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Post: Medical Officer
Reporting to: Business Operations Manager
Location: Ark Charter Academy, Portsmouth
Hours: Term Time Only, 08:00 – 16:00, Monday to Friday
Contract: Permanent
Salary: Band 6 (FTE £26,824 - £32,061) (Actual £24,034 - £28,726)

KEY RESPONSIBILITIES
To lead the day-to-day running of the school’s Medical Room and Medical Provision, ensuring the highest standards of care, compliance, record-keeping, and safeguarding. The postholder will oversee first aid, medical procedures, training, record management, liaison with outside agencies, and support for students with medical needs.

MAIN DUTIES

Medical Room Leadership
· Manage the daily running of the Medical Room and ensure an efficient, safe, and welcoming service.
· Ensure cover staff are appropriately, briefed, trained, and supported when providing Medical Room coverage.
· Maintain high standards of cleanliness, organisation, confidentiality, and compliance in all medical procedures. 

Medical Care, First Aid & Support
· Administer first aid to students and staff as required, escalating concerns appropriately.
· Take charge of the safe administration, storage, monitoring and recording of student medication with parental consent.
· Maintain oversight of all matters relating to sick or injured students, including assessment, monitoring, and referral. 
· Create and regularly update Individual Healthcare Plans (IHPs) for students with medical needs in collaboration with families and health professionals.
· Provide guidance and support for staff who may need to undertake medical procedures in the absence of a trained first aider.
· Provide sexual health advice/signposting for students referred by the pastoral team. 

Safeguarding, Monitoring & Record Keeping
· Report any safeguarding concerns immediately to the Designated Safeguarding Lead (DSL).
· Maintain accurate, confidential medical records on the school MIS and upload information as needed.
· Maintain, monitor, and update medical safeguarding concerns and records on CPOMS, escalating as directed by the DSL.
· Identify patterns of frequent attendance and highlight concerns to the Head of Year and the attendance team.
· Represent the school at external safeguarding and medical meetings as required, acting as lead professional when appropriate. 

Compliance, Health & Safety
· Ensure Medical Room operating procedures remain fully up-to-date and in line with medical, safeguarding and health & safety policies.
· Maintain accurate reporting records, including RIDDOR reporting where required, and notify the Business Operations Manager of serious incidents immediately.
· Ensure first aid boxes comply with statutory requirements, replenish and monitor supplies across the site.
· Carry out monthly checks on defibrillators and accurately log these checks.
· Complete health-related risk assessments for staff and students.
· Support the coordination of medical provision for trips, visits, and residentials, including care plans and first aid arrangements.

Liaison with External Professionals
· Work closely with specialist nurses, school nursing team, GPs, therapists, and other medical agencies regarding student health needs. 
· Coordinate student immunisation programmes, including scheduling, consent collection, and providing appropriate spaces for vaccination teams.
· Liaise with outside professionals regarding students with mobility, sensory or complex medical needs.

Training & Development
· Oversee first aid training and ensure staff maintain appropriate first aid qualifications.
· Deliver or arrange Evac-Chair training and maintain an evacuation rota for vulnerable students. 
· Support delivery of curriculum-linked medical training, such as CPR lessons.
· Undertake relevant training to enhance professional development and maintain medical competence. 

Additional Duties 
· Assist with arranging transport for students with disabilities and liaise with transport providers when needed.
· Support the monitoring of medical-related attendance barriers and help remove obstacles to student engagement.
· Complete administrative tasks including accident logs, medical audits, and supply ordering.
· Work closely with Ark’s Marketing and Communications team to ensure compliance with processes and procedures.
· Contribute to the overall ethos of the Academy.
· Undertake relevant training as required to support the functions of the post and to enhance personal development.
· Attend meetings as and when required.
· Undertake any other duties as specified by the principal and line manager.

Safeguarding 
· Undertake regular safeguarding training as required.
· Ensure that statutory and Ofsted requirements for Safeguarding are met.
· To promote the safeguarding of young people.
· Support the school’s commitment to safeguarding by being vigilant and reporting any concerns to the designated safeguarding lead (DSL).
















Person Specification
Essential Criteria
· Experience in a medical, first aid, or student-support healthcare role.
· First Aid at Work qualification. 
· Experience managing medication safely and accurately.
· Experience supporting children or young people with medical needs.
· Strong organisational skills, attention to detail, and ability to manage confidential information.
· Excellent communication skills when liaising with staff, parents, and external professionals.
· Ability to work calmly under pressure and make informed decisions.
· Strong IT skills with proficiency in Excel, Word, PowerPoint and other electronic systems.

Desirable Criteria
· Experience working in a school or educational setting.
· Experience creating and managing Individual Healthcare Plans (IHPs).
· Training in child protection, safeguarding, or medical administration.
· Ability to deliver medical-related training sessions.

Education and Qualifications
· GCSE grade C/4 or above (or equivalent) in English and Maths.
· First Aid qualification(s) or willingness to undertake training.
· Additional medical or health-related training (desirable)

Knowledge
· Understanding of children’s medical conditions and school medical procedures.
· Knowledge of safeguarding principles and when to escalate concerns.
· Understanding of health and safety processes, including accident reporting and risk assessments.
· Awareness of infection control and statutory school health guidance.

Personal Attributes
· Compassionate, patient, and child centred.
· Reliable, responsible, and able to prioritise tasks effectively. 
· Professional, confidential, and discreet in handling sensitive information.
· Calm under pressure with strong problem-solving skills.
· Able to build positive relationships with students, staff, and families.
· Committed to continuous improvement and professional learning. 

Other Requirements
· Commitment to the school’s mission and values.
· Willingness to undergo background checks and provide references.
· Ability to comply with all health and safety and safeguarding protocols within the school.

Ark is committed to safeguarding and promoting the welfare of children and young people in our academies. In order to meet this responsibility, we follow a rigorous selection process which will include questions about safeguarding. This process is outlined here, but can be provided in more detail if requested. All successful candidates will be subject to an enhanced Disclosure and Barring Service check. This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent English is an essential requirement for the role.

Ark requires all employees to undertake an enhanced DBS check. You are required, before appointment, to disclose any unspent conviction, cautions, reprimands or warnings under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Non-disclosure may lead to termination of employment. However, disclosure of a criminal background will not necessarily debar you from employment - this will depend upon the nature of the offence(s) and when they occurred. To read more about Ark’s safer recruitment process, please click this link.  
 
We aim to build a diverse and inclusive organisation where everyone – staff and students – can do their best work and achieve their full potential. We want to reflect and represent diverse perspectives across our organisation because we know that doing so will make us stronger and more effective. To know more about Ark’s diversity and inclusion commitments, please click on this link. 
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