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Dear friend, I pray that you may enjoy good health and that all may go well with you.   

 

3 John 1:2  
  
   

1.0  Supporting Pupils at School with Medical Conditions  
  
1.1 Oaklands Catholic School and Sixth Form College will undertake to ensure compliance with the 

relevant legislation and guidance with regard to procedures for supporting children with medical 
conditions, to include the administration of medicines.  

 
1.2 This policy meets the requirements under Section 100 of the Children and Families Act 2014, 

which places a duty on Governing bodies to make arrangements for supporting pupils at their 
school with medical conditions.  It is also based on the Department for Education’s statutory 
guidance: Supporting pupils at school with medical conditions.  
 

1.3  The Head Teacher who is the Responsible Manager for this policy and its implementation holds 
responsibility for the needs of pupils with pre-existing and newly diagnosed medical conditions at 
Oaklands Catholic School and Sixth Form College. The Responsible Manager delegates the 
responsibility for all administration of medicines, on a day-to-day basis, to the Student Services 
Officer.  

  
1.4  The Responsible Manager and staff will treat all information regarding medical conditions 

confidentially. All administration of medicines is arranged and managed by the Responsible 
Manager and staff in accordance with the health guidance for schools document. All staff have a 
duty of care to follow and co-operate with the requirements of this policy.  

  
NB: This policy for supporting pupils at Oaklands Catholic School and Sixth Form College with 
medical conditions will hereafter be referred to as the “Medical Conditions and Administration of 
Medicines Policy”.  

  
 

2.0  Aims and Objectives  
  
2.1  Oaklands Catholic School and Sixth Form College is an inclusive community that aims to support 

and welcome pupils with medical conditions. The school understands that it has a responsibility to 
make the school welcoming and supportive to pupils with medical conditions who currently attend 
and to those who may enrol in the future. Oaklands Catholic School and Sixth Form College also 
understands that certain medical conditions are serious and can be potentially life threatening, 
particularly if ill managed or misunderstood.  

  
2.2  Oaklands Catholic School and Sixth Form College ensures that the whole school environment is 

inclusive and favourable to pupils with medical conditions. This includes the physical environment, 
as well as social, sporting and educational activities. Oaklands Catholic School and Sixth Form 
College aims to provide all children with 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   

  
  

http://www.legislation.gov.uk/ukpga/2014/6/part/5/crossheading/pupils-with-medical-conditions
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/484418/supporting-pupils-at-school-with-medical-conditions.pdf
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2.3  This support will be achieved by:  
 

• Including all pupils in all school activities where reasonably practicable.  
• Empowering pupils to take control of their condition. Pupils should feel confident in the support 

they receive from the school to help them do this.  
• Ensuring all staff understand their duty of care to children and young people in the event of an 

emergency.  
• Ensuring all staff understand how medical conditions impact on a child’s ability to learn.  
• Ensuring all trained staff feel confident in knowing what to do in an emergency.  

 
2.4      No child will be denied admission on the basis of their medical condition. However, the school’s 

duty of care is paramount. Where the fulfilment of this relies on the co-operation of the relevant 
health professionals and commissioners, the timescale for taking up a place will be determined by 
the point when all arrangements have been made and the health, safety and welfare of the pupil is 
fully supported when in school. This includes a lawful and compliant clinical delegation pathway for 
any treatment or intervention required during the school day, including administering controlled 
medication. 

  
  

3.0  Identifying Medical Conditions and Support Needs   
  
3.1  Prior to a pupil joining the school medical needs are identified as follows:  
  

• On accepting the place at Oaklands Catholic School, parents will fill in a Personal Detail Form 
which will indicate any medical conditions.  

• The Student Services Officer enters all pupil details of any medical condition onto the school 
database (SIMS/Classcharts).  

• The enrolment form is placed in the pupil’s school file held in a secure location.  
• Prior to the new academic year, a report of all pupils transitioning from primary school with 

stated medical conditions is made available for the Student Services Officer.  
• Where new starters have joined from another Secondary school the Admissions Officer will 

notify the Student Services Officer of any stated medical condition when the Enrolment Form 
is processed.  

