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                                                                                                                                                                                    Appendix 1 

 

Statutory guidance relating to Supporting Pupils with Medical Needs (DfE December 2015) was taken 

into account when creating this guidance. This is guidance should be read in conjunction with the 

Hamwic First Aid and Medical Conditions Policy. 

 

1. This school is an inclusive community that aims to support and welcome pupils with medical 

conditions. 

a. Springdale School is a fully inclusive school where we can support children with medical conditions, 

aiming to provide the same opportunities as their peers.  

b. At Springdale School, we encourage and support children to develop independence, where appropriate, 

to control their condition.. 

c. We understand that certain medical conditions are serious and can be potentially life-threatening, 

particularly if ill managed or misunderstood and have procedures to ensure health and care plans, or 

emergency procedures are in place. 

d. We ensure the physical environment is accessible to pupils with medical conditions. 

e. This school understands the importance of all pupils taking part in sports, games and activities and we 

make appropriate adjustments to sports, games and other activities to make physical activity accessible to 

all pupils, whilst considering advice and precautions to ensure they are safe. 

 

2. Clear communication of pupil plans are shared with staff, parents and students to ensure its full 

implementation 

 

a. Parents are informed about the medical policy and guidance: 

i.  At the start of the school year  

ii. When their child is enrolled as a new pupil 

iii. Via the school’s website, where it is available all year round 

b. School staff are informed and reminded about the medical policy and guidance: 

i.  Via the school’s policy which is available on the school intranet  

ii. At scheduled medical conditions training 

 iii. At transition staff meetings prior to change of year 
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iv. During induction processes if applicable 

 

3. First Aid trained staff are trained in what to do in an emergency for the most common serious medical 

conditions at this school 

 

a. The lead first aid is Kerry Bright (administrative staff). 
b. First Aid trained staff are aware of the most common serious medical conditions at this school and are 

trained in what to do in an emergency. A training register is maintained to ensure the school have 
sufficient staff adequately trained at all times. Training is refreshed for first aiders in line with 
requirements.  

c. Staff at Springdale First School understand their duty of care to pupils in the event of an emergency. In 
an emergency situation, school staff are required, under common law duty of care, to act like any 
reasonably prudent parent which may include administering medication. Staff’s willingness to 
administer medication is checked and recorded at the beginning of the year. 

Action for staff to take in an emergency e.g. for asthma/epilepsy/anaphylaxis and diabetes is included in 

children’s individual medical files. 

 

4. All staff understand the school’s general emergency procedures 

 

a.   All staff understand and follow the Hamwic Policy (section 3), in the event of an emergency or accident. 

Training is refreshed for all staff annually. 

b. Induction procedures include sharing Health & Safety, First Aid and Emergency procedures 
 

5. Administration of medication at school 

 

Administration-emergency medication 

a. Medication is routinely kept in the office, out of reach from pupils and there is easy access for all adults 
to this. 

b. Emergency medication which may be needed instantly e.g. for diabetic children may be kept securely in 
the classroom. (On advice from healthcare professionals). 

c.   Staff and pupils know where their emergency medication is stored and how to access it (if appropriate). 

 

Administration-general 

a.  Staff are aware that there is no legal or contractual duty to administer medication or supervise a pupil 

taking medication unless they have been specifically contracted to do so. However, some staff members 

are willing to take on the voluntary role of administering medication.  

b.  For medication where specific training is required, only staff who have received this training may 

administer the medication. Advice and training from the school nursing team or specialist services is 

accessed when required. The local authority provides full indemnity. 
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c.  The school nurse or other medical practitioners may administer medication. 

d.  Parents are informed that they should notify the school immediately if their child’s regular medication 

changes, is discontinued, or if the dose or administration method changes. 

e. Parents are informed that the school will not follow ad hoc parental advice but will follow guidance from 

medical professionals. If a medical plan becomes confused an immediate meeting involving the school, 

parents and nursing team will be arranged to review procedures and confirm the medical plan. 

f. Risk assessments for off-site visits include pupils with medical conditions. They receive information about 

the condition, what to do in an emergency and any other additional support necessary, including any 

additional medication or equipment needed. Appropriately trained staff join any off-site visit. 

g. In the case of medication prescribed to be taken 3 x a day, this should be given outside of school hours 

wherever possible. Medication to be given 4 x daily may be administered during the school day. 

