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SYLVIA YOUNG THEATRE SCHOOL
Job description

Name:  




Date: January 2019
	Job Title: School Nurse


	Job Purpose:  School nurse, liaising with senior management for full time school, the Managing director for boarding and the Principal for part-time and holiday courses during working hours.
Health and Safety:  To wear protective gloves at all times when dealing with an accident/injury.  To use specified cleaning equipment and to replace regularly.

Hours: 8.30 – 4.30 pm Monday to Friday
Possible holiday school with a half day on a Saturday for four Saturdays

All holidays must be approved in advance by the Principal and Headteacher.


Key Tasks:

	1. Day-to-day student medical issues
· Student and staff (in emergencies only) medical provision for full time school and part-time and holiday courses (during working hours)
· First aid
· Checking and re-stocking first aid kits
· Maintaining an up-to-date list of first aiders on googledocs

· Arranging first aid training

· Maintaining up-to-date lists for students with anaphylaxis, allergies, diabetes etc. on googledocs
· Overall responsibility for accompanying to hospital
· Accident/injury reports (including for host families)

· Informing staff of student medical issues

· Completing PEEPs form and informing staff where necessary

· Maintaining an up-to-date medical register on google docs.

· Pastoral care related to physical and mental health
· Medication – following school policies and guidelines
· Liaising with parents

· Reporting to parents/local health authority
· Vaccination programmes – organising and managing
· Record keeping – including on googledocs
· Inputting medical data

· Arranging sanibins and dispensers
· Ordering stock

2.  Boarding
· To manage full-time school and holiday course boarding arrangements.
Boarding Tasks

· To assist with the annual accreditation/inspection visits to all accredited host families and to ensure any associated follow up and paperwork is completed.  In preference in term 3 with a follow up at the beginning of September.

· To carry out the initial accreditation visit to families/homes wishing to become accredited and to complete any associated follow up and paperwork. The initial accreditation visit is usually done by two members of staff so liaise with the managing director to arrange these.

· To work with the managing director on the system of individual termly discussions with students boarding with accredited host families. This is to include individual interviews in the Autumn Term to obtain a clear overview of the boarding situation for all students, with a follow up in the Spring and Summer Terms. 

· To work with the managing director on any necessary follow up from the individual termly student meetings.

· To send out termly monitoring questionnaires to host families and parents of boarding students. 

· To assist with any necessary follow up from the termly monitoring questionnaires, together with the managing director.

· To ensure that the boarding files for each host family are kept up to date and contain all the information necessary for ISI inspection visits.

· To assist the managing director with the preparation and follow up for ISI (Boarding) inspections.
· Liaising with the managing director to make arrangements for the placing of boarding students with the host family.
· Liaising with the managing director to effect any movement of boarding students between host families.
· To keep an up-to-date list of boarding students.
· To ensure the web page is up-to-date.  
· To ensure that all boarding paperwork checks are in place for confirmation by the managing director.

The managing director retains full responsibility for the initial placement of boarding students, for the movement of boarding students between accredited host families.  The school nurse should assist where necessary.  The school nurse retains overall responsibility for all boarding tasks and for maintaining an up-to-date list of all accredited boarding students.

2. Teaching – PHSCE (Sex and Relationships Education)

· To work closely with the academic teacher responsible for PSHCE, and the science department

· To create a cohesive programme of Sex and Relationships Education across Years 6 – 11

· To take a lead role in delivering relevant aspects of the Sex and Relationships programme to students, including arranging outside speakers where appropriate.

· To keep records as necessary.
4.  Safeguarding and Child Protection – to work closely with the Designated Safeguarding Lead, the Deputy Headteacher on issues relating to Safeguarding and child Protection.
To undertake other responsibilities as directed by the Principal/Headteacher.
This post carries responsibility for safeguarding and promoting the welfare of children.


	Accountable to: Sylvia Young


Signed ________________________________ Principal     Date _________
Signed _______________________________                      Date _________