• The Student Services Officer will review all reports of medical conditions of pupils who will be 
joining the school and where relevant contact parents/carers to clarify any medical needs prior 
to them joining, and a healthcare information form will be sent out.  

• Where transitional arrangements are needed between schools, these will be identified at this 
stage.  

  

NB: A separate process is in place to cover transition of children with Special Educational Needs  
  
3.2 Where a pupil is already on roll with Oaklands Catholic School and Sixth Form College, but is 

returning to school having been diagnosed with a new/changed medical condition and/or after a 
long period of absence, then the parent/carer is responsible for notifying the school of the medical 
condition prior to the pupil returning to school  

  
3.3 Parents/carers of pupils with pre-existing medical conditions (already notified to the school) are 

required to notify the school if their child has a medical emergency or if there have been changes 
to their symptoms, or their medication and treatments change.   
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4.0  Defining Support Required   
  
4.1  Where the pupil has a medical condition already being managed by the school then the existing 

healthcare plan will be reviewed by the parent/carer with the pupil’s healthcare professional if 
needed.  

  
4.2  Where appropriate a pupil will be integrated into existing healthcare procedures where they exist,  

for example, where a pupil has a severe allergy which could result in anaphylaxis and their needs 
are the same as other pupils with a similar condition, then they will be integrated into the 
Anaphylaxis Awareness Emergency Care procedures.  

  
4.3  Where the pupil has significant medical support needs which may impact on their learning and 

education, and are unique to them then the school may agree for an Individual Healthcare Plan 
(IHCP), see the section on ICHPs, below, for more details.  

  
4.4  Irrespective of whether an IHCP is needed all medical conditions notified to the school will be 

documented on a central register by the Student Services Officer which will include special 
provisions required by the school (or a link to the IHCP)  

 
4.5 The Governors are aware that the school must provide support for their pupils with medical needs 

under their statutory duties as set out in ‘Supporting pupils with medical conditions at school’ 
(Department for Education, 2015). Shorter term illnesses or chronic conditions are usually best 
met by school support and resources. Such conditions that might meet this definition include short 
term post-operative support and periods of reduced immunity.  

 

Where a pupil is unable to attend school for medical reasons the school will with the local 
authority, parents, health and other professionals to provide an alternative education provision to 
meet a pupil’s individual needs to enable them to thrive and prosper in the education system.  
 

The school will work with the local authority to ensure that wherever possible the education 
provision being provided by school ensures continuity for pupils. However, it is recognised that in 
some circumstances that may not be possible and provision for such cases may require additional 
advice and/or support from the local authority.  
 

The school is under a duty to make reasonable adjustments to allow the pupil to access a suitable 
full-time education (or as much as the child’s health condition can manage) in line with statutory 
guidance. This may include arrangements: 
 

• for schoolwork being sent home for short periods of absence, to complete at home / in hospital 
using hard copy, learning platforms or websites 

• a part-time timetable  
• remote/virtual learning 
• making a referral to Education Inclusion Service for home tuition 
• liaising with home / hospital tutors regarding the setting and marking of work 
 

Every effort will be made to minimise disruption to the child’s education.  
 

Where an absence is planned e.g. hospital admission or recurrent stay in hospital, educational 
provision should begin as soon as the child is well enough. Teachers in the hospital settings will 
liaise with the child’s home school and work with them to minimise any disruption to their 
education.  
 

Where a pupil is, or likely to be, absent for a period of 15 days due to a medical condition, the 
school will notify the local authority.  
 

Once the school has notified the local authority that a child will be absent for 15 days or more, the 
school will work alongside the local authority, health, and other professionals (where appropriate) 
to ensure that suitable education is made available.  
 

