Job Description and Person Specification  
Special School Medication Officer
Special School Medication Officer
Permanent, Term Time plus two weeks (covering Summer School and Autumn transition) Salary: Band G 18 - 24 Clare Mount Specialist Sports College, Leasowe, CH46
---
Job Description
Main Purpose of the Role
To ensure the safe, effective, and dignified administration of medication and delivery of personal care to pupils, supervising and supporting a team of medically trained staff within a busy special school environment.
Key Responsibilities
Supervise a team of medically trained Higher Level Teaching Assistants (HLTAs) and Teaching Assistants (TAs)
Mentor, train, and support staff in medical procedures and best practice
Manage and organise timetables for administering medication to pupils
Lead regular team meetings to review practices and share updates
Oversee the delivery of personal care (toileting, feeding, mobility) to pupils, ensuring dignity and respect at all times
Monitor the administration of medication and specialised medical procedures, ensuring accuracy and safety
Act as the escalation point for complex medical queries and emergency situations within school hours
Maintain statutory compliance with health & safety legislation and best practice
Oversee the creation, review, and updating of Individual Healthcare Plans (IHPs) and medical risk assessments
Manage medical inventory, including ordering, stock checks, and ensuring safe storage of medication and equipment
Keep meticulous records in line with GDPR and safeguarding requirements
Familiarity with Medical Tracker is desirable (training will be provided)
Undertake manual handling duties as required
Provide medical oversight and support during Summer School and the Autumn transition period
Liaise effectively with parents/carers, NHS services, and previous educational placements to ensure continuity of care
Undertake additional medical responsibilities as directed by the Senior Leadership Team, including liaising with NHS regarding pupil vaccinations and maintaining the school’s defibrillators
Coordinate Physiotherapy and Occupational Health sessions for pupils
Prepare and review medication and first aid provision for school trips and residential visits
Maintain a positive, pupil-centred approach at all times
To undertake such other duties as may be reasonably required from time to time, consistent with the skills and grading of the role.
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Person Specification
Qualifications and training
Relevant qualification in health, care, or related field (e.g. NVQ Level 4 equivalent or above, nursing or healthcare background desirable)
Evidence of ongoing professional development in medical care, first aid, or related areas
Manual handling training (or willingness to complete)
Enhanced DBS (required)
Experience
Experience working with children and young people with additional and complex needs
Supervisory or team leadership experience within a care, education, or healthcare setting
Experience in administering medication and carrying out specialised medical procedures
Experience of developing and delivering staff training
Experience of liaising with parents, carers, and external agencies (e.g. NHS)
Skills and knowledge
Excellent organisational skills, with the ability to manage timetables and prioritise competing demands
Strong knowledge of health & safety, GDPR, and safeguarding practices
Ability to maintain accurate records and work to statutory compliance
Good IT skills, including the use of record-keeping systems (Medical Tracker experience desirable)
Ability to lead and motivate a team
Understanding of the dignity and rights of children and young people in a special school setting
Ability to act calmly and effectively in emergency situations
Personal qualities
Empathy, patience, and a pupil-centred approach
Commitment to upholding and promoting the values and ethos of the school
High standards of professionalism and integrity
Excellent communication and interpersonal skills
Ability to work flexibly and respond positively to change
Commitment to confidentiality and equality
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