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Policy for supporting children with medical conditions and managing medicines 
 
This policy has been structured based upon the most recent government advice “Supporting 
pupils at school with medical conditions” (DfE-December 2015),  
 
Hull Collaborative Academy Trust (HCAT) adheres to the duty as stated in the Children and 
Families Act 2014 that pupils with medical conditions will have the same right of admission to 
our school as other pupils and will not be refused admission or excluded from school on medical 
grounds. Appropriate levels of assessments will be undertaken to establish and determine what 
support pupils with medical conditions require. This will be done in partnership with parents and 
health professionals.  
 
The statutory guidance, supporting pupils at school with medical conditions, is available to 
read on the Government website,  
www.gov.uk/government/publications/supportingpupils-at-school-with-medical-conditions--3  
 
The prime responsibility for a pupil’s health rests with parents. It is anticipated that parents / 
carers will ensure that appropriate information is provided for the school that enables proficient 
management and a good understanding of their child’s medical condition; this includes working 
in partnership in the management of any medicines administered at school. 
 
HCAT schools take advice and guidance from a range of sources, including the School Nurse, 
Paediatric Consultants, and other Health professionals in addition to the information provided 
by parents in the first instance. This enables us to manage support effectively and to minimise 
any disruption to learning. 
 
HCAT schools will also ensure that the arrangements to support a child with medical needs 
give parents and pupils confidence in the school’s ability to provide effective support. The 
arrangements will also show an understanding of how medical conditions impact on a child’s 
ability to learn, as well as increase confidence and promote self-care.  
 
AIMS 
We are committed to assisting children with long-term or complex medical conditions and 
working in partnership with their parents /carers. 
 

• To ensure that pupils at school with short or long term medical conditions are properly 
supported so that they have full access to education, including off-site activities and 
residential visits. 

• Make arrangements for staff to ensure that they receive adequate and appropriate 
training for them to support children with medical needs. 

• To ensure that parents and children have confidence in the medical support arranged 
at school. 

• To work in partnership with Health Service colleagues. 
• To be fully compliant with the Equality Act 2010 and its duties. 
• To manage medicines within school in accordance with government and local advice. 
• To keep, maintain and monitor records as detailed in this policy. 
• To write and to monitor Individual Healthcare Plans, in partnership with health 

professionals. 
• To ensure that the pupils in our school are safe and are able to attend school regularly 

with their medical condition. 
• To support pupils with complex medical conditions and or long term medical needs in 

partnership with Health professionals and parents to enable their access to education. 
• To adhere to the statutory guidance contained in “Supporting pupils at school with 

medical conditions” (DfE April 2014), and “Multi-Agency Guidance for the 
Management of Long Term Health Conditions for Children and Young People” (DSCB 
2011)1 as set out and agreed with the school’s Teaching Committee 
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Roles and Responsibilities 
The Headteacher will ensure the following: 

• that the School Stakeholer Group are informed about the implementation and 
effectiveness of this policy, 

• that appropriate training has been provided for staff that enables them to carry out 
agreed procedures; 

• liaison with the School Stakeholder Group in the review of this policy at appropriate 
intervals, in line with local and national advice; 

• that all staff and parents/carers are aware of this policy and the procedures for dealing 
with medical needs  

 
The School Stakeholder Group and Trustees will: 

• ensure that arrangements are in place to support children and young people with 
medical conditions and that support is tailored to individual medical needs; 

• make arrangements for this policy to be published on the school website; 
• review this policy annually; 
• ensure that staff are identified to implement the policy from day to day; 
• monitor the arrangements associated with Individual Healthcare Plans so that they are 

managed appropriately, reviewed and maintained in partnership with Health 
professionals; 

• ensure that staff receive appropriate training enabling them to provide bespoke and 
purposeful support to pupils with medical needs and that the training is refreshed 
regularly; 

• ensure that specific arrangements are made for the self-management of medicine 
where applicable and how this will be both monitored and managed by staff; 

• oversee the school’s management of medicines to ensure that Health & Safety 
standards are met and that parents have confidence in the schools ability to support 
their child’s medical needs; 

• ensure that insurance arrangements cover staff in carrying responsibility for medical 
procedures; 

• have ‘due regard’ to the rights of pupils who are disabled as set out in the Equality Act 
2010; 