Further information is available in the statutory guidance ‘Supporting Pupils at School with Medical 
Conditions’ document issued by the DfE.   
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5.0  Individual Health Care Plan (IHCP)  
  
5.1  The expectation is that there will be an NHS-led care plan for all pupils requiring assistance or 

intervention from school staff. This includes where medicine is to be administered (other than short 
term prescriptions eg antibiotics for a chest infection). NICE and NHS guidelines are very clear 
that this entitlement includes common conditions such as asthma. The plan should be developed 
by a named NHS professional and will capture the contributions all parties will make towards 
supporting the ongoing health and wellbeing of the young person in relation to their condition. It 
should also include review dates and the parties who should contribute to the review. See Para 5.5 
regarding lawful procedures for delegation of any clinical tasks. It should be noted that delegation 
relies on the willingness of both the delegator and the delegatee. The school’s decisions around 
acceptance of either corporate or individual delegation will be guided by the best clinical interests 
of the young person and the impact on the quality of their care of undertaking a delegation away 
from a professional.  

 
5.2 The aim of the IHCP is to capture the steps that the school should take to help the child manage 

their condition and overcome any potential barriers to getting the most from their education. They 
provide clarity about what actions need to be undertaken, when and by whom. An IHCP will often 
be essential for students whose medical conditions fluctuate or are long-term and complex and 
has an impact on their education. However, not all children will require an IHCP. The school, 
healthcare professional and parent should agree, based on evidence, when a healthcare plan 
would be inappropriate or disproportionate. If consensus cannot be reached, the Responsible 
Manager will take the final view.  

 
 An Individual Health Care Plan is never a substitute for a compliant Section C or G of an 

Education Health Plan. Any provision within an IHCP relating to care or interventions to be carried 
out by staff must both follow lawful clinical delegation guidance, and be within the definitions of 
reasonable adjustments as set out in the Equalities and Human Rights Commission’s Technical 
Guidance for Schools (2024 update). 

  
5.3  Where a child is returning to school following a period of hospital education or alternative provision 

(including home tuition), schools should work with the local authority and previous education 
provider to ensure that the IHCP identifies the support the child will need to reintegrate effectively.  

  
5.4       The process for developing IHCPs should align with the following process: 
 
 
 
 
  



Page 7  

5.5  All Individual Health Care Plans are held on the school’s databases SIMS and Classcharts.  
 
5.6       School staff will not be expected to undertake a medical procedure, beyond normal First Aid 

requirements, if they have not received the correct level of training. Where possible all such 
medical procedures will be undertaken off site by a trained medical practitioner. Where it is 
deemed most appropriate to have a medical procedure undertaken in the school then staff will be 
given the correct level of training by an appropriate medical practitioner. 

5.7 Statutory Requirement: The Governing Body will ensure that the appropriate level of insurance is 
in place and appropriately reflects the level of risk. 

5.8 Staff at the school are indemnified under the Local Authorities published insurance arrangements. 

5.9 Hampshire County Council and Portsmouth City Council are insured and have extended this 
insurance to indemnify school staff who have agreed to administer medication or undertake a 
medical procedure to pupils. To meet the requirements of indemnification, we will ensure that staff 
at the school have parent’s/carer’s permission and members of staff will have had training on the 
administration of the medication or medical procedure, as well as following a recognised care plan, 
co-constructed with suitably qualified health professionals. Where these conditions cannot apply, 
staff should not undertake medical interventions. 

5.10 As a school, we expect our local partners such as NHS provider trusts to have the appropriate 
indemnity arrangements in place to cover liabilities arising from services delivered in Oaklands 
Catholic School and Sixth Form College including liabilities as a result of health professional 
delegation. 

  

6.0  Healthcare Information Forms  
  
6.1  Parents/carers of pupils who have completed a healthcare information form are 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. The healthcare information is updated accordingly.  

  
6.2  The school should ensure that plans are reviewed at least annually or earlier if evidence is  

presented that the child’s needs have changed.  
  
6.3  When deciding what information should be recorded on Healthcare Information Forms, the 

following are considered;  
  

• the diagnosis and condition of the student, signs, symptoms and triggers  
• what to do in an emergency, including whom to contact, contingency arrangements and follow 

up care. Some children may have a healthcare plan prepared by their lead clinician that could 
be used to inform development of their IHCP.  

• where confidentiality issues are raised by the parent/child, the designated individuals to be  
entrusted with information about the child’s condition  

  
6.4  All Healthcare Information Forms are held in the Medical Room and are on the school database.  
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7.0   Student Risk Assessments  
  
7.1  The aim of a student risk assessment is to enable the school to take the measures necessary for 

the safety and health of pupils with conditions when they are in the care of the school.  
 
