
 

   Lakes Primary School  

 

 

 

Supporting Pupils at School with 

Medical needs and Administering 

Medicines Policy 

 

 

 

 

 

Approved: Autumn 2021 

 

Review:     Autumn 2022 

 



Policy Implementation 

All schools are expected by Ofsted to have a policy to help support pupils with 
medical needs and to administer medicines and to be able to demonstrate that this is 
implemented effectively. The overall responsibility for the successful administering 
and implementation of this policy is given to the Head teacher. The Head Teacher 
will also be responsible for ensuring that sufficient staff are suitably trained and will 
ensure cover arrangements in case of staff absences or staff turnover to ensure that 
someone is always available and on site. 

The Team Leader, in collaboration with the SENco, will be responsible for briefing 
supply teachers, risk assessments for school visits and other school activities outside 
of the normal timetable and for the monitoring of individual healthcare plans. 

All staff will be expected to show a commitment and awareness of children’s medical 
conditions. All new members of staff will be inducted into the arrangements and 
guidelines set out in this Policy.  

 
Definitions of medical need 

At Lakes Primary School we recognise that there are different levels of medical 
needs. These needs are generally grouped into the following sections: 

Short Term Medical Needs 

We recognise that pupils may need to receive medication during school hours at 
some time in their school life. Mostly this will be for a short period only; to finish a 
course of antibiotics or apply a lotion. To allow pupils to do this will minimise the time 
they need to be off school. Medication should only be taken to school when 
absolutely essential. Parents should be encouraged to talk to their doctors about the 
frequency of dosage in order that it may be administered out of school hours. 

Long term/severe medical needs 

Parents should provide the head teacher with sufficient information about their child’s 
medical condition and treatment or special care needed at school. There is a section 
on the school’s admission form requesting information on any existing medical 
conditions. If the child’s needs are substantial the parent, jointly with the head 
teacher and healthcare professionals, will reach agreement on the school’s role in 
helping with their child’s medical needs. The head would always seek parents’ 
agreement before passing on information about their child’s health to other school 
staff. We believe that sharing information is important if staff and parents are to 
ensure the best care for a pupil. 
 

If parents have difficulty understanding or supporting their child’s medical condition 

themselves, we will provide additional assistance in these circumstances by liaising 

with the appropriate Health agency. Parents’ cultural and religious views would 

always be respected. 

 



Some children with medical conditions may be disabled. Where this is the case 

governing bodies must comply with their duties under the Equality Act 2010. Some 

may also have Special Educational Needs and may have an Education, Health and 

Care Plan which brings together health and social care needs, as well as their 

special educational provision. For children with SEN, this guidance should be read in 

conjunction with the SEN Code of Practice (2014) and the Lakes Primary School 

SEN Policy. 

If a child is deemed to have a long-term medical condition, the school will ensure that 

arrangements are in place to support them. In doing so, we will ensure that such 

children can access and enjoy the same opportunities at school as any other child. 

The School, health professionals, Parents/Carers and other support services will 

work together to ensure that children with medical conditions receive a full education, 

unless this would not be in their best interests because of their health needs. In some 

cases this will require flexibility and involve, for example, programmes of study that 

rely on part time attendance at school in combination with alternative provision 

arranged by the school, local authority and health professionals. Consideration will 

also be given to how children will be reintegrated back into school after long periods 

of absence. 

 

Procedures to be followed when Notification is received that a Pupil has a 

Medical Condition 

We will ensure that the correct procedures will be followed whenever we are notified 

that a pupil has a medical condition. The procedures will also be in place to cover 

any transitional arrangements between schools, the process to be followed upon 

reintegration or when pupil’s needs change and arrangements for any staff training or 

support. For children starting at Lakes Primary School, arrangements will be in place 

in time for the start of the relevant school term. In other cases, such as a new 

diagnosis or children moving to Lakes Primary School mid-term, we will make every 

effort to ensure that arrangements are put in place within two weeks. The procedures 

can be seen in Annex A  

 

Individual Health Care Plans 

Individual Health Care Plans will be written and reviewed by the Healthy Schools 

lead and/or SENco, with the support of the Team Leader, but it will be the 

responsibility of all members of staff supporting the individual children to ensure that 

the Plan is followed. The class teacher will be responsible for the child’s development 

and ensuring that they and their medical conditions are supported at school.  

Individual Healthcare Plans will help to ensure that the school supports pupils with 

medical conditions. They will provide clarity about what needs to be done, when and 

by whom. They will often be essential, such as in cases where conditions fluctuate or 



where there is a high risk that emergency intervention will be needed. They are likely 

to be helpful in the majority of other cases too, especially where medical conditions 

are long-term and complex. However, not all children will require one. The School, 

health care professional and Parents/Carers should agree, based on evidence when 

a Health Care Plan would be inappropriate or disproportionate. If consensus cannot 

be reached, the Head teacher, with support from healthcare professionals, is best 

placed to take a final view. A flow chart for identifying and agreeing the support a 

child needs and developing an individual healthcare plan is provided in Annex A. 

