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1.
Aims and expectations
 To help relieve any pain or suffering resulting from illness or injury.
 To minimise any further injury after accidents by providing appropriate first aid care.
 To enable adults in the school to take appropriate action whenever accidents or illnesses occur.
 To ensure first aid equipment is accessible in all areas.
 To ensure staff are aware of all pupils with medical problems.
 To ensure that any pupil with medical problems/conditions receives as full an education as
possible.
2.

Procedural Guidelines – First Aid
 If appropriate, a member of staff removes the injured person away from others (send a runner for
help if necessary).
 If necessary, a designated first aider gives first aid and an explanation of the first aid being
provided.
 The judgement of the first aider is crucial in deciding the level of reporting necessary. If in any
doubt, a second opinion should be sought from the designated senior first aider or the headteacher
/ deputy headteacher.
 Staff attending to open wounds must wear disposable gloves.
 Any pupil taken sick during the school day should be taken to the office where contact with the
parents or other nominated contact will be made.
 In cases of head injury, parents or contacts must be informed and given responsibility for making
the decision regarding the child remaining in school.
 In all cases where an injury looks serious and / or the pupil is still in distress, parents or contacts
should be informed and given the option of coming to see the child or allowing staff to continue to
monitor the situation.
 In the most severe cases an ambulance should be called at the earliest opportunity.
 An accident form should be completed and sent to parents.
 A form for the Health and Safety Executive must be completed in the event of major injuries.

3.

Procedural Guidelines - Medication
In certain circumstances it may be necessary for the school to administer prescribed medicines on a
long term basis. If this is the case the following procedures should be adhered to:
 When a pupil joins the school, those with legal responsibility are asked if their child has any
medical conditions on their enrolment form. From this information, the school keeps a medical
register. If required, an individual care plan will be put in place (see medical conditions section
below).
 Those with legal responsibility are asked to update the information when the medicines or dosages
change.
 No prescribed medicine should be administered by staff unless clear written instructions to do so
have been obtained from the parents or person with legal responsibility and the school has
indicated that it is able to do so.
 It must be understood that all staff are acting voluntarily in administering medicines (See Code of
Practice No. 5 – Administration of Medicines).
 Any pupil requiring prescribed medication should be told to whom and where they should report.
 All prescribed medicines must be clearly labelled with the pupil’s name, method of administration,
dosage, frequency and the name of the medicine being given.
 Emergency medication and reliever inhalers must follow the pupil at all times. Children may carry
their own emergency treatment medication, but if this is not appropriate, the medication should be
kept by the teacher in charge.
 All other medication is kept securely in child proof containers in the school office.
 If the medicine requires refrigeration, it will need to be kept in a labelled container in the staff room
refrigerator.
 Any unused or time expired medication must be handed back to the parent or person with legal
responsibility.
 Where necessary, training must be given to enable staff to administer medicine correctly e.g.
epipen training for anaphylactic shock.
 Those with legal responsibility for the young person must update the school of any changes in
administration of medication and maintain an in-date supply of the medication.
 If it is necessary to give emergency treatment, a clear written account of the incident must be given
to the person with legal responsibility and a copy must be retained in school.
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For short term courses of prescribed medication, the dosage can usually be adjusted so that none is
required at lunchtime. If, however, this is not possible a parent / nominated contact may administer the
lunchtime dose by arrangement with the office staff.
 No prescribed medicine should be administered by staff unless clear written instructions to do so
have been obtained from a person with legal responsibility and the school has indicated that it is
able to do so.
 It must be understood that all staff are acting voluntarily in administering medicines (See Code of
Practice No. 5 – Administration of Medicines).
 Any pupil requiring prescribed medication should be told to whom and where they should report.
 All prescribed medicines must be clearly labelled with the pupil’s name, method of administration,
dosage, frequency and the name of the medicine being given.
 Prescribed medication is kept securely in child proof containers in the school office or if the
medicine requires refrigeration, it will need to be kept in a labelled container in the staff room
refrigerator.
 Any unused or time expired medication must be handed back to the parent or person with legal
responsibility.
 Those with legal responsibility for the young person must update the school of any changes in
administration of medication and maintain an in-date supply of the medication.
4.