• ensure that appropriate arrangements are made to include pupils with medical 
conditions on off-site activities; 

• ensure that parents / carers are aware of the school’s complaints policy 
 
The SENCO is responsible for ensuring that whenever the school is notified that a pupil has a 
medical condition:  

• Sufficient staff are suitably trained  
• All staff are made aware of a child’s condition • cover arrangements in case of 

staff absence/turnover is always available  
• Aupply teachers are briefed  
• Risk assessments for visits and activities out of the normal timetable are carried 

out  
• Individual healthcare plans are monitored regularly and reviewed annually or 

earlier if evidence is presented that the child’s needs have changed. The plan 
should be developed with the child’s best interests in mind and ensure that the 
school assesses and manages risks to the child’s education, health and social 
wellbeing, and minimizes disruption.  

• Transitional arrangements between schools are carried out  
• If a child’s needs change, the above measures are adjusted accordingly  

 
Qualified First Aid trained staff are responsible for the administration of medication in schools 
Their role is to:- 

• Ensure that the medicine has been prescribed by a health professional. 
• Receive the medicine and consent form from the parent and check the name of the 

pupil, the prescribed dose, the expiry date and the written instruction provided by the 
prescriber on the label or container. 
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• Pass on relevant information to those members of staff who are administering the 
medicine. 
 

Individual Health Care Plans 
Individual Healthcare Plans (Appendix 1) will be developed for pupils with medical conditions. 
These will set out the support that is needed so that the impact on school attendance, health, 
social well-being and learning is minimised. Not all conditions will require an Individual 
Healthcare Plan. In some cases the agreement request to administer medicines will be 
sufficient to cover short term conditions and treatment. The plan will include the name of the 
member of staff who is appropriately trained and providing the agreed support.  
Schools within the Trust will use the recommended templates (DfE) to capture relevant 
information that will enable an appropriate plan to be structured. The templates cover a range 
of issues for which Trust have responsibility. Health professionals will be involved in the 
development of Individual Healthcare Plans in addition to parents and pupils. 
The Individual Healthcare Plans will be tailored to meet the needs of short term, long term 
and/or complex medical conditions. The plans will be kept under review by the designated 
person and revised as required, or at least annually, to ensure that they reflect current medical 
needs (e.g., changes in medication). Individual Healthcare Plans will include details on 
emergency arrangements and these will be shared with all relevant staff, First Aiders and 
school office staff as applicable. 
Where pupils have been issued with an Education and Health Care Plan (EHCP) by the local 
authority, any Individual Healthcare Plan will be linked to, or become part of that EHCP. 
 
Procedures for managing prescription medicines which need to be taken during the 
school day 

• The school will only accept medicines that have been prescribed by a doctor, 
dentist, nurse prescriber or pharmacist prescriber and will reserve the right to 
administer non-prescribed medication, if necessary. 

• Any medicines to be given in school must be given to the relevant member of staff at 
the start of the school day. Children are not allowed to carry medicines 

             themselves. (See Asthma policy for guidance on inhalers) 
• Medicines must be brought to school in the original container as dispensed by a 

             pharmacist and must include the prescriber’s instructions for administration. 
• Where a child needs more than one prescribed medicine, each should be stored in a 

separate container. 
• The school will never accept nor administer medicines that have been taken out of 

the original container. Nor will they make changes to dosages on parental 
instructions. 

• It is to be noted that medicines which need to be taken three times a day should be 
taken before school, after school and at bedtime if possible. 

• All emergency medicines, such as asthma inhalers, should be readily available to 
children and not locked away (see Asthma Policy) 

• Storage of other emergency medication e.g. epipens will be included in individual 
care plans (See Appendix 1) and will be decided in consultation with the child, class 
teacher, health professional and parents. 

 
Procedures for managing prescription medicines on school visits 

• We encourage pupils with medical needs to fully participate in safely managed visits. 
Reasonable adjustments to this policy will be considered in such cases and may 
include the necessity for a risk assessment for specific children. 

• Staff supervising school visits will always be aware of any medical needs, medication 
and relevant emergency procedures. A copy of any health care plans will be taken on 
visits in the event of this information being needed in an emergency. 

• Staff taking pupils on a school visit should always ask for an up to date class medical 
list in preparation for the visit. 
 