 

6. Storage of medication at school 

All medication is clearly labelled, with child’s name, dose and frequency and there is a corresponding 

Administering Medicines form which parents complete and consent given through a signature. The staff 

member with responsibility for medical needs is responsible for checking this.  

Safe storage – emergency medication (e.g. epipens, insulin) 

a. Emergency medication may be stored either in the office, staffroom fridge (clearly labelled, airtight 

container) or a secure cupboard in a classroom according to what has been deemed most appropriate in 

the medical care plan.  

b. If the medication is a controlled drug it will be locked in a filing cabinet in the office; keys are kept in the 

office key box. 

 

Safe storage – non emergency medication 

a. All non-emergency medication is kept on high shelves in the office or in the staff room fridge.  

b. Pupils with medical conditions know where their medication is stored and how to access it. 

c. Staff ensure that medication is only accessible to those for whom it is prescribed. 

 

Safe storage – general 

a. The staff member with responsibility for medical needs is responsible for ensuring correct storage of 

medication at school. 

b. Medication is sent home termly and parents are responsible for checking expiry dates. 
When medication is returned, staff will check that the expiry date covers the whole of the term before 

accepting it.  
c. It is the parent’s responsibility to ensure new and in date medication comes into school on the first day 

of the new academic year or term. 
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Safe disposal 

a. Parents are responsible for disposing of out of date medication or medication that is unused when a 
course of treatment is complete. 

b. If the parent does not collect this, they will be contacted to arrange collection. 
 

7. Record keeping 

Medical information 

a. At the start of each school year, or for in-year access families, every parent is required to update medical 

information on the enrolment form.  

b. If a pupil has a short-term medical condition that requires medication during school hours, a medication 

form must be completed. 

 

School Medical register 

a. A central register of pupils with medical needs is kept. The Head has responsibility for this but it is 
managed on her behalf by the staff member responsible for medical needs.  

b. A member of the SLT will check the School Medical Register on a termly basis with the staff member 
with responsibility for medical needs. 

c. Key information about medical needs is also held in each “Class Information” file which are kept in the 
classroom. Information regarding children who may require emergency treatment is displayed in the 
staff room to maintain staff awareness. 

 

Medical and Health care plans 

a. Medical & Health care plans are used to record important details about individual children’s medical 
needs at school, their triggers, signs, symptoms, medication and other treatments. This plan is drawn 
up in conjunction with the parents and any specialists involved in the child’s care. These are held in the 
office. Plans are formulated at the most appropriate time which may be: 

* At the start of the school year 

* At enrolment 

* When a diagnosis is first communicated to the school 

d. Parents are regularly reminded to inform the school if their child has a medical emergency or if there 

have been changes to their symptoms, or their medication and treatments change. This is to ensure the 

medical care plans can be updated accordingly. 

 

8. Each member of the school and health community knows their roles and responsibilities in 

maintaining an effective medical conditions policy 
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a. This school works in partnership with all interested and relevant parties including all school staff, 

parents, employers and community healthcare professionals to ensure the policy is planned, implemented 

and maintained successfully. 

b. The following roles and responsibilities are used for the medical policy at this school: 

 

Named responsibilities 

Member of staff with responsibility for medical needs:   Mrs K Bright 

Deputy member of staff with responsibility for medical needs:  Mr D Gosney, Mrs R Willmore 

Governor with responsibility for checking medical register:   Mrs H Heydon 

Governors 

The School Governing Body on behalf of the BCP has a responsibility to: 

* Ensure the health and safety of their employees and anyone else on the premises or taking part in school 

activities (this includes all pupils). This responsibility extends to those staff and others leading activities 

taking place off-site, such as visits, outings or field trips. 

* Make sure the medical policy is effectively monitored and evaluated and regularly updated. 