Asthma
Ullesthorpe Primary School recognises that asthma is a widespread, serious but controllable condition
affecting many pupils at the school. We welcome all pupils with asthma and will encourage them to
participate fully in all aspects of school life.
 Immediate access to reliever medicines is essential. Pupils with asthma are encouraged to carry
their reliever inhaler as soon as those with legal responsibility and the medical profession agree
they are mature enough. The reliever inhalers of younger children are kept in an open container in
the classroom.
 If an acute episode of asthma occurs in school, the pupil will be encouraged to use their reliever
inhaler in line with their care plan. The pupil should be seated and encouraged to breathe slowly
and deeply. If, after five minutes the medication does not appear to have the desired effect, or the
pupil appears to be very distressed, unable to talk, or shows signs of becoming exhausted, and
has blue lips, staff should call an ambulance.
 Those with legal responsibility are asked to provide a labelled spare reliever inhaler.
 School staff are not required to administer asthma medicines to pupils except in an emergency,
however many of the staff are happy to do this.
 Pupils with asthma are encouraged to participate fully in all lessons.
 Teachers and out-of-hours sport staff will remind pupils whose asthma is triggered by exercise to
take their reliever inhaler before the lesson.
 The school does all it can to ensure the school environment is favourable to pupils with asthma
thus minimising the risk of exposure to triggers.
 If a pupil is missing a lot of time at school or is excessively tired due to asthma disturbing sleep, the
class teacher will talk to those with legal responsibility. If appropriate the teacher will talk to the
school nurse and / or special needs co-ordinator.

5.

Other medical conditions
Arrangements to support a child with a medical condition will commence as soon as the school is
made aware of the condition and will be put in place within two weeks or on starting at the school to
ensure minimal impact on the child’s education.
Individual healthcare plans
Individual healthcare plans will include key information and actions required to support the child
effectively. They will be easily accessible to those who need to refer to them while maintaining
confidentiality. The level of detail will depend on the complexity of the condition and the degree of
support needed. Any SEND will also be mentioned on the individual healthcare plan. Plans will be
drawn up by the relevant healthcare professional in partnership with the school and parents / carers.
Plans will be reviewed annually or earlier if evidence is presented that the child’s needs have changed.
At all times the child’s best interests must be kept in mind and risks assessed and managed to ensure
there is minimal disruption to the child’s education, health and social well-being. Individual healthcare
plans will include:
 the medical condition, triggers, signs, symptoms and treatments;
 the child’s resulting needs, including medication (dose, side-effects and storage) and other
treatments, time, facilities, equipment, testing, access to food and drink where this is used to
manage their condition, dietary requirements and environmental issues;
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 specific support for the child’s educational, social and emotional needs e.g. how absences will be
managed, rest periods, additional time for tests etc.
 the level of support needed, including in emergencies. If a child is self-managing their medication,
this should be clearly stated with appropriate arrangements for monitoring;
 who will provide the support, training needs, expectations of role, confirmation of proficiency to
provide support for the child’s medical condition from a healthcare professional; a cover
arrangements for when staff are unavailable;
 who in school needs to be aware of the child’s condition and the support required;
 arrangements for written permission from parents and the headteacher for medication to be
administered by members of staff, or self-administered by the child during school hours;
 separate arrangements required for school trips or other school activities outside of the normal
school timetable that will ensure the child can participate e.g. risk assessments;
 where confidentiality issues are raised by the parent / carer / child, the designated individuals to be
entrusted with information about the child’s condition;
 what to do in an emergency, including whom to contact, and contingency arrangements.
6.