Visit consent forms are filled in for each pupil annually. Parents are given the 
opportunity to provide details of any medical needs. These are updated on pupil 
records. 
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Procedures for managing prescription medicines during sporting activities 

• Any restrictions on a pupil’s ability to participate in PE, including the need for 
             medication, will be recorded in their health care plan. All adults will be aware of 
             issues of privacy and dignity for pupils with particular needs. 

• Some pupils may need to take precautionary measures before or during exercise. 
             Children need immediate access to necessary specific medicines such as inhalers 
             (see Asthma Policy) 
 
Administering medicines to pupils 

• Medicines will only be administered by the school when essential; that is where it 
would be detrimental to a child’s health if the medicine were not administered 

             during the school day. 
• No child will be given medicines without their parent’s written consent (it is only 

necessary to seek consent from one parent). See Appendix 2 
• Any member of staff giving medicines to a pupil will check the name of the pupil, the 

prescribed dose, the expiry date and the written instruction provided by the prescriber 
on the label or container. 

• If in doubt about any procedure, staff will not administer the medicines but will check 
with the parents or a health professional before taking further action. If staff have any 
other concerns related to administering medicines to a particular child, the issue will 
be discussed with the parent, if appropriate, or with a health professional related to 
the school e.g. school nurse. 

• Staff administering the medicines will complete and sign the appropriate record each 
time they give medicine to the child. (See Appendix 3) 

 
Parental responsibilities in respect of their child’s medical needs/medication required 
Parents are asked to provide the school with sufficient and up-to-date information about their 
child’s medical needs using a standard form (Appendix 2) so that arrangements to manage 
their short or long term medical conditions can be implemented in partnership.  
 

• Parents must inform the school in writing about any particular needs before a 
child is admitted or when a child first develops a medical need. 

• It must be a parent (or someone with parental responsibility) who gives consent 
for medicines to be administered. 

• Parents should make every effort to arrange for medicines to be administered 
outside of the school day, or to come to school to administer themselves. 

• Parents must complete the appropriate form before any medicines can be 
administered by a member of staff. 

• Parents are responsible for handing the medicine to the relevant member of staff 
at the beginning of the school day and collecting the medication at the end of the 
day. 

• Parents are expected to notify the school immediately (in writing) of any changes 
or alteration to a prescription or recommended treatment so that adjustment can 
be made to Individual Healthcare Plans or previous agreement. 

• It is important that the school is aware and informed by parents about other 
issues or symptoms their child may have experienced over night or before school; 
this is particularly important for asthma conditions 

 
It must be remembered that the prime responsibility for a child’s health rests with parents / 
carers.  
 
Refusel or too unwell to take medication  
If a child or young person refuses to take medicine as prescribed and as requested by parents 
the records (Appendix 3) must state ‘REFUSED’ clearly and the parents/carer informed 
immediately. Children / young people will not be forced to receive medicine if they do not wish 
to do so. 
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If a child or young person is ill / injured and therefore unable to receive the agreed prescribed 
medication, the person designated to supervise the taking of medicine will consult with parents 
/ carers immediately and advise the Headteacher of their actions. If the child vomits or has 
diarrhoea soon after receiving medication, parents must be contacted so that they can seek 
further medical advice. 
 
Contacting emergency services  
If a child requires emergency care and an ambulance has to called without delay.  Appendix 6 
provides guidance on information emergency services will need to enable them to respond 
accordingly.   
  
Staff training and support 
Most medicines to be administered will not require professional training; however the school 
will ensure that staff supervising the administering of medicines will understand that accurate 
records are to be kept and are completed at the time of being administered.  
Staff who maintain these records should be clear about what action to take, (such as referring 
to the Designated Safeguarding Lead) if they become concerned about the welfare of an 
individual pupil. If an Individual Healthcare Plan is applied to particular children / young people, 
additional training must be given by a nominated Health professional, e.g., use of a nebuliser, 
using Epipens. Training received or cascaded from parents will not be accepted unless 
otherwise instructed by a health professional. Record of Training Forms must be completed 
and maintained. (See Appendix 5: staff training record). 
 