Where a child has SEN but does not have an EHC plan, their SEN should be 

mentioned in their Individual Health Care Plan. Annex B shows a template for the 

Individual Health Care Plan (IHCP) and the information needed to be included. 

Individual Health Care Plans, (and their Review), may be initiated, in consultation 

with the Parent/Carer, by a member of school staff or a healthcare professional 

involved in providing care to the child. The Individual Health Care Plan must be 

completed by the Lead Professional (usually the SENCO) with support from 

Parents/Carers, and a relevant healthcare professional, e.g. school, specialist or 

children’s community nurse, who can best advise on the particular needs of the child. 

Pupils should also be involved whenever appropriate. The responsibility for ensuring 

it is finalised and implemented rests with the School. Health care plans will be 

uploaded into the document vault on CPOMS and share with staff appropriately. 

Annex B provides a template for the Individual Health Care Plan but it is a necessity 

that each one includes; 

 the medical condition, its triggers, signs, symptoms and treatments 

 the pupil’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 e.g. crowded/noisy conditions, travel time between lessons; 

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

example, how absences will be managed, requirements for extra time to complete 

tests, use of rest periods or additional support in catching up with lessons, 

counselling sessions the level of support needed, (some children will be able to take 

responsibility for their own health needs), including in emergencies. If a child is self-

managing their medication, this should be clearly stated with appropriate 

arrangements for monitoring 

 who will provide this support, their training needs, expectations of their role and 

confirmation of proficiency to provide support for the child’s medical condition from a 

healthcare professional; and cover arrangements for when they are unavailable 

 who in the school needs to be aware of the child’s condition and the support 

required; 



 arrangements for written permission from Parents/Carers and the head teacher for 

medication to be administered by a member of staff, or self-administered by the pupil 

during school hours 

 separate arrangements or procedures 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 Parents/Carers or 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. Some children may have an Emergency Health Care Plan prepared 

by their lead clinician that could be used to inform development of their Individual 

Health Care Plan. The Emergency Health Care Plan will not be the Lakes Primary 

School ’s responsibility to write or review 

The School will ensure that Individual Health Care Plans are reviewed at least 

annually or earlier if evidence is presented that the child’s needs have changed. They 

will be developed and reviewed 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 

well being and minimised disruption. Where the child has a SEN identified in a 

statement or EHC plan, the Individual Health Care Plan should be linked to or 

become part of that statement or EHC plan. 

 

Managing Medicines 

Staff must not give prescription medicines or undertake health care procedures 

without appropriate training (updated to reflect any Individual Health Care Plans). At 

Lakes Primary School, we recognise that a first-aid certificate does not constitute 

appropriate training in supporting children with medical conditions. Healthcare 

professionals, including the school nurse, who we have regular access to, will 

provide training and subsequent confirmation of the proficiency of staff in a medical 

procedure, or in providing medication. 

 

The following are the procedures to be followed for managing medicines: 

 Medicines should only be administered at Lakes Primary School when it would be 

detrimental to a child’s health or school attendance not to do so. 

 No child under 16 should be given prescription or non-prescription medicines 

without their Parents/Carers written consent. 

 We will not administer non-prescription medicines to a child unless it is over the 

counter pain relief, which can only be administered in line with the guidance on the 

box. If a Parent/Carer wishes a child to have any other non-prescription medicine 



administered during the School day, they will need to come to the school to 

administer it to their child. 

 The School will only accept prescribed medicines that are in-date, labelled, 

provided in the original container as dispensed by a pharmacist and include 

instructions for administration, dosage and storage. The exception to this is insulin 

which must still be in date, but will generally be available inside an insulin pen or a 

pump, rather than in its original container. 

 All medicines will be stored safely in the locked refrigerator in the office. Children 

should know where their medicines are at all times and be able to have access to 

them immediately.  

 Medicines and devices such as asthma inhalers, blood glucose testing meters and 

adrenaline pens should be always readily available to children and not locked away; 

these will be stored in the classroom cupboards where both class teacher and child 

know how to access them. If a child requires an asthma inhaler it is crucial that there 

is an inhaler in the school at all times. 

 During school trips, the first aid trained member of staff/member of staff in charge 

of first aid will carry all medical devices and medicines required.   

 Staff administering medicines should do so in accordance with the prescriber’s 

instructions. The School will keep a record of all medicines administered to individual 

children, stating what, how and how much was administered, when and by whom. 