Roles and responsibilities
The Governing Body
The Governing Body is responsible for ensuring this policy is developed, implemented and reviewed. It
is responsible for ensuring that sufficient staff have received suitable training and are competent before
they administer first aid / medication or take on responsibility to support children with medical
conditions. It should ensure written records are kept of all medicines administered to children. The
Governing Body ensures an appropriate level of insurance is in place to reflect the level of risk. It also
determines the complaints procedure – see Complaints Policy.
Headteacher (other school leaders in the absence of the headteacher)
The Headteacher should ensure this policy is developed and implanted effectively with partners.
She/he should ensure all staff are aware of this policy and understand their role in its implementation.
She/he should ensure that all staff who need to know are aware of children’s medical conditions and
that there are sufficient trained staff to implement the policy and deliver against the individual
healthcare plans, including in contingency and emergency situations. The Headteacher has overall
responsibility for the development of individual healthcare plans.
School staff
Any member of staff may be asked to provide support to children with medical conditions, including the
administration of medicines, although they cannot be required to do so. School staff should receive
sufficient and suitable training and achieve the necessary level of competency before they take on
responsibility to support children with medical conditions or administer first aid. In addition, the senior
first aider will keep up to date with developments in first aid, advise staff accordingly and take
responsibility for the restocking of first aid equipment.
School nurses
School nurses are responsible for notifying the school when a child has been identified as having a
medical condition which will require support in school.
Other healthcare professionals / services
These should notify the school nurse when a child has been identified as having a medical condition
that will require support in school. They should advise on the development of the individual healthcare
plans. They should co-operate with schools supporting children with medical conditions, including
appropriate communication, outreach and training.
Pupils
Children with medical conditions should be fully involved in discussions about their support needs and
contribute as much as possible to the development of, and comply with, their individual healthcare
plan.
Parents / Carers
Parents / carers should provide school with sufficient and up to date information about their child’s
medical needs. They should be involved in the development and review of their child’s individual
healthcare plan. They should carry out any actions agreed in the plan e.g. provide medicines and
equipment and ensure they or another nominated adult are contactable at all times.
Local Authority
Under Section 10 of the Children Act 2004, the Local Authority has a duty to promote cooperation
between relevant partners to improve the well-being of children so far as relating to their physical and
mental health, and their education, training and recreation. It should make arrangements under this
duty when it is clear that a child will be away from school for 15 days or more because of health needs
(whether consecutive or cumulative across the school year).
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Appendix A
General Care Plan/ Parent/Guardian/Carer CONSENT FORM
To: Headteacher of ……………………………………………………School
From: Parent/Guardian of………………………………………………Full Name of Child
DOB:

……………………….

My child has been diagnosed as having:

…………………………………………………………………………..…(name of condition)
He/She has been considered fit for school but requires the following prescribed medicine to be administered during
school hours:
………………………………………………………………………….(name of medication)
I consent/do not consent for my child to carry out self administration (delete as appropriate)
Could you please therefore administer the medication as indicated above
………(dosage) at…………..(timed)....................(intervals) Strength of medication: …….
With effect from………………….. ……………………….Until advised otherwise.
The medicine should be administered by mouth/in the ear/nasally/other……………….
………………………………………………………………………………..(delete as applicable)
I consent/do not consent for my child to carry the medication upon themselves (delete as appropriate)
I undertake to update the school with any changes in medication routine use or dosage.
I undertake to maintain an in date supply of the prescribed medication.
I understand that the school cannot undertake to monitor the use of self administered medication carried by the
child and that the school is not responsible for any loss of/or damage to any medication.
I understand that if I do not allow my child to carry the medication it will be stored by the School and administered
by staff with the exception of emergency medication which will be near the child at all times
I understand that staff will be acting in the best interests of ………………………….…..Childs Name whilst
administering medicines to children.
Signed:……………………………………………………………Date:……………………....
Name of parent (please print)………………………………………………………………
Contact Details:
Home…………………………….Work:……………………….Mobile:…………….............
Headteacher (PRINT NAME): …………………………………..
or Healthcare – Social care Professional:…………………………………………………………..
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Appendix B –

IHCP See appendix ‘B’ on Schools EIS system under ‘A’
Administration of medicines

Individual Health Care Plan (IHCP) = Specific information on individual pupil requirements. Written
recorded plan will ensure that their needs are met whilst in school and any treatment needed to be
administered by members of staff will be fully understood. Plan to be agreed by Head teacher and
parents. THIS MUST BE FORMALLY RECORDED AND REVIEWED AT REGULAR INTERVALS. A
template/proforma is available for download on the Schools EIS system under ‘A’ Administration of
medicines, see appendices.

