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Rationale 

Section 100 of the Children and Families Act 2014 places a duty on the Trust Board which will fulfil its 
responsibilities by approving this policy and delegating the monitoring of it to the local governing bodies of 
each school. Pupils with special medical needs have the same right of admission to school as other children 
and cannot be refused admission or excluded from school on medical grounds alone. The Trust’s schools 
therefore have a responsibility to help meet the medical needs of pupils whilst they are at school.  
 
Teachers and other school staff in charge of pupils have a common law duty to act in the place of the 
parent/guardian and may need to take swift action in an emergency. This duty also extends to teachers leading 
activities taking place off the school site. This could extend to a need to administer medicine. The prime 
responsibility for a child's health lies with the parent/guardian who is responsible for the child's medication 
and should supply the school with information.  
 

Scope 

This is a standardised policy and applies to all secondary schools in Haberdashers’ Academies Trust South it 
should be read in conjunction with the health and safety policy, the risk management policy and first aid policy 
 

Aims 

The schools which form the Haberdashers' Academies Trust South are inclusive communities that aim to 
support and welcome pupils with medical conditions. We aim to provide all children with all medical conditions 
the same opportunities as others at school. We will help to ensure they can:  

• Be healthy  

• Stay safe  

• Enjoy and achieve  

• Make a positive contribution 

• Achieve economic well-being  
  

The purpose of this policy is to set out how we will meet the medical needs of pupils, covering all circumstances 
from long term conditions to treatment in emergencies. It is intended to inform staff of their responsibilities 
in respect of children’s medical needs and provide guidance so that they can carry them out. It is intended to 
inform parents/guardians about how their children will be supported at school, what they can expect from 
the school and what they need to do.  We will ensure that the needs of the individual are considered.  
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The Trust are committed to ensuring that colleagues receive specialist training and support in relation to 
medical needs.  Procedures around supporting pupils’ medical needs are reviewed regularly; at least annually.  
The Trust will ensure that all staff are aware of the policy and have adequate arrangements in place to provide 
care, including in emergency contexts.   
 

Implementation 

Definitions of Medical Conditions:  

Pupils’ medical needs may be broadly summarised as being of two types:  
  

• Short-term affecting their participation in school activities because they are on a course of 
medication.  

• Long-term potentially limiting their access to education and requiring extra care and support 
(deemed special medical needs).  

 

Roles and Responsibilities  

The Governing Board 

The Governing Board has ultimate responsibility to make arrangements to support pupils with medical 

conditions. The governing board will ensure that sufficient staff have received suitable training and are 

competent before they are responsible for supporting children with medical conditions. 

 

Principals  

• All staff are aware of the policy for supporting pupils with medical needs.  

• There are sufficient staff trained to support the medical and healthcare needs of all stakeholders.  

• A key member of staff has a lead role in ensuring pupils with medical needs are adequately 
supported, in accordance with the Individual Healthcare Plan.  

• Make sure that school staff are appropriately insured and aware that they are insured to support 
pupils in this way  

• Contact the school nursing service in the case of any pupil who has a medical condition that may 

require support at school, but who has not yet been brought to the attention of the school nurse  

Ensure that systems are in place for obtaining information about a child’s medical needs and that this 
information is kept up to date. 

 

Parents and Guardians  

• To support each academy by providing current and detailed information around their child’s medical 
needs- including updates as necessary.  



3 
 

• Take an active role in developing the Individual Healthcare Plan.  

• Provision of up to date medication and resources as required.  

• Contactable adult always available.  
 

Pupils  

• Engagement in discussion around medical need management.  

• Engagement with the individual healthcare plan and its development – where appropriate.  
 

All Staff 

• Take into account the needs of those pupils with medical conditions.  

• Know the procedure for obtaining assistance if somebody becomes unwell.  

• Attend training around supporting those with medical needs.  

• Where supporting those with specific medical needs, be aware of the condition and actions required 
including the administering of medication where appropriate and trained to do so. 

• Familiarise themselves with the content of IHCPs and/or Education, Health and Care Plan (EHCP) of 
students under their immediate care as appropriate. 
 

Medical Lead   

• Oversee medical and IHCPs for pupils.  

• Assess training needs of staff.  

• Ensure suitably trained staff on hand to administer medication (e.g. EpiPen) 

• Briefings for whole staff raising awareness of medical needs as required 

• Ensure adequately trained first aiders available at all times.  

• Ensure appropriate resource – medication for pupils, first aid resources are available.  

• Communication around trained first aiders and first aid resources.  
 