Any side effects of the medication to be administered at the school should be noted. 

Annex C and Annex D outline these procedures. Written records are kept of all 

medicines administered to children. These records offer protection to staff and 

children and provide evidence that agreed procedures have been followed. 

 When no longer required, medicines should be returned to the Parent/Carer to 

arrange for safe disposal. Sharps boxes should always be used for the disposal of 

needles and other sharps. 

 

Supporting Staff to Administer Medicines 

Any member of staff who agrees to accept responsibility for administering prescribed 

medication to a pupil will receive training and guidance so that they feel fully 

confident to carry out these responsibilities. He or she will also be aware of possible 

side effects of the medication and what to do if they occur. The type of training  

necessary will depend on the individual case but should be delivered by the 

appropriate professionally trained person. 

Teachers who have pupils with medical needs in their class will be provided with the 

full nature of the condition, and when and where the pupil may need extra attention. 

Teachers should be aware of the likelihood of an emergency arising and what action 

to take if one occurs.  



At different times of the school day other staff will be responsible for pupils (e.g. 

playground assistants). The staff will be provided with training and advice and know 

who to refer to for each specific child.  

Where it is required, the job descriptions of staff should reflect these responsibilities. 

Under Workforce Reform teachers’ conditions of employment do not include giving 

medication or supervising a pupil taking it. 

Lakes Primary School will ensure that its insurance arrangements provide full cover 

for staff acting within the scope of their employment. The school wishes to reassure 

staff that those who volunteer to assist with any form of medical procedure are acting 

within the scope of their employment and are indemnified. 

 

 
 

 

 

 

 

 

 

 



 

Annex A 
 

Model Process for Developing Individual Health Care Plans 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

Parent of Healthcare professional informs school that a child has been recently diagnosed or is 

due to attend a new school, or is due to return to school after a long term absence, or that 

needs have changed. 

Head teacher, or senior member of staff to whom this has been delegated, coordinates 

meeting to discuss child’s medical support needs and identifies member of school staff who 

will provide support to pupil. 

Meeting to discuss and agree on an IHCP to include key school staff, child, parent, relevant 

healthcare professional and other medical/health clinician as appropriate (or to consider 

written evidence provided by them). 

Develop IHCP in partnership – agree who leads on writing plan. Input from healthcare 

professional must be provided. 

School Staff training needs identified. 

Healthcare professional commissions/delivers training and staff signed off as competent – 

review date agreed. 

IHCP implemented and circulated to relevant staff. 

IHCP reviewed at least annually or when conditions change. Parent or healthcare professional 

to initiate. 



 

 

Annex B 
Individual Health Care Plan 

Pupil’s Name  
 

Class  
 

Date of Birth  
 

Address  
 

Medical 
Condition/diagnosis 

 
 

Date  
 

Review Date  
 

 

Name of Parent/Carer 1  

Contact numbers Work: 
Home: 
Mobile: 

Relationship to child  
 

 

Name of Parent/Carer 1  

Contact numbers Work: 
Home: 
Mobile: 

Relationship to child  
 

 

Clinic/Doctor  

Contact number  

GP Name  

Contact Number  

 

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

 
 
 
 

 



If your child suffers from asthma and for some reason they do not have their 
inhaler in school, school staff can administer an ‘emergency inhaler’ providing you 
give signed parental consent.  This is only for children who have asthma named 
above as a medical need and would only be administered in an emergency. 

I give consent for staff of Lakes Primary School to administer an emergency inhaler 
to my child………………………………………………..(name) in the event of an 
emergency. 
Signed………………………………………………………….. Parent / Carer 
 

 

 

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

 
 

 

Dietary Requirements 

 
 
 

 

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

 
 
 

 

Arrangements for school visits and trips 

 
 

 

Other Information 

 
 
 

 

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

 
 
 

 

Staff training needed/undertaken – who, what, where, when 

 
 
 

 



Plan developed with Signed 

 
 

 

 

Form copied to 

 
 



 

Annex C 

Lakes Primary School Record of Medicine Administered to an Individual Child 

Child’s Name  
 

Class  
 

Date medicine provided   
 

by Parent/Carer  
 

Quantity received  
 

Name and quantity of 
medicine to be given 

 
 

Expiry date  
 

 

Staff signature  
 

Parent/Carer signature  
 

 

Date  
 

  

Time given  
 

  

Dose given  
 

  

Name of member of 
staff 

   

 

Date  
 

  

Time given  
 

  

Dose given  
 

  

Name of member of 
staff 

   



Annex D 

Lakes Primary School Record of Medicine Administered to all Children 

 

Date  Child’s Name  Time  Name of Medicine  Dose  Any reactions  Print Name  Signature  

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

        
 

        
 

        
 

        
 

        
 

 