7.2  Parent/carer to be present at the initial risk assessment undertaken by the Student Services 

Officer. If an IHCP has not been deemed necessary for a pupil with a particular medical condition, 
the school may decide to complete a risk assessment for example:  

  
• If there is a significant chance of triggers to that medical condition being presented at school;  
• If the medical condition has potential to be life threatening to the pupil and or other users of 

the school;  
• If medical equipment used by a child may have harmful effects on themselves or others with 

improper use and/or storage.  
• If the student has had an accident and has limited mobility.  
• If the student has had an operation, or a procedure.  

  
7.3 All risk assessments are held on the school databases SIMS and Classcharts.  
  
7.4 Additionally, a risk assessment should be completed prior to any school visits, holidays and other 

school activities outside of the normal timetable; this will be undertaken by the trip organiser.  
  
  

8.0  Personal Emergency Evacuation Plan (PEEP)  
  
8.1 If a student has had an accident/operation/limited mobility, a PEEP will be generated to address 

evacuation in an emergency. Student Services will update all staff with information, which can also 
be accessed on the school databases SIMS and Classcharts.  

  
  

9.0  Communication and Training   
  
9.1  All First Aid trained staff understand and are trained in what to do in an emergency for the most 

common serious medical conditions at this school.  
  
9.2  Where any individual staff needs to receive training in order to support a child with medical needs, 

the Student Services Officer will ensure that sufficient staff are suitably trained and cover 
arrangements are in place in case of staff absence or staff turnover to ensure someone is always 
available. A ‘staff training record’ sheet will be completed to document the level of training 
undertaken. Such training will form part of the overall training plan and refresher training will be 
scheduled at appropriate intervals.  

 
9.3  All staff are notified of any specific medical conditions which may need emergency care and are 

provided a briefing on the actions required in the event of an emergency.  
  
9.4  This briefing is notified via the following methods:   
  

• Pastoral email which is distributed by the Deputy Headteacher. 
• Sent to all staff via email or staff briefing as appropriate. 
• Available on the school database SIMS/Classcharts  

  
9.5 At the start of each academic year a list of IHCPs/Peeps/Medical Conditions are sent to the 

Deputy Headteacher which is then disseminated to all staff via Pastoral notices. 
Heads of Department should also provide this information to all new staff in their area on joining 
and to all supply staff on their first day at the school. A further briefing will be released on 
identification and definition of any new medical need or support requirement.  

  
9.6 The [Medical note] field on SIMS/ Classcharts also contains a summary of any conditions noted on 

the Medical Register. Any SIMS/ Classcharts user will be presented this information when they 
view a pupil’s details.   



Page 9  

10.0  Record Keeping  
  
10.1  Enrolment Forms  
  

10.1.1 Parents/carers at Oaklands Catholic School and Sixth Form College are asked if their child 
has any health conditions on the enrolment form, which is filled out prior to joining the 
school whether this be a transition from primary school or a transfer from another 
secondary school. These forms are held on the pupil’s school file.  

  
10.1.2 If a pupil is already on roll, then written notification from the parent/carer including any 

evidence from healthcare professionals will be held on the pupil’s school file.  
  
10.2  School Medical Conditions Register  
  

A register of pupils with medical needs is maintained by the Student Services Officer who has 
responsibility for the register at Oaklands Catholic School and Sixth Form College.  

  

11.0  Medication in School  
  
11.1  Our administration of medicine requirements will be achieved by:  
  

• Establishing principles for safe practice in the management and administration of:  
o prescribed medicines 
o non-prescribed medicines 
o maintenance drugs 
o emergency medicine  

• Providing clear guidance to all staff on the administration of medicines  
• Ensuring that there are sufficient numbers of appropriately trained staff to manage and 

administer medicines  
• Ensuring that there are suitable and sufficient facilities and equipment available to aid the safe 

management and administration of medicines  
• Ensuring that the above provisions are clear and shared with all who may require them  
• Ensuring the policy is reviewed periodically or following any significant change which may 

affect the management or administration of medicines  

 
  
12.0  Procedure for the Administration of Medicines  
  
12.1  When deciding upon the administration of medicine needs for children we will discuss this with the 

parents concerned and make reasonable decisions about the level of care required in line with 
manufacturers guidance and we will not exceed the recommended dosages provided by the 
manufacturers.   

