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1. Introduction
St Andrew's Methodist Primary School is committed to ensuring that pupils with medical conditions are appropriately supported so they can access education, including educational visits, enrichment opportunities and physical activities.
The school recognises that pupils at some time may require medication during the school day and that appropriate arrangements must be in place to ensure their health, safety, wellbeing and inclusion.
This policy sets out the procedures for supporting pupils with medical conditions and for the safe storage, administration and recording of medicines in school.
The welfare of the child will always be the school's paramount consideration.

2. Aims
This policy aims to:
· Support pupils with medical conditions effectively and safely.
· Ensure pupils can access education as fully as possible.
· Promote partnership working between school, parents and healthcare professionals.
· Provide clear guidance for staff and volunteers.
· Ensure safe administration and storage of medicines.
· Establish robust systems of accountability and record keeping.
· Comply with statutory requirements and best practice guidance.

3. Legal Framework
This policy is based on:
· Children and Families Act 2014
· Equality Act 2010
· Health and Safety at Work Act 1974
· Medicines Act 1968
· Supporting Pupils at School with Medical Conditions (DfE)
· SEND Code of Practice
· Keeping Children Safe in Education
· Relevant NHS and local authority guidance

4. Roles and Responsibilities
Governing Board
The Governing Board will:
· Ensure arrangements are in place to support pupils with medical conditions.
· Ensure this policy is reviewed regularly.
· Ensure suitable insurance arrangements are in place.
· Monitor implementation of this policy.
Headteacher
The Headteacher will:
· Implement this policy.
· Ensure staff receive appropriate training.
· Ensure Individual Healthcare Plans are established where required.
· Monitor medication administration procedures.
· Ensure records are maintained appropriately.
School Staff
Staff involved in supporting pupils with medical conditions will:
· Follow this policy and Individual Healthcare Plans.
· Undertake appropriate training.
· Maintain accurate records.
· Report concerns promptly.
Parents and Carers
Parents and carers must:
· Provide accurate medical information.
· Supply medication in its original container.
· Ensure medication is within its expiry date.
· Complete all required consent forms.
· Notify the school of changes to medical needs or treatment.
Pupils
Where appropriate, pupils will be encouraged to:
· Be involved in discussions regarding their medical needs.
· Develop independence in managing their condition.
· Inform staff if they feel unwell or require support.

5. Supporting Pupils with Medical Conditions
The school will work proactively with parents, healthcare professionals, previous educational settings and relevant agencies to identify pupils who may require medical support.
Where a pupil has a long-term, complex or significant medical condition, an Individual Healthcare Plan (IHP) will normally be developed.
Individual Healthcare Plans will be developed in partnership with:
· Parents and carers.
· Relevant healthcare professionals.
· School staff.
· The pupil, where appropriate.
Healthcare Plans may include:
· Details of the medical condition.
· Signs, symptoms and triggers.
· Medication requirements.
· Emergency procedures.
· Staff training requirements.
· Arrangements for school visits and activities.
· Individual risk assessments where required.
Healthcare Plans will be reviewed at least annually and sooner if needs change.
Where clinically appropriate and agreed with healthcare professionals and parents, pupils may carry and self-administer medication such as inhalers, adrenaline auto-injectors or diabetic monitoring equipment.
The school will make reasonable adjustments to ensure no pupil is disadvantaged because of a medical condition.

6. Medicines in School
Prescription medicines will only be administered when:
· They have been prescribed by a healthcare professional.
· Written parental consent has been provided.
· The medicine is required during the school day.
· The medicine is supplied in its original labelled container.
The label must clearly show:
· Child's name.
· Name of medication.
· Dosage instructions.
· Date dispensed.
· Expiry date where applicable.
The school will not administer:
· Medicines transferred from their original container.
· Expired medicines.
· Medicines without dispensing instructions.
· Medicines without parental consent.
· Medicines that require alteration of dosage by school staff.
Non-prescription medicines may only be administered in exceptional circumstances and at the discretion of the Headteacher.
The school does not prescribe medication and will not make changes to prescribed dosages.


7. Storage of Medicines
Medicines will be stored securely and in accordance with manufacturer instructions.
The school will ensure:
· Medication and Healthcare Plans are stored together.
· Medicines are clearly labelled.
· Access is restricted to authorised staff.
· Refrigerated medicines are stored appropriately.
The school will maintain systems for monitoring expiry dates and notifying parents when replacement medication is required.