Health and Safety  
The Trust has a responsibility for the health and safety of pupils in their care, as well as staff 
within their employment. The Health and Safety at Work Act 1974 makes employers 
responsible for the health and safety of employees and anyone else on the premises. In the 
case of pupils with special medical needs, the responsibility of the employer is to make sure 
that safety measures cover the needs of all pupils at the school. This may mean making 
special arrangements for particular pupils who may be more at risk than their peers. Individual 
procedures may be required. The employer is responsible for making sure that relevant staff 
know about and are, if necessary, trained to provide any additional support these pupils may 
need.  
 
Disposal of Medication 

• School staff should not dispose of medicines. Parents should collect medicines held 
at the end of each term. 

• If parents do not collect medicines held they should be taken to a pharmacy for safe 
disposal. 

• Sharps boxes should always be used for the disposal of needles. 
 
Record Keeping 

• All medication given to pupils will be recorded on the relevant form at the time of 
administration.  

 
Best Practice 
All schools will endeavour to eliminate unacceptable situations by promoting best practice in 
supporting pupils with medical conditions. In doing so we will: 
 

• ensure that pupils have access to the medicine they need as arranged with parents; 
• manage each medical condition through an Individual Healthcare Plan; 
• provide supply teachers and temporary staff with access to pupil details including 

medical needs 
• listen to the views of pupils and their parents and take advice from medical 

professionals in planning the support needed; 
• ensure that pupils with medical conditions are supervised appropriately and not left 

alone when ill; 
• support access to the full curriculum or as much as medical consultants recommend; 
• work in partnership with health services to ensure swift recovery or access to treatment; 
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• facilitate opportunities to manage medical conditions with dignity; 
• manage medical needs such that parents are not required to support their child in 

school; 
• include all children in school on and off-site activities, meeting their medical needs in 

the best way possible. 
 
Complaints  
If parents or pupils are dissatisfied with the support provided by school, they should discuss 
their concerns directly with the school. If, for whatever reason, this does not resolve the issue, 
they may make a formal complaint via the school’s complaints procedure.  
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Appendices to be used within HCAT schools where appropriate and relevant  

 
         Appendix 1 

Individual Healthcare Plan 
 

Child’s name   
Class  
Date of birth  
Child’s address  
Medical diagnosis or 
condition 

 

Date   
Review date  

 
Family contact information  

Name(s)  
Relationship to child  
Phone numbers (home, 
work mobile) 

 

 
Clinic/Hospital Information 

Name   
Phone number  

 
GP 

Name  
Phone number  

 
Describe medical needs and give details of child’s symptoms, triggers, signs, treatments, 
facilities, equipment or devices, environmental issues etc. 

 
 
Name of medication, dose, method of administration, when to be taken, side effects, contra-
indications, administered by/self-administered with/without supervision. 

 
 
Daily care requirements 

 
 
Specific support for the pupil’s educational, social and emotional needs 

 
 
Arrangements for school visits/trips etc. 

 
 
Other information 

 
 
Describe what constitutes an emergency, and the action to take if this occurs 

 
 
Who is responsible in an emergency (state if different for off-site activities) 

 
 
Plan developed with 
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Staff training needed/undertaken – who, what, when 

 
 
Signed 

Parent  
School  
Other (state who)  
Date  
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          Appendix 2  
Request for school to administer medication 

The school will not give your child medicine unless you complete and sign this form, and the 
school or setting has a policy that the staff can administer medicine. 
Date for review to be initiated by  
Name of school/setting  
Name of child  
Date of birth     
Group/class/form  
Medical condition or illness  
 
Medicine 

 

Name/type of medicine 
(as described on the container) 

 

Expiry date     
Dosage and method  
Timing  
Special precautions/other instructions  
Are there any side effects that the 
school/setting needs to know about? 

 

Self-administration – y/n  
Procedures to take in an emergency  
NB: Medicines must be in the original container as dispensed by the pharmacy 
 
Contact Details 
Name  
Daytime telephone no.  
Relationship to child  
Address  
I understand that I must deliver the 
medicine personally to 

[agreed member of staff] 

 
The above information is, to the best of my knowledge, accurate at the time of writing and I 
give consent to school/setting staff administering medicine in accordance with the 
school/setting policy. I will inform the school/setting immediately, in writing, if there is any 
change in dosage or frequency of the medication or if the medicine is stopped. 
 