  
12.2  Any child required to have medicines which is prescribed by a medical professional, will have an 

‘administration of medicine’ consent form completed by the parent/carer and kept on file.   
  
12.3  Individual health care information sheets will be completed for children where required and 

reviewed periodically in discussion with the parents/carers to ensure their continuous suitability.  
  
12.4  For any child receiving medicines, a ‘record of prescribed medicines’ sheet will be completed each 

time the medicine is administered and this will be kept on file. This includes paracetamol. If it has 
been prescribed /advised by a doctor then parents must supply school with the paracetamol and 
the dosage instructions from the GP.  

  
12.5  If a child refuses to take medication the parent/carer will be informed at the earliest available 

opportunity.  
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13.0  Routine Administration  
  
13.1  It is our policy to manage prescribed medicines (eg. Antibiotics, inhalers) where appropriate 

following consultation and agreement with, and written consent in the form of the administration of 
medication proforma, which is to be completed by the parent/carer.  

  
13.2  For all non-prescribed medicines such as cough linctus, hay fever treatment, over the counter eye 

drops, the same rules apply as our prescribed medicines. Consent in the form of the administration 
of medication proforma must be completed by a parent/carer.  

  
  

14.0  Maintenance Drugs  
  
14.1  It is our policy to manage the administration of maintenance drugs (eg. Insulin) as appropriate 

following consultation, agreement with and written consent from the parents/carers. On such 
occasions, a health care information sheet must be completed for the child concerned by the 
parent/carer and health care provider.   

  
14.2  An administration of medicines proforma must also be completed and both forms handed into 

Student Services.  
  
  

15.0  Emergency Asthma Inhalers and Epi Pens  
  
15.1  Since 2015 schools may hold asthma inhalers for emergency use and as of 2017 epi- pens. This is 

entirely voluntary, and the Department of Health has published a protocol which provides further 
information. As a school we have agreed to purchase and keep emergency inhalers and epi-pens. 
These will only be used for those children who are already prescribed asthma inhalers and 
epipens. They will only be used in an emergency, with written parental consent, and at all times 
the school will seek to use the child’s prescribed inhaler/epi-pen if possible.  

  
15.2  Responsibility for decision-making about the administration of all non-prescribed medicines will 

always be at the discretion of the Responsible Manager who may decide to administer under 
certain miscellaneous or exceptional circumstances.  

  
  
16.0 Emergency Medicine  
  
16.1  It is our policy (where appropriate) to manage the administration of emergency medicines such as:  
  

• Injections of adrenaline for acute allergic reactions  
• Injections of Glucagon for diabetic hypoglycemia  

  
16.2 In all cases, professional training and guidance from a competent source will be received before 

commitment to such administration is accepted  
  
16.3 The school does not supply paracetamol, If a child is requiring pain relief, and the parents have 

supplied the paracetamol the school will help facilitate administering the paracetamol between the 
hours of 11.20am and 3.00pm. We must have explicit written consent from parents/carers before 
administering paracetamol. 
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16.4 Where Paracetamol has been supplied by parents or been instructed to be administered by a 
medical professional, the school will not agree to exceed the NHS recommended dosage 
guidance.  

  
16.4.1 Paracetamol tablet dosages for children – NHS  

  

Age  
How much   

(every 4 to 6 hours, maximum 4 doses in 24 hours)  

10 to 12 years  500mg  

12 to 16 years  750mg  

16 years +  1000mg  

    
16.4.2 Don't give a child paracetamol and ibuprofen at the same time, unless advised to by a 

healthcare professional.  
  
16.4.3 Don't keep switching between doses of paracetamol and ibuprofen unless advised to by a 

healthcare professional.  
  
16.5  If a student requests pain relief outside of these hours (e.g. if they are staying on site for an after 

school activity) then verbal consent must be obtained from a parent first and noted on the student’s 
medical record card.  