8. Administering Medication
Medication will only be administered by appropriately authorised staff.
The school's standard practice is that two members of staff are present when medication is administered.
Both members of staff are responsible for checking:
· The correct pupil.
· The correct medication.
· The correct dosage.
· The correct time.
· The correct administration instructions.
In exceptional circumstances, including educational visits or emergencies, one appropriately trained member of staff may administer medication where this is supported by a risk assessment, Healthcare Plan or emergency procedure.
Medication must never be left unattended with a pupil.
Good hygiene procedures must always be followed.
Parents will normally be informed the same day whenever medication has been administered unless alternative arrangements are specified within an Individual Healthcare Plan.
Any discrepancies, concerns or missed doses must be reported immediately to a senior leader.

9. Record Keeping
A medication administration record must be completed immediately after administration.
Records will include:
· Name of pupil.
· Name of medication.
· Date.
· Time.
· Dose administered.
· Staff signatures or initials.
· Any observations, errors or concerns.
Medication records will be stored with the pupil's Healthcare Plan.
Records will be retained in accordance with the school's retention schedule.

10. Medication Errors, Omissions and Near Misses
A medication error may include:
· Administration of the wrong medication.
· Administration of the incorrect dose.
· Administration to the wrong child.
· Administration at the wrong time.
· Failure to administer medication.
· Failure to follow Healthcare Plan instructions.
· Inaccurate record keeping.
· Any near miss identified before administration.
In the event of an error, omission or near miss:
1. The Headteacher or senior leader must be informed immediately.
2. Appropriate medical advice must be sought.
3. Parents/carers must be informed without delay.
4. Emergency services must be contacted where necessary.
5. A written incident record must be completed.
6. The incident will be reviewed and lessons learned identified.
Where significant harm has occurred or could potentially have occurred, safeguarding and health and safety procedures will be followed.

11. Safeguarding and Medical Neglect
The school recognises that unmet medical needs may be an indicator of neglect or wider safeguarding concerns.
Staff should be alert to concerns including:
· Failure to provide essential medication.
· Repeated supply of expired medication.
· Failure to attend medical appointments where a child is placed at risk.
· Failure to provide important medical information.
· Repeated failure to engage with healthcare arrangements.
Where concerns arise staff must:
· Record concerns appropriately.
· Inform the Designated Safeguarding Lead immediately.
· Follow safeguarding procedures.
· Work with relevant professionals to secure support for the child.
The welfare of the child will always be the school's primary consideration.
Concerns regarding medical neglect will be managed in accordance with the Child Protection and Safeguarding Policy and local safeguarding partnership procedures.
The school will undertake an individual risk assessment and take appropriate measures to safeguard the pupil whilst maintaining access to education wherever possible.

12. Emergency Medication
The school may hold and administer:
· Emergency asthma inhalers.
· Emergency adrenaline auto-injectors (AAIs).
These will only be used in accordance with legislation, parental consent and school procedures.
Emergency medication may also include:
· Personal asthma inhalers.
· Adrenaline auto-injectors (AAIs).
· Diabetes medication.
· Emergency seizure medication.
Emergency medication must be readily accessible and staff must receive appropriate training.
Parents will be informed following any use of emergency medication.

13. Educational Visits and Off-Site Activities
The school will make reasonable adjustments to enable pupils with medical conditions to participate fully in off-site activities.
The visit leader will ensure:
· Medication accompanies the pupil.
· Relevant Healthcare Plans are available.
· Emergency contact details are accessible.
· Appropriately trained staff are present.
· Risk assessments are completed.

14. Staff Training
The school will ensure staff receive appropriate training.
Training may include:
· Administration of medication.
· Asthma awareness.
· Allergy and anaphylaxis awareness.
· Diabetes support.
· Epilepsy awareness.
· Emergency medication procedures.
· Condition-specific training identified through Healthcare Plans.
Training records will be maintained.
Relevant information will be shared with supply staff, agency staff, volunteers and trainee teachers where necessary to keep pupils safe.

15. Unacceptable Practice
The school will not:
· Prevent pupils from accessing prescribed emergency medication.
· Assume all pupils with the same condition require identical treatment.
· Ignore the views of pupils or parents.
· Prevent pupils from participating in activities unnecessarily.
· Require parents to attend school to administer routine medication.
· Send pupils home unnecessarily because of a medical condition.
· Prevent pupils from eating, drinking or using the toilet where this is necessary for managing a medical condition.
· Penalise pupils for legitimate absences relating to medical conditions.