Signature(s):               
 
Date:  
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Appendix 3 
Record of  medication administered in school 

 
Date  Pupils 

Name 
Time Name of 

medication 
Dose  
given 

Any 
reactions 

Signature 
of staff 

Print 
name  
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Appendix 4 
Request for pupil to carry their medication  

 
Form for parents to complete if they wish for their child to carry his/her own medication. This 
form must be completed by parents/guardians. 
 
Pupils Name:___________________________  Class:________________________ 
 
Address:__________________________________________________________________
__________________________________________________________________________
______________________________________________________________- 
 
Condition or illness:____________________________________________________ 
__________________________________________________________________________
____________________________________________ 
 
Name of medicine:_____________________________________________________ 
______________________________________________________________________ 
 
Procedures to be taken in an emergency:_________________________________ 
__________________________________________________________________________
__________________________________________________________________________
______________________________________________________________ 
 
Contact information  
 
Name:_____________________________________________ 
 
Daytime phone number:_______________________________ 
 
Relationship to child:_________________________________ 
 
 
I would like my son/daughter to keep his/her medication with him/her for use as 
necessary. 
 
 
Signed:___________________________________________ 
 
Date:_____________________________________________ 
 
Relationship to child:_________________________________ 
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       Appendix 5 
 

Staff training record – Administration of medical treatment  
 
Form for recording medical training for staff. 
 
 
Name:_________________________________________________________ 
 
 
Training received:___________________________________________________________ 
 
 
Date training completed:_________________________________________ 
 
 
Training provided by:____________________________________________ 
 
 
 
I confirm that _______________________________ has received the training detailed 
above. 
 
Trainers signature:_______________________________________________   
 
Date:____________ 
 
 
I confirm that I have received the training detailed above. 
 
Staff signature:___________________________________________________  
 
Date:___________ 
 
Suggested review date:______________________________ 
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Appendix 6 
Contacting Emergency Services  

 
Request an ambulance - dial 999, ask for an ambulance and be ready with the 
information below. 
Speak clearly and slowly and be ready to repeat information if asked. 
 
1. your telephone number  

2. your name 

3. your location as follows [insert school/setting address] 

4. state what the postcode is – please note that postcodes for satellite navigation      
systems may differ from the postal code 

5. provide the exact location of the patient within the school setting  

6. provide the name of the child and a brief description of their symptoms 

7. inform Ambulance Control of the best entrance to use and state that the crew will be 
met and taken to the patient 

8. put a completed copy of this form by the phone 
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Medical Needs 
Westcott Primary School 

School Specific Information 
 

1. Headteacher 

 Deborah Tague 
2. School First Aiders 

 
Staff member’s name Role Location 

Amy Barker First Aid (Appointed) KS2  
After School Club 

Stacey Collins First Aid (Appointed) KS2 

Emma Gough First Aid (Appointed) KS1  
After School Club 

Sarah Stockhill Emergency First Aid At Work Office 

Emma Satchwell Emergency First Aid At Work Office 

Lynn Richardson First Aid (Appointed) Lunchtime 

Lisa Amess First Aid (Appointed) Lunchtime 

Gillian Turner First Aid (Appointed) Breakfast Club 
Lunchtime 

Beckie Symons First Aid (Appointed) Breakfast Club 
Lunchtime 

Jennifer Penrose Pediatric First Aid EYFS 

Nicole Shalgosky First Aid (Appointed) KS1 

Claudia Bratley First Aid (Appointed) EYFS 

Elizabeth 
Devonshire-Lee 

First Aid (Appointed) KS2 

Emma Wilkinson-
Cain 

First Aid (Appointed) KS2 

Laura Wildridge First Aid (Appointed) KS1  
After School Club 

Emma Kirby First Aid (Appointed) EYFS 

Nisha Moore First Aid (Appointed) KS2 

Beth Towse Pediatric First Aid EYFS 

Rebecca Sergeant First Aid (Appointed) Wellbeing 
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3. Trust Safeguarding Lead 

 Suzanne Wilson contact 
Swilson@hcat.org.uk 

4. Governor responsible for Safeguarding 

 Keiran Hall  
5. Chair of Trustees/Board Member 

 Chris Huscroft  

mailto:Swilson@hcat.org.uk