 
 

17.0 Notification of Administration of Medicines  
  
17.1  Parents will be notified by text message should their child be administered medication during the 

school day. This includes prescribed medication and non-prescribed medication. The message will 
contain the date and time(s) the medicines were administered, the name of the medication and the 
dosage. The text messages will be sent out between 3.30-4.00pm each day by one of the Student 
Services staff.   

  
17.2  If a student receives medication after school (e.g. when participating in a sports activity) or whilst 

on a school trip, the member of staff will complete a carbonated sheet with the details of date, 
time, name of the medication and dosage. The top copy will be given to the student to hand to 
their parent. The carbonated copy will be returned to Student Services.  

  
17.3  All medication that is administered is recorded on each student’s medical card which is held in 

Student Services.  
    
  
18.0  Contacting Emergency Services  
  
18.1  When a medical condition causes the child to become ill and/or requires emergency administration 

of medicines, then an ambulance will be summoned at the earliest opportunity.  
  
  

19.0  Medical Accommodation  
  
19.1  The medical room in Student Services will be used for medicine administration/treatment 

purposes. The room will be made available when required.  
  
  

20.0  Training  
  
20.1  Training is logged on Weekly 10/Educare and training certificates are centrally held by HR. 
 
 

https://www.nhs.uk/conditions/paracetamol/
https://www.nhs.uk/conditions/paracetamol/
https://www.nhs.uk/conditions/paracetamol/
https://www.nhs.uk/conditions/ibuprofen/
https://www.nhs.uk/conditions/ibuprofen/
https://www.nhs.uk/conditions/ibuprofen/


Page 12  

21.0  School Medicines Log  
  
21.1  A log of all medicines held at school on behalf of pupils is maintained by the Student Services  

Officer/team who has responsibility for the register at Oaklands Catholic School and Sixth Form 
College. This includes a note of all expiry dates for follow-up in accordance with guidelines in the 
school’s Medical Conditions and Administration of Medicines Policy. It is the responsibility of the 
parent/carer to provide medicine that is in date, in the correct packaging with the correct 
paperwork.  

  
  

22.0  Register of visits to Medical Room  
  
22.1  A log of all visits to the school’s medical room is maintained by the Student Services Officer/team 

who has responsibility for the register. This includes details of medicines and/or treatment 
administered. All details of medicines and/or treatment administered to students is recorded.  

 
 

23.0  Storage of Medicines  
  
23.1  The storage of medicines is the overall responsibility of the Student Services Officer who will 

ensure that arrangements are in place to store medicines safely.   
  
23.2  A fridge is provided in the Student Services area for this specific purpose and temperature 

readings taken on a daily basis to ensure the optimum temperature is maintained.   
  
23.3  The storage of medicines will be undertaken in accordance with product instructions and in the 

original container in which the medicine was dispensed.  
  
23.4   It is the responsibility of all staff to ensure that the received medicine container is clearly labelled 

with the name of the child, the name and dose of the medicine and the frequency of 
administration.  

  
  

24.0  Disposal of Medicines  
  
24.1  It is not the responsibility of Oaklands Catholic School and Sixth Form College to dispose of 

medicines.   
  
24.2  It is the responsibility of the parents to ensure that all medicines no longer required, including 

those which have date-expired, are returned to the pharmacy for safe disposal.   
  
24.3  ‘Sharps boxes’ will always be used for the disposal of needles. Collection and disposal of the 

boxes will be locally arranged through a licensed waste management provider as appropriate.  
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25.0  Unacceptable Practice  
  
25.1  Although school staff should use their discretion and judge each case on its merits with reference 

to the child’s IHCP, it is not generally acceptable practice to:  
  

• prevent children from easily accessing their inhalers and medication and administering their 
medication when and where necessary;  

• assume that every child with the same condition requires the same treatment;  
• ignore the views of the child or their parents/carers; or ignore medical evidence or opinion, 

(although this may be challenged);  
• send children with medical conditions home frequently or prevent them from staying for normal 

school activities, including lunch, unless this is specified in their IHCPs;  
• if the child becomes ill, send them to the school office or medical room unaccompanied or with 

someone unsuitable;  
• penalise children for their attendance record if their absences are related to their medical 

condition e.g. hospital appointments;  
• prevent pupils from drinking, eating or taking toilet or other breaks whenever they need to in 

order to manage their medical condition effectively;  
• require parents/carers, or otherwise make them feel obliged, to attend school to administer 

medication or provide medical support to their child, including with toileting issues. No 
parent/carer should have to give up working because the school is failing to support their 
child’s medical needs; or  

• prevent children from participating, or create unnecessary barriers to children participating in 
any aspect of school life, including school trips, eg by requiring parents/carers to accompany 
the child.  

