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Job Description: First Aid Assistant 
Grade – KSB 

Responsible to – Mental Health Lead 

Purpose of the Job:

To provide high-quality first aid and medical support to students, staff and visitors, ensuring the effective management of health needs, accurate record keeping and appropriate communication with parents/carers, staff and external health agencies.
Key Duties and Responsibilities

Medical Provision

1. Provide emergency and routine first aid treatment to students, staff and visitors in line with school policies and statutory guidance.

2. Respond appropriately to health-related incidents, including accidents, illness and medical emergencies.

3. Assess injuries or illness and determine appropriate action, including return to lessons, contacting parents/carers, or escalation to emergency services.

4. Liaise with paramedics and other emergency responders, providing relevant medical information where required.

5. Determine whether a student’s illness or injury justifies absence from lessons or school.

6. Advise students on basic health issues and provide appropriate reassurance and support.

7. Signpost and refer students to external health or support agencies when appropriate, including sexual health services.

8. Support students with ongoing or complex health needs to ensure appropriate attendance and continuity of learning.

9. Work closely with parents/carers of students with health concerns to maximise participation in school life.

Administration, Records and Reporting

10. Maintain accurate paper and electronic healthcare records for all students in line with First Aid and data protection protocols.

11. Record every visit to the Medical Room and all treatment provided.

12. Complete accident and incident reports daily, ensuring data is entered into the appropriate monitoring systems.

13. Inform parents/carers of all incidents, particularly head injuries, in accordance with school procedures.

14. Ensure written consent for the administration and storage of medication is obtained, recorded and kept up to date.

15. Prepare and maintain Individual Healthcare Plans and risk assessments for high-risk students, ensuring relevant staff are informed.

16. Report sensitive or safeguarding-related concerns promptly to the appropriate Welfare Manager or Senior Leadership Team.

Organisation, Liaison and Facilities

18. Ensure first aid kits are fully stocked and available across the school site and for all off-site activities, including educational visits.

19. Maintain the medical room to a high standard, including cleaning surfaces and laundering bedding.

20. Monitor, maintain and order medical equipment and supplies as required.

21. Communicate effectively with school staff regarding student health needs and medical procedures.

22. Promote awareness of first aid and health and safety across the school community.

Footnote:
This job description is intended to outline the main duties of the post. It may be amended from time to time, in consultation with the post holder, without changing the overall level of responsibility appropriate to the grade.
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Person Specification: First Aid Assistant 
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.

Qualifications

Essential
· Recognised First Aid qualification (e.g. First Aid at Work or equivalent)

· Training in the use of a defibrillator (or willingness to undertake training)

· GCSEs (or equivalent) in English and Maths

Desirable
· Additional health-related training (e.g. diabetes, asthma, epilepsy, anaphylaxis)

· IOSH Managing Safely or equivalent qualification

· ECDL or equivalent experience



Experience

Essential
· Experience of working with children or young people of a relevant age

· Experience of administering first aid or supporting medical needs

· Experience of maintaining accurate records and handling confidential information

Desirable
· Experience working in a school or educational setting

· Experience liaising with parents/carers and external agencies

· Experience using school management information systems (e.g. Capita SIMS)



Skills and Abilities

· Ability to remain calm and make sound decisions in emergency situations

· Strong organisational and time-management skills

· Excellent written and verbal communication skills

· Ability to build positive relationships with students, staff and parents/carers

· Competent IT skills, including data entry and record management

· Ability to work independently while also contributing effectively to a wider team

· Sensitivity, discretion and professionalism when dealing with confidential matters



Knowledge

· Knowledge of first aid procedures and health and safety legislation

· Understanding of safeguarding and child protection responsibilities

· Awareness of common medical conditions affecting children and young people

· Knowledge of data protection and confidentiality requirements



Personal Qualities

· Caring, approachable and supportive manner

· High level of integrity and professionalism

· Flexible and adaptable approach to work

· Commitment to equality, diversity and inclusion

· Willingness to undertake further training as required

