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Individual Healthcare Plan (IHCP) Administrator

	Grade:
	Kent Range 5 

	Responsible to:
	Deputy Principal



Job Description

Purpose of the Job:

To organise and administer the Individual Healthcare Plan (IHCP) system to ensure that School staff and parents have a common understanding of each child’s health needs and actions needed in an emergency.

The ICHP Administrator will liaise with the DSL, leadership team, pupils, parents, carers, professionals, volunteers and visitors to maintain the high standards of the school.

Key duties and responsibilities:

1. Provide administrative and organisational support to the Deputy Principal with regard to IHCPs including preparing documentation, drafting correspondence, record keeping and coordinating meetings.

2. To monitor, maintain and update IHCPs; collating and preparing health information, sharing information with colleagues as appropriate and obtaining appropriate approvals and sign off upon completion. 

3. Implement protocols and emergency procedures for all pupils and students, including the pupils linked to the observation unit.  Develop flow charts, allergy action plans and information posters to inform staff on health conditions, such as aphylactic plans and respiratory distress flowcharts. 

4. Communicate healthcare plans to class teachers, ensuring responsible staff are aware of the content of health care plans.

5. Undertake routine liaison with appropriate staff, the on-site nursing team, external agencies and parents / carers.

6. Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

7. To complete other administrative tasks, including taking telephone calls, as required.

8. Familiar with procedures and questions asked by nursing team with health conditions to speed up the process. 

9. Covering the administration of medication during the absence of the School’s nominated First Aider.  Undertaking relevant training.


10. Oversee the ‘Return to school’ forms and meetings, following a pupil’s absence due to medical conditions.  Scan, file and update the IHCP’s accordingly.  Attend ‘return to school’ meetings, as and when required.

11. Deal with complex healthcare plans such as those with ambulance directives and advanced care plans (end of life) with sensitive manner. 

12. Comply with policies and procedures relating to safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.


Footnote: This job description is provided to assist the job holder to know what his/her main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.


Safeguarding responsibilities

· To understand the role and responsibilities of all staff in the safeguarding of children in the School and in providing a safe environment in which children can learn 
· To understand and meet the responsibilities as set out in the latest edition of Keeping Children Safe in Education 
· To engage in and complete all training in regards to safeguarding and ensure school policy and practice is followed

Equal Opportunity

The post holder will be expected to carry out all duties in the context of and in compliance with  Equal Opportunities Policies.
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Person Specification

The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	Criteria

	Qualifications
	· NVQ Level 2 or equivalent 
· Computer Literate


	Experience
	· Previous administration experience 
· Experience of using SEN modules in SIMS. 


	Skills & Abilities
	· Ability to work in an organised and methodical manner and maintain accurate records.
· Ability to convey information clearly and accurately orally and in writing to a range of people.
· Ability to take personal responsibility for organising day to day workload.
· Ability to work effectively and supportively as a member of the school team.
· Able to deal calmly, tactfully and effectively a range of people.
· Ability to show sensitivity and objectivity in dealing with confidential issues.


	Knowledge
	· Demonstrate a basic understanding of the work of a school.
· Demonstrate an understanding of SEN, medical and welfare issues in a school setting.
· Knowledge of a range of computer applications – including work Word / Excel / Powerpoint / Sims.
· Demonstrate an understanding of confidentiality and child protection issues in a school setting.




image1.png
( eadowfield
i) Pzt

pretepeoe