* Provide indemnity to staff who volunteer to administer medication to pupils with medical conditions. 

 

Headteacher 

The Headteacher has overall responsibility to ensure the First Aid and Medical Conditions Policy is adhered 

to and held in high regard, enabling staff, parents, pupils and other agencies to liaise effectively to ensure 

all pupils need are met.  

The Headteacher will also:- 

* Ensure pupil confidentiality. 

* Assess the training and development needs of staff and arrange for them to be met. 

* Ensure all supply staff and new teachers know the medical conditions policy. 

* Update this policy according to review recommendations and local/national guidance & legislation. 

 

The staff member with responsibility for medical needs is responsible for: 

* Ensuring their practice follows guidelines and advice from the School Nurse / Medical Professional and 

school policies and procedures. 

* Maintaining an up to date medical register that records the needs of all pupils. 

* Ensuring that termly checks of the medical register take place. 
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* Ensuring healthcare plans are completed and reviewed at least annually. 

* Ensuring photographs and key information is displayed in the staff room and kitchen (if appropriate) 

* Informing the SLT and class teacher of any significant, new medical needs that arise. 

* Ensuring that teachers have written, up to date information about medical needs of children in their class 

for the teacher to add to the class file. 

* Checking that first aiders’ training is up to date and liaising with the bursar to arrange training as needed. 

* Liaising with key staff regarding specialist training and ensuring that appropriate staff attend this. 

* Administering medication to students as prescribed and ensuring that records of medication 

administered are completed. 

* Ensuring that children requiring medication receive this; collecting the child form class if necessary. 

* Checking that medication is collected by parents for disposal. 

*Ensuring that appropriate medication and first aid equipment is taken on off site visits. 

 

All school staff have a responsibility to: 

* Be well informed about medical needs of children in their care via the class information file. 

* Understand the First Aid & Medical Conditions Policy  

* Be aware of the potential triggers, signs and symptoms of common medical conditions and know what to 

do in an emergency 

* Allow all students to have immediate access to their emergency medication. 

* Maintain effective communication with parents including informing them if their child has been unwell at 

school. 

* Ensure pupils have their medication with them have it when they go on a school visit or out of the 

classroom. 

* Be aware of pupils with medical conditions who may be experiencing bullying or need extra support. 

* Ensure all pupils with medical conditions are not excluded from activities they wish to take part in. 

* Ensure pupils have the appropriate medication or food with them during/before/after any exercise and 

are allowed to take it when needed. 

 

Teaching staff 

Teachers at this school have a responsibility to: 

* Ensure that cover staff are made aware of any specific medical needs in the class. 

* Ensure students who have been unwell catch up on missed school work. 
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* Be aware that medical conditions can affect a pupil’s learning and provide extra help when pupils need it. 

* Liaise with parents, healthcare professionals and the SENCo if a child’s learning is affected. 

 

First aiders 

First aiders at this school have a responsibility to: 

* Give immediate help to casualties with common injuries or illnesses and those arising from specific 

hazards within the school. 

* Recording first aid administered according to school procedure and ensuring parents are informed. 

* When necessary, ensure that an ambulance or other professional medical help is called. 

Pupils 

The pupils at this school have a responsibility to: 

* Treat other students with and without a medical condition equally. 

* Tell their parents, teacher or nearest staff member when they are not feeling well. 

*  Let a member of staff know if another pupil is feeling unwell. 

*  Treat all medication with respect. 

*  Know how to gain access to their medication in an emergency. 

 

Parents / carers* 

The parents of a student at this school have a responsibility to: 

* Tell the school if their child has a medical condition, and keep them up to date during their time at 

school, including needs that may occur during offsite activities. 

*  Ensure their child’s medication and medical devices are labelled with their child’s full name, providing 

spare, labelled medication where appropriate 

* Ensure medication is within expiry dates. 

* Ensure their child catches up on any school work they have missed. 

* Ensure their child has regular reviews about their condition with their doctor or specialist healthcare 

professional. 

 

Important Notice – The general advice in this policy will always be superseded by the advice presented 

in individual Medical Plans.  
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