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DIRECTOR OF HEALTH SERVICES
CL:40

DEFINITION
Under the general direction of the District Superintendent, this position is generally responsible for the overall record keeping of health and medical services required in this district.  Such services are provided in accordance with board policy, administrative directives and directions, and all applicable governmental agencies codes, regulations, and publications.  This is a highly professional and technical position requiring a comparable level of training and experience.

DUTIES
Maintains and supervises all school site health offices; Insures health facilities are properly maintained in a sanitary environment and first aid supplies are adequate at all school sites; Audits school sites for log of student medications, parent consent forms, student health office visits, recording and tracking of immunizations, student accident reports, and filing of annual immunization and hearing reports; Administers first aid to students and staff as needed; Refers students and staff for further treatment as deemed appropriate; Administers prescribed medication according to physician’s instructions, parental consent and established District procedures, as directed; Maintains related records; Assists with the organization of mandated health screening for students as required by local, state, and federal agencies; Sets up screening areas, provides information for billings, enters results in system, and follows up with parents regarding mandated screening referrals; Maintains and updates student medical records and reviews emergency cards for completeness; Prepares correspondence, reports, forms, etc., in accordance with established procedures or as otherwise directed; Assists pupils who are required to take prescribed medication (inhaled asthma medication) during the school day; Administers insulin to students who are unable to self-medicate during the school day or at school related activities; Attends training on diabetes management; Assists individuals with exceptional needs and students on IEP and/or Section 504 Plans requiring specialized physical health care services under quarterly supervision of a credentialed school nurse, public health nurse, or licensed physician; Documents training, ongoing supervision and verification of competency for administering insulin; Provides assistance in toileting, emptying catheters, and other personal care needs of student’s when necessary; Assists with changing diapers and/or soiled clothing; May conduct catheterizations and/or cleaning collection bags; Works closely with Director of Food Services to insure food services personnel observe high standards of cleanliness and health; Reports serious health and safety hazards or conditions, noted in writing, directly to the District Superintendent; Tracks immunization records of all students and staff to ensure they are properly immunized and ensures that all health clerks enter information into the district’s student information system and in student cumulative folders; Assists parents in the completion and proper processing of insurance claim forms related to accidents and injuries occurring at school sites or during school related activities; Coordinates closely with school site administrators, school secretaries, and the attendance officer on issues affecting student attendance; Makes house calls and files reports to verify purported reasons for non-attendance when requested by any school site administrator or attendance officer; In emergency medical situations, transports students or staff to the proper facility for treatment; Notifies parents, guardians, emergency personnel and other authorized persons when children need to be sent home or to the hospital; Coordinates directly with health, medical, and other agencies as deemed appropriate; Insures procurement of necessary supplies and equipment; Represents the district in health and safety meetings, etc., as may be directed by the District Superintendent; Participates on crisis management teams, school/district safety teams, and other related teams/committees as appropriate; Establishes, maintains, and/or supports standards of personal conduct and discipline in accordance with the current discipline policy approved by the board of education; Performs other duties reasonably related to the job class.

MINIMUM QUALIFICATIONS
KNOWLEDGE:
Modern techniques and practices used in administering first aid; Knowledge of supplies and equipment necessary for a first aid program; Knowledge of the symptoms of communicable diseases, infections, and controlled or illegal substance use.

ABILITY:

Ability to administer first aid and CPR; Make clear and concise judgement under stressful circumstances; Establish cooperative and effective relations with students, staff, and parents; Keep records and write reports; Communicate effectively, both orally and in writing; Use office machines and computers.

EXPERIENCE:
The skills, knowledge, and abilities listed above would typically be acquired through attaining two years of paid, full time experience in a medical facility, i.e., hospital, clinic, doctor's office, field work, etc., requiring screening and treatment of patients under direct supervision of a medical doctor.

EDUCATION:
Certification as a R.N. in California. 

OTHER:

Posses a valid California motor vehicle operator's license; Possess a current First Aid and CPR certificate.

NORMAL TERMS OF SERVICE
Six to eight hours per work day, 10 months per year dependent on district need.

IMMEDIATE SUPERVISOR(S)
School Nurse

School Site Principal

REPORTING SUPERVISOR
School Site Principal

REVIEWING OFFICER
Superintendent
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