  
 

26.0  Roles and Responsibilities   
  
26.1  Each member of the school and health community knows their roles and responsibilities in 

maintaining an effective Medical Conditions and Administrations of Medicines Policy.  
  
26.2  Governing Body  

 

The Governing Body must make arrangements to support pupils with medical conditions in school, 
including making sure that a policy for supporting pupils with medical conditions in school is 
developed, implemented and regularly reviewed. They should ensure that a pupil with medical 
conditions is supported to enable the fullest participation possible in all aspects of school life. The 
Local Governing Body should ensure that sufficient staff have received suitable training and are 
competent before they take on responsibility to support children with medical conditions. They 
should also ensure that any members of school staff who provide support to pupils with medical 
conditions are able to access information and other teaching support materials as needed.  

  
26.3  Student Services Officer  

 

The Student Services Officer should review all information provided to the school about medical 
conditions and ensure that actions outlined in this policy are activated, where appropriate. They 
will then maintain all documentation held at school relating to the medical condition and 
information on medicines and/or treatment administered and will trigger reviews of this information 
at the defined times.  

  
26.4  Student Services Team  

 

26.4.1 The Student Services team will be the primary contact at school for providing support to 
pupils when administration of medicines and/or treatment is required. They will ensure that 
all medicines held at school are managed in accordance with the school’s Medical 
Conditions and Administration of Medicines Policy. The Student Services team should 
receive sufficient and suitable training and achieve the necessary level of competency 
before they take on responsibility to support children with medical conditions and the 
administration of their medication.  
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26.4.2 The Student Services Officer is also responsible for dissemination of information to all staff  

about pupil’s with medical conditions and support which should be provided routinely 
and/or in the case of an emergency. Where needed, they will liaise with the school nursing 
team and other outside agencies to ensure that training or medical briefings are provided.  

  
26.5  All School Staff  

 

26.5.1 Any member of school staff may be asked to provide support to pupils with medical  
conditions, although administering medicines is not part of teachers’ professional duties, 
they should take into account the needs of pupils with medical conditions that they teach. 
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.  

26.5.2 Any member of school staff should know what to do and respond accordingly when they 
become aware that a pupil with a medical condition needs help.    

  
26.6  Head of Department  

 

Ensure that all new staff in their area and all supply staff receive a medical briefing on or before 
their first day at school.  

  
26.7  School Nurse 
  

The Oaklands Catholic School and Sixth Form College has access to school nursing services. 
They are responsible for notifying the school when a child has been identified as having a medical 
condition, which will require support in school. Wherever possible, they should do this before the 
child starts at the school. They may support staff on implementing a child’s IHCP and provide 
advice and liaison, for example on training. School nurses can liaise with lead clinicians locally on 
appropriate support for the child and associated staff training needs – for example there are good 
models of local specialist nursing teams offering training to local school staff, hosted by a local 
school. Community nursing teams will also be a valuable potential resource for the school when 
seeking advice and support in relation to children with a medical condition. At all times, lawful and 
compliant routes of delegation must be used and the school and its staff will not under any 
circumstances accept de facto delegation of any medical procedure including administering certain 
medications without the proper processes as laid out in guidance from the Nursing and Midwifery 
Council and Royal College of Nursing. 

  
26.8  Other Healthcare Professionals, including GPs and Paediatricians  

 

Other healthcare professionals should notify the school nurse when a child has been identified as 
having a medical condition that will require support at school. They must provide advice on 
developing healthcare plans in according with national guidance on specific health conditions. 
Specialist local health teams must to provide support in schools for children with particular 
conditions (e.g. asthma, diabetes).  

