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	Job Category:
	Support Staff

	Department/Group:
	Administration
	Location
	Whangaparaoa College

	Responsible to:
	Manager, Te Whare Hauora
	Grade
	As per Support Staff in School’s Collective Agreement

	Current Jobholder
	
	Performance Reviewer:
	Manager, Te Whare Hauora

	Type of position:      
	Term-time plus allocated days in holiday periods.  
	
	

	Working Hours
Annual Leave Entitlement
	8.30am – 4.00pm negotiable
5 days per week
	
	

	Role and Responsibilities

	To provide emergency health care to those who are injured, acutely ill, or have pre-existing medical conditions.

	Roles 
	Responsibilities

	General
	· Embrace the Vision, Values and Goals of Whangaparaoa College.
· Greet visitors, in person and on the phone in a timely manner, maintaining a professional manner at all times.
· Attend to visitors in a calm, efficient, friendly and timely manner.  Students, staff, parents and members of the community are treated with courtesy and respect.
· A high quality customer service and professional manner is maintained.
· Assistance is given in a timely manner.
· Timelines are followed.
· Deadlines are met.
· Works collegially with others.

	Management
	· Manage the Health Clinic and staff who work in the area.

	First Aid, injuries to staff and learners

	· Provide emergency first aid.  Takes precedence over all other work.

	Care of those with acute medical conditions and/or injuries

	· Learners treated, then returned to class or arrange to go home to parent / caregiver.  
· If required, referral to doctor/hospital, physio, dentists, Guidance Councillor, Deans.
· Arrange for injured learners to go to Accident and Emergency if required.
· Consulting with parents of new enrolees to clarify health issues.

	Holding of medications requested by parent or caregiver / learner and administer as required
	· Prevent  misappropriation of medications


	Care of learners with severe allergies.

	· Arrange spare epipen for Health Clinic. Speak to staff on the signs and symptoms of anaphylaxis and the use of epipens once each year when appropriate.  
· Liaise with teachers regarding learners in their class with allergies/medical conditions.
· Communication with parents of new learners.

	Administration – to maintain accurate confidential records of all visits to Health Clinic
	· Daily visits recorded.  Accidents recorded
· Serious accidents reported to OSH. Store safely and confidentially personal health records. Contact parent / caregiver to verify treatment or medications as required. 

	Ordering First Aid supplies within prescribed annual budget
	· Provision of cost effective service within a balanced budget. Supplying suitable first aid kits for school trips


	Maintain a clean attractive well stocked Health Clinic
	· Provision of an accessible, pleasant, hygienic, efficient service. Ensure beds are changed regularly to prevent cross infection. Arrange for laundry to be taken to launderette when required.

	In school consultation
	· Liaise with Guidance Councillors on matters relating to Learner Health and Welfare which are of a personal nature.
· Liaise with RTLB teacher. 
· Report any cases of sexual, physical, self harm or emotional abuse to Guidance Councillor ASAP. 
· Distribute appropriate information to staff and learners in support of a national health crisis, eg meningitis, SARS and flu pandemic.

	Assisting Pastoral Team
	· Health notice board display posters and pamphlet. Support learners with health concerns in line with other pastoral staff. 

	Staff Health Testing and Training
	· Organisation of Flu vaccination for staff.
· Arrange for staff to receive hearing & lung function testing.
· Organise first aid courses and relevant PD for staff and record attendance.
· Provide first aid treatment for staff. be available to provide health advice to staff and do BP checks if required.

	Learner Health and Well Being
	· Co-ordinate Auckland Regional Dental service for years 7 and 8 and Lumino dental van year 9-13 to provide free dental care to learners.
· Co-ordinate free vision screening for year 7 learners
· Consider other opportunities that outside agencies can provide to enhance learner well being.
· Attend learner support meetings. Be involved in learner safety plans as required.

	Supporting Public Health Nurse role within the school
	· Referral of learners as required. 
· Organise. With PHN, annual Boostrix and HPV immunisations for year 7 & 8 learners.

	NOTE:  This job description is not intended to be all-inclusive. Staff may perform other related duties as negotiated to meet the ongoing needs of the organization, and other tasks associated with this role as reasonably required.

	Knowledge, skills, abilities and qualifications requirements for this position

	Registered Nurse with current practising certificate.  Previous A & E or Practice Nursing essential.  H & S/Occupational health experience desirable.  Youth health experience desirable.

	Confidentiality 
	Retain strict confidentiality on matters which are discussed or documented which relate to school staff or students

	Collegiality 
	Maintains positive and effective working relationship with other support staff, teacher, student community, and provide help when needed.

	Contribute to wider school
	Contribute positively to the life of the school supporting where and when relevant to the school activities.

	All Support Staff Must:

	· Observe safe work procedures, rules and instructions and demonstrating best practice in accordance with these. Applying any relevant knowledge learnt from training to work practice.
· Ensure that all incidents, injuries and hazards are reported to the appropriate person in an accurate and timely manner. Early reporting of any pain or discomfort. 
· Take an active role in treatment and rehabilitation, to ensure an “early and durable return to work”.
· Provide feedback and suggestions to promote continuous improvement of health and safety systems and procedures relating to your work/environment.

	Last Updated By:
	Administration team
	Date/Time:
	30 April 2025




Signed: Nurse__________________________________

Signed: Principal_____________________________________      Date:___________________
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