School Nursing Teams  

Schools are advised to utilise the School Nursing Teams (where available)  via the Local Authority in order to 
obtain: 

• Advice and guidance around strategies to support pupils with specific needs.  

• Input into IHCPs 

• Training and Support.  
 
Specialist healthcare professionals who assist with specific medical needs – i.e., Diabetes, Epilepsy should be 
consulted as appropriate, in accordance with the guidance within ‘Supporting pupils with medical conditions’, 
(2014).  
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Individual Health Care Plans  

For some children with longer term or more complex medical needs, we will create and implement an 
Individual Health and Care Plan (IHCP). An IHCP will include:  

• Details of the child’s condition, its triggers, signs, symptoms and treatments  

• Students resulting needs, including medication and other treatments  

• What constitutes an emergency  

• What action to take in an emergency  

• What not to do in the event of an emergency  

• Who to contact in an emergency  

• The role of staff  

• Special requirements e.g. dietary needs, pre-activity precautions side effects of medicines  

• School trip arrangements  
 
Guidance around the development of the IHCP and the recommended contents can be found in Appendix A.  
 
A copy will be given to parents/guardians, class teachers and a copy will be retained in the medical needs 
file in the office and the child’s individual file.  
 
As part of the process, schools will consider the reasonable adjustments needed to support medical needs.  
 
For pupils transitioning to the school from another provider, the specific consideration of the IHCP is 
advised prior to the start date.     
 
All IHCPs must be reviewed annually, or sooner if there are any significant changes to a child’s condition.  
 

The Child’s Role in Managing their own Medical Needs  

• If it is deemed, after discussion with the Parents/guardians, that a child is competent to manage their 
own health needs and medicines, they will be encouraged to take responsibility for managing their 
own medicines and procedures. This will be reflected within Individual Health Care Plans. 

• Wherever possible, children should be allowed to carry their own medicines and relevant devices or 
should be able to access their medicines for self-medication quickly and easily; these will be stored in 
the cupboard in the Medical Room to ensure that the safeguarding of other children is not 
compromised.  

• The Trust does also recognise that children who can take their medicines themselves or manage 
procedures may require an appropriate level of supervision. If a child is not able to self-medicate then 
relevant staff may help to administer medicines and manage procedures for them. If a child refuses 
to take medicine or carry out a necessary procedure, staff should not force them to do so but instead 
follow the procedure agreed in the Individual Health Care Plan.  

 
Parents/guardians should be informed, outside of the review, so that alternative options can be considered.  
 

Administering Medication  

• Medicines should only be administered at school when it would be detrimental to a child’s health or 
school attendance not to do so  
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• No child under 16 should be given prescription or non-prescription medicines without their 
parents/guardians’ consent- except in exceptional circumstances where the medicine has been 
prescribed to the child without the knowledge of the parents/guardians.  

• Schools to keep a record of all medicines administered to individual children stating what, how 
much, when and by whom  (Appendix B shows an example. This should also be recorded on Arbor) 

• Storage and Access – each school must designate a safe lockable place to store medication, and 
allocate a member of staff to control access. This should be manned at all times.   

• Pupils must know where to access their medication at all times and be able to do so immediately.  
Medication and devices such as inhalers, blood glucose meters and EpiPen’s should be readily 
available and not locked away.  

• Pupils who can carry an inhaler and EpiPen should be encouraged to do so.    

• Out of date medication should returned to families for safe disposal.  Where not collected within a 
month of notification, the academy will dispose of this safely.   

• Schools are not permitted to hold stock medication (e.g. paracetamol) to administer to pupils under 
any circumstances.  

• Where pupils are taking ‘over the counter’ medication, parents/guardians will be required to sign a 
consent form. The medication should be stored at reception following the usual procedure for 
medicines. Pupils are not permitted to carry over the counter medication with them.   

• Staff carrying medication for their own personal use are advised to ensure their medication is not 
accessible to pupils and is stored securely.  

• Pupil medical records in relation should be retained by the academy for 25 years from the birth of 
the child. (Reference: Supporting pupils at school with medical conditions 2014, managing medicines 
on school premises)  

 

School Trips  

It is a requirement of the trips policy that the medical needs of all students participating are documented and 
carried by the group leader and that this is checked prior to departure as part of the process of approving the 
trip.  In addition to this: 

• Staff supervising excursions should be aware of any medical need, and relevant emergency procedure.  

• Teachers should consider the reasonable adjustment needed in this context, and undertake 
appropriate risk assessment in accordance with the Trust Trips and Visits policy.    