16. Refusal of Medication
If a pupil refuses medication:
· Staff will not force administration.
· The refusal will be recorded.
· Parents will be informed promptly.
· Appropriate medical advice will be sought where necessary.
Emergency procedures may be followed if refusal places a pupil at significant risk.

17. Disposal of Medication
Expired or unused medication should be collected by parents.
Where collection is not possible, medication will be disposed of safely.
Sharps will be disposed of in approved sharps containers.

18. Complaints
Concerns regarding support for pupils with medical conditions should initially be raised with the Headteacher.
Where concerns remain unresolved, parents may follow the school's Complaints Policy.

19. Monitoring and Review
The Headteacher will monitor implementation of this policy.
This policy will be reviewed:
· Annually.
· Following significant incidents.
· Following changes to legislation or guidance.































Appendix One: Template Individual healthcare plan 
 
	 

	 

	 

	 	 	 	 

	 

	 

	 	 	 	 

	 	 	 	 


Name of school/setting 
Child’s name 
Group/class/form Date of birth 
Child’s address 
Medical diagnosis or condition 
Date 
Review date 
 	 
Family Contact Information 
(please add more as appropriate) 
	 

	 

	 

	 

	 

	 

	 

	 

	 


Name 
Phone no. (work) 
(home) 
(mobile) 
Name 
Relationship to child 
Phone no. (work) 
(home) 
(mobile) 
 	 
Clinic/Hospital Contact (please add details of all relevant medical professionals) 
	 

	 


Name 
Phone no. 
 	 
G.P. 
	 

	 


Name 
Phone no. 
Essential information regarding the pupil’s medical needs 
 
	 
	Name 
	Contact details 

	Specialist nurse (if applicable): 
	 
	 

	Link person in education: 
	 
	 

	Class teacher 
	 
	 

	Health visitor/school nurse 
	 
	 

	SEND Coordinator 
	 
	 

	Other relevant teaching staff 
	 
	 

	Other relevant non teaching staff 
	 
	 

	Head Teacher 
	 
	 

	Person with overall responsibility for implementing plan 
	 
	 

	Any provide of alternative provision 
	 
	 

	 
	 
	 

	 
	 
	 


 
 
	 


Who is responsible for providing support in school 
 
 
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 
 
	 


 
Is there any ongoing treatment that is not being administered in school? What are the side effects? 
 
	 


 
 
Describe any facilities, equipment, devices etc that might be required to manage the condition e.g. hoist, peg fed, cushions, accommodation etc 
 
	 


 
Environmental factors to be considered 
 
	 


 
Daily care requirements  
 
	 


 
Specific support for the pupil’s educational (including physical activity), social and emotional needs 
 
	 


 
Specific support for the pupil’s social needs 
 
	 


 
Specific support for the pupil’s 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) 
 
	 


 
Voice of the child/student comments 
 
	 


 
Targets 
 
	 


 
 
Arrangements/inclusion plan e.g. who is support person in school, what are the arrangements if that person is away etc 
 
	 


 
List of actions  
 
	 


 
Plan developed with 
 
	 


 
 
Staff training needed/undertaken – who, what, when 
 
	 


 
Anything else to consider for the school environment? 
 
	 


 
Signed and agreed 
 
Parent/carer/guardian name 
 
Signature 
 
Representative from school 
 
Signature 
 
Date 
 
Date of review 
 
 
 
 
Form copied to 
 
	 


 





















[image: ]Appendix Two: Administration of Medication in school 
A minimum of two members of staff must be present when administering medication to a pupil. Both members of staff are responsible for checking the medication, dosage, pupil identity, and administration instructions prior to administration, and for verifying that the medication has been administered correctly.
	Name of Child
	

	Date medicine provided by the parent 
	

	Class 
	

	Name of Medication
	

	Expiry Date 
	

	Dose and frequency of medicine 
	



Staff signature: 
Parent/Carer signature: 
	Date
	
	
	

	Time given
	
	
	

	Dose given
	
	
	

	Name of staff member administering 
	
	
	

	Staff initials 
	
	
	










	Date
	
	
	

	Time given
	
	
	

	Dose given
	
	
	

	Name of staff member administering 
	
	
	

	Staff initials 
	
	
	










	Date
	
	
	

	Time given
	
	
	

	Dose given
	
	
	

	Name of staff member administering 
	
	
	

	Staff initials 
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