  
26.9  Pupils  

 

Pupils with medical conditions will often be best placed to provide information about how their 
condition affects them. They should be fully involved in discussions about their medical support 
needs and contribute as much as possible to the development of, and comply with, their IHCP. 
Other pupils will often be sensitive to the needs of those with medical conditions.  

 
26.10  Parents  
 

It is the parents’ responsibility to ensure that they notify the school regarding any updates to 
preexisting conditions or changes of medication for their child. Parents should provide the school 
with sufficient and up-to-date information about their child’s medical needs. They may in some 
cases be the first to notify the school that their child has a medical condition. Parents are key 
partners and should be involved in the development and review of their child’s IHCP, and may be 
involved in its drafting. They should carry out any action they have agreed to as part of its 
implementation, e.g. provide medicines and equipment and ensure they or another nominated 
adult are contactable at all times.  
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26.11 Special Educational Needs Co-ordinator (SENCO)  
 

The SENCO at this school has a responsibility to; help update the school’s Medical Condition 
Policy; know which pupils have a medical condition and which have special educational needs 
because of their condition;. ensure teachers make the necessary arrangements if a pupil needs 
special consideration or access arrangets in exams or coursework; ensure support is provided in 
classes where this is needed. 
The SENCO and the Headteacher will consider admission of students with EHCPs in line with the 
SEND Code of Practice. In line with the SEND Code of Practice and case law, the school may be 
unable to respond consultations on EHCPs where Sections C and G (health needs) are not lawful 
and compliant. The school reserves the right to return EHCPs which did not meet the criteria 
outlined in the SEND Code of Practice and to require the local authority to rectify any omissions. 
An existing care plan from another school is never a substitute for a clear and compliant Section C 
or G of an EHCP and does not oblige the school to provide healthcare which either exceeds 
reasonable adjustment or sits outside of lawful and compliant clinical delegation procedures. 

 
 

27.0  Equal Opportunities 
 

27.1  Oaklands is clear about the need to actively support pupils with medical conditions to participate in 
school trips and visits, or in sporting activities, and not prevent them from doing so.  
The school will consider what reasonable adjustments need to be made to enable these pupils to 
participate fully and safely on school trips, visits and sporting activities.  
Risk assessments will be carried out so that planning arrangements take account of any steps 
needed to ensure that pupils with medical conditions are included. In doing so, pupils, their parents 
and any relevant healthcare professionals will be consulted. 

 
  

28.0  Complaints  
  
28.1  Should parents/carers or pupils be dissatisfied with the support they are provided they should 

discuss their concerns directly with the school. If for whatever reason this does not resolve the 
issue, they may make a formal complaint via the school’s complaints procedure. This may be 
found on the School Website: - http://www.oaklandscatholicschool.org  

  
  

29.0  Further Advice  
  
29.1  Further advice can be found at the following Department of Education link:   

https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical- conditions-
3/supporting-pupils-with-medical-conditions-links-to-other-useful-resources--2  

 
 

30.0  Explanation of Parental Consent and Medical Form Categories  
  

• Category 1 - Routine visits to other local schools and facilities  
• Category 2 - Non-hazardous day visits such as museums, theatres, workshop events, 

geography field trips or college visits  
• Category 3 - Non-hazardous residential trip in the UK  
• Category 4 - Non-hazardous trip abroad, residential and non residential.  
• Category 5 - Hazardous activity such as:  

o Adventure activities using licensed providers 
o Adventure activities using non-licensable providers 
o  School-led adventure activities  

o Remote supervision during adventurous activities 
o  Visits to coastal or mountain areas  

o Swimming in the sea or other natural waters  
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31.0  Glossary  
  
 Administration of Medicines Form  Supporting paperwork for student medication on school site  
  

  IHCP  
  

Individual Health Care Plan. For students whose medical 
condition has an impact on their education and learning  

HCI  
  

Health Care Information. Information regarding any student 
with a medical condition  

PEEP  Personal Emergency Evacuation Plan. Evacuation plan for 
any student with a disability/mobility issue  

 