• Academies are required to carry spare emergency medication on all school trips; especially those 
which are residential. 

 

Sporting Activities  

Children with medical needs will be encouraged to take part in sporting activities appropriate to their own 
abilities. Any restrictions on a student’s ability to participate in PE will be included in their health care plan.  
 

Confidentiality   

• The school will treat medical information confidentially.  

• The Principal will agree who will have access to the records and information about a student.  

• Pupil medical records should not be displayed openly in public spaces.   
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Hygiene Control  

Staff should follow basic hygiene procedures which include: 

• Using protective disposable gloves  

• Taking care  when dealing with blood or other body fluids  

• Disposing of dressing or equipment appropriately 
 

Communication 

The medical conditions policy will provide a clear communication plan for staff, parents/guardians and 
students to ensure its full implementation  

• Parents/guardians are informed about the medical conditions policy through the website and 
newsletter  

• At the start of the school year when communication is sent out about individual healthcare plans by 
the school Medical Lead  

• School staff are informed and reminded about the medical policy through staff training  

• Scheduled medical conditions training for staff delivered by the school nurse to ensure that staff are 
competent and have confidence in their ability to support students with medical conditions  

 
Where parents/guardians are dissatisfied with the care and support provided by the academy, they should 
contact the Academy in the first instance. All complaints received will be handled in accordance with the usual 
academy complaints process.  
 

Staff Training  

• Leaders are responsible for ensuring the appropriate medical training is in place, in accordance with 
the medical needs profile of the Academy.  

• First aid certificates may not be sufficient in supporting pupils with specialist needs; appropriate 
training should be planned in accordance with the IHCP.  

• Staff training can be provided through the local school nursing service. or reputable charities and 
health organisations.  

• When selecting trainers, academies should complete the appropriate due diligence checks.  

• Certification and records of training should be held by the medical lead. The medical lead is 
responsible for ensuring training and certification is up to date.  

 

Monitoring and evaluation 

This document is subject to an annual review. Each school’s local governing bodies will be presented with 
the information that ensures that sufficient staff have received suitable training and are competent before 
they are responsible for supporting children with medical conditions.   
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Complaints 

Parents/guardians with a complaint about their child’s medical condition should discuss these directly with 

the Principal or designated senior leader in the first instance. If the Principal or designated senior leader cannot 

resolve the matter, they will direct parents/guardians to the school’s complaints procedure. 

 

Related documents 

• Section 100 of the Children and Families Act 2014  

• Supporting pupils at school with medical conditions 2015  

• SEND Code of Practice    
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Appendix A 

Haberdashers’ XXXXXXXX  

Individual Health Care Plan 
This individual health care plan will be stored on your child’s electronic record, being kept confidential and 

secure at all times. It may be accessed by teaching staff and support staff as appropriate to ensure the health, 

safety and wellbeing of the child is paramount. Should there be any changes to the details recorded on the 

Individual Health Care Plan, you must inform the school as soon as possible.  Please ensure any additional 

sheets are attached securely to this document.  

  

Child’s name   

Tutor Group   

Date of birth   

Home address   

  

  

  

Medical condition   

  

Emergency Contact Details 1 

Name   

Relationship to child   

Mobile number   

Home number   

Work number   

Emergency Contact Details 2 

Name   

Relationship to child   

Mobile number   

Home number   

Work number   

  

GP Contact Details 

Name   

Phone number   

Address   

  

  

  

  

Hospital/Clinic Contact Details 

Name   

Phone number   
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Details of medical needs 

Describe the medical needs 

and give details of your child’s 

symptoms, triggers, signs, 

treatments, equipment or 

devices, environmental 

factors etc.  

  

Give details of any current 

medication, dose, method of 

administration, when to be 

taken, side effects, 

administered by whom, 

with/without supervision. 

  

Please state if any additional 

equipment or facilities are 

needed when medication is 

administered.  

  

  

  

  

  

How might the condition 

impact upon your child’s 

ability to learn or their 

emotional wellbeing? 

  

  

  

  

  

Do staff require additional 

training to support your 

child’s medical condition.  If 

so, please give details.  

  

  

  

  

  

Describe what constitutes an 

emergency and the action to 

be taken if this occurs.  

  

  

  

  

  

Does your child require any 

special arrangements for 

school visits/trips? 

  

  

  

  

Does your child have 

restricted/limited mobility 

and therefore may need 

access to the lift? 

  

  

  

  

  

Parent/guardian Declaration 

Print name   

Signed   

Date   
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Appendix B 

 
Sample Record of Medication Administered to Children 
 

 
 