Parents / Carers

Child’s
Care Plan
School / Academy

Consultant /
Healthcare
Profess

Some children with medical conditions may have physical disabilities. Where this is the case governing
bodies MUST comply with their duties under the Equality Act 2010. Some may have special educational
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needs (SEN) and may have a statement or Education Health Care plan which will bring together health
and social care needs, as well their special educational provision.
Educational Health Care Plan

Psychology
Psychology

ADVICE
ON
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MEDICAL CONDITIONS
The Community Paediatrician or Nurse on request will give advice regarding medical conditions to
the school. Parents or guardians of children suffering from these conditions seeking general
information should be advised to seek advice from their G.P., the school health professionals (give
parents the name and contact number) or from the bodies detailed below. The following bodies can
also supply leaflets regarding the conditions listed.
Asthma at school – a guide for teachers
National Asthma Campaign
www.asthma.org.uk
Asthma Helpline – Tel: 0800 121 6244
Guidance for teachers concerning Children
who suffer from fits
www.epilepsy.org.uk

See appendix C ‘Epilepsy Health forms’
under ‘A’ Administration of medicines’ for
Individual Care Plans and relevant records of
information and documentation.

Helpline No: 0808 800 5050
www.helpline@epilepsy.org.uk

Guidelines for Infections
(e.g. HIV, AIDS and MRSA)
Public Health England
Tel: 0344 225 4524
Haemophilia
info@haemophilia.org.uk
Tel: 020 7831 1020
Allergies Anaphylaxis Campaign
www.anaphylaxis.org.uk
Help line 01252 542029

Thalassaemia
www.ukts.org
email: information or office@ukts.org
Tel: 020 8882 0011

Sickle Cell Disease
info@sicklecellsociety.org
Tel: 020 8961 7795

See appendix D ‘Emergency Action Plan’
forms under ‘A’ Administration of medicines
for Epipen/Jext Pens administration. Please
note the needs to report administration of this
medication to Bridge Park Plaza on fax no:
0116 225 3850
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Cystic Fibrosis and School
(A guide for teachers and parents)
www.cftrust.co.uk
Tel: 020 84647211
Children with diabetes
(Guidance for teachers and school staff)
www.diabetes.org.uk
Leicester Royal Infirmary 9 am – 5 pm
Diabetes Office
0116 2586796 Diabetes Specialist Nurses
0116 2587737 Consultant Paediatric

See appendix E on EIS under ‘A’
administration of medicines documentation.
Please note the opportunity to attend
diabetes in Schools training day – regularly
advertised on EIS. This is funded by
Diabetes UK and is supported by our team of
specialist consultants and nurses.

Diabetes Careline Services

Tel: 0345 1232399

Insurance Section Leicestershire County Council
 Additional insurance
 Concerns

Contacts: David Marshall-Rowan – 0116 305 7658
James Colford – 0116 305 6516

County Community Nursing Teams:
 Information on School nurses

East Region

East Region – Market
Harborough/Rutland/Melton

PA: 1) Janet Foster 01858 438109
PA: 2) Clare Hopkinson 01664 855069
Locality managers: 1) Maureen Curley
2) Jane Sansom

West Region – Hinckley/Bosworth/Charnwood
West Region
PA: Sally Kapasi 01509 410230

Corporate Health, Safety & Wellbeing
Leicestershire County Council
County Hall, Glenfield, Leics. LE3 8RF

Locality managers: Chris Davies
Teresa Farndon
Tel: 0116 305 5515

healthandsafety@leics.gov.uk
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Appendices for information and completion can be sought from the Schools EIS system under
‘A’ for Administration of medicines.
As below:

Appendix A

Parental Consent form for medicines (contained within this document)

Appendix B

Individual Health Care Plan (IHCP) for pupils – complete at School

Appendix C

Epilepsy Health and record forms from Health professionals

Appendix D

Emergency Action Plans for Anaphylaxis from Health professionals

Appendix E

Diabetes Health forms from Health professionals

Appendix F

‘Supporting pupils at School with medical conditions’ DofE document

