liaison with external agencies.
· Impact: Directly affects pupil health and safety, compliance with statutory duties, and staff training.
· Complexity: Manages multiple processes (IHCPs, work alongside the PA to the Principal in organising immunisations, transition planning, medical data management, training) requiring planning and prioritisation.
· Contacts: Regular interaction with parents, healthcare professionals, and staff at all levels.

Key Responsibilities

1. Compliance with Statutory Guidance
· Implement and maintain the school’s medical conditions policy in line with DfE requirements.
· Ensure annual review and communication of policy to staff.

2. Individual Healthcare Plans (IHCPs)
· Draft, review, and update IHCPs for pupils with medical conditions.
· Liaise with parents, pupils, healthcare professionals, and staff to ensure accuracy and implementation.

3. Medical Support for Trips and Visits
· Provide trip leaders with up-to-date medical information and risk assessments.
· Ensure medical needs are considered in planning for trips and activities.

4. Staff Training and Support
· Arrange statutory first aid training and refresher courses.
· Maintain a register of trained first aiders and ensure coverage across the school.
· Organise training for staff on managing specific medical conditions.

5. Immunisations and Health Programmes
· Support the PA to the Principal in coordinating school-based immunisation programmes with healthcare providers.
· Manage consent forms and maintain accurate records in compliance with GDPR.

6. Transition Support
· Work with primary schools to gather accurate medical information for pupils transferring to Year 7.
· Ensure IHCPs are in place before pupils start secondary school.
· Liaise with parents and healthcare professionals during transition to ensure continuity of care.

7. Medical Data Management
· Maintain the school’s base data for all pupils’ medical information on the MIS and other relevant systems.
· Update records promptly when changes occur and ensure data accuracy for compliance and safeguarding.

8. Record Keeping and Monitoring
· Keep secure records of IHCPs, use of school’s asthma and epi-pens, medication administration, and staff training.
· Monitor compliance and report to senior leadership and governors as required.

9. Liaison and Communication
· Act as the main point of contact for staff, parents, and external agencies regarding medical needs.
· Provide clear guidance and support to staff on managing pupils’ medical conditions.

10. Wider office team
· Supporting the wider office team where required to ensure the front-line services for stakeholders is met.
· In the absence of the Office Manager, liaise with the Head of School when required to resolve concerns.

Additional duties
· Undertake training required
· Ensure all duties and responsibilities are undertaken in line with the school’s and safety policy.
· Contribute to the safety of children and young people and protect them from harm. Form positive professional relationships and work in partnership with colleagues throughout the school and Trust
· Willingly engage with training as required and take responsibility for your own career choices and actively seek CPD opportunities
· Participate in appraisal and the achievement of targets set which will be robust and measurable. Request adequate support to achieve these targets if this is appropriate
· Treat all aspects of the role with the strictest confidentiality
· Be aware of and comply with the policies and procedures relating to child protection, health, safety and security, confidentiality, equality and diversity and data protection, referring all concerns to the Designated Safeguarding Lead or Line Manager.

NB
This job description sets out the major duties associated with this post. It is assumed that other duties of a similar level/nature undertaken within the team are not excluded simply because they are not itemised.
Duties of the post could vary from time to time as a result of new legislation, changes in technology or policy; in this event appropriate training will be provided.

Other tasks or projects that may from time to time be notified by Senior Leadership commensurate with the level and grade of this post.



PERSON SPECIFICATION - MEDICAL NEEDS LEAD
	Area
	Criteria

	General
	Essential:
· Strong organisational and administrative skills.
· Ability to maintain confidentiality and handle sensitive information.
· Excellent communication skills with staff, parents, and external agencies.
· Knowledge of safeguarding and health & safety requirements in schools.
· Able to work as part of the wider office team to ensure front line services for stakeholders is met.
Desirable:
· Experience in a school or healthcare setting.
· First aid qualification.
· Familiarity with DfE statutory guidance and SEND Code of Practice.

Safeguarding Statement
The post holder will have responsibility for safeguarding and promoting the welfare of children and young people in accordance with Keeping Children Safe in Education.


	Qualifications & Training

	Essential 
· GCSEs (or equivalent) in English and Maths.
· Evidence of strong administrative skills and IT proficiency (Microsoft Office, MIS systems such as Arbor/SIMS).
· Understanding of safeguarding and confidentiality requirements.
Desirable 
· First Aid qualification (or willingness to train).
· Training in medical administration or healthcare support.
· Knowledge of SEND Code of Practice.


	Experience
	Essential 
· Experience in an administrative role requiring attention to detail and data management.
· Experience of liaising with multiple stakeholders (staff, parents, external agencies).
· Experience of maintaining accurate records and compliance with GDPR.
Desirable 
· Previous experience in a school or healthcare setting.
· Experience coordinating immunisation programmes or medical compliance.
· Experience supporting transition of pupils with medical needs.


	Knowledge & Skills

	Essential
· Knowledge of statutory guidance: Supporting Pupils at School with Medical Conditions (DfE).
· Ability to draft and review Individual Healthcare Plans (IHCPs).
· Strong organisational skills with ability to prioritise and meet deadlines.
· Excellent communication skills (written and verbal).
· Ability to maintain confidentiality and handle sensitive information appropriately.
Desirable
· Understanding of health & safety legislation in educational settings.




	Personal attributes
	Essential 
· Calm and professional under pressure.
· Ability to work independently and as part of a team.
· Commitment to safeguarding and promoting the welfare of children.








[bookmark: _heading=h.r8j4gbzv0o4]All staff employed at Copleston are expected to support the culture and ethos of the school as directed by the Principal.

All staff, including the Medical Needs Lead, are expected to accept, abide by, and promote the professional expectations and procedures as outlined in the Staff Handbook, and are expected to adhere to, and actively support, all school policies.




