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STATEMENT OF INTENT 

 

The Governors and Headteacher of Gresham Primary School believe that ensuring the health 

and welfare of staff, pupils and visitors is essential to the success of the school.  

We are committed to:  

• Providing adequate provision for first aid for pupils, staff and visitors.  

• Ensuring that pupils with medical needs are fully supported at school.     

  

Procedures for administering medicines and providing first aid are in place and are reviewed 

annually.  

We will ensure all staff are aware of this policy and that sufficient trained staff are available to 

implement the policy and deliver against all individual healthcare plans, including in contingency 

and emergency situations.   

We will also make sure that the school is appropriately insured and that staff are aware that 

they are insured to support pupils in this way.  

In the event of illness, or in order to manage their medical condition effectively, the school will 

not prevent pupils from eating, drinking or taking breaks whenever they need to.   

The school also has a Control of Infections Policy which may also be relevant and staff should be 

aware of.  

  

Name: ____________Signature:  ________________ Date: _________ Headteacher  

 

1. Gresham Primary School is an inclusive community that aims to support and 

welcome pupils with medical conditions  

a. Gresham Primary 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.  

b. We aim to provide all children with all medical conditions the same opportunities as all other 

pupils at school. We will help to ensure they can:  

 be healthy  

 stay safe  

 enjoy and achieve  
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 make a positive contribution  

 achieve economic well-being.  

c. Pupils with medical conditions are encouraged to take control of their condition. Pupils feel 

confident in the support they receive from the school to help them do this.  

d. Gresham Primary aims to include all pupils with medical conditions in all school activities.  

e. Parents/carers of pupils with medical conditions feel secure in the care their children 

receive at this school.  

f. We ensure all staff understand their duty of care to children and young people in the event 

of an emergency.  

g. All staff feel confident in knowing what to do in an emergency.  

h. Gresham Primary understands that certain medical conditions are serious and can be 

potentially life-threatening, particularly if ill managed or misunderstood.  

i. All staff understand the common medical conditions that affect children at this school. Staff 

receive training on the impact this can have on pupils from outside agencies who are 

involved in the direct care of children with medical needs. 

j. The medical conditions policy is understood and supported by the whole school and local 

health community.  

 

2. Gresham Primary School’s medical conditions policy has been drawn up in 

consultation with a wide range of local key stakeholders within both the school 

and health settings.  

a. Gresham Primary has consulted on the development of this medical condition policy 

with a wide-range of key stakeholders within both the school and health settings.   

  

b. The views of pupils with various medical conditions and their parents/carers were 

actively sought and considered central to the consultation process.  

  

c. Gresham Primary  recognises the importance of providing feedback to those involved in 

the development process and is committed to acknowledging input and providing follow-up to 

suggestions put forward.  

  

  

3. The medical conditions policy is supported by a clear communication plan for 

staff, parents and other key stakeholders to ensure its full implementation.  
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All stakeholders, including:    

a. Pupils   

b. Parents   

c. School Staff  

d. Relevant Local health staff  

e. All other external stakeholders  

  

are informed and regularly reminded about the medical conditions policy:  

4. All staff understand and are trained in what to do in an emergency for the 

most common serious medical conditions at Gresham Primary.  

a. All staff at Gresham are aware of the most common serious medical conditions, including 

allergies, at this school.  

b. Staff at Gresham understand their duty of care to pupils in the event of an emergency. In an 

emergency situation school staff are required under common law duty of care to act like any 

reasonably prudent parent. This may include administering medication.  

c. Key members of staff who work with groups of pupils at Gresham receive training and know 

what to do in an emergency for the pupils in their care with medical conditions.  

d. Training is refreshed for staff at least once a year.  

e. Gresham Primary School uses Healthcare Plans to inform the appropriate staff (including 

support staff) of pupils in their care who may need emergency help.  

f. Gresham Primary has procedures in place so that a copy of the pupil’s Healthcare Plan is sent 

to the emergency care setting with the pupil. On occasions when this is not possible, the form 

is sent (or the information on it is communicated) to the hospital as soon as possible.  

5. All staff understand and are trained in the school’s general emergency 

procedures.  

a. All staff know what action to take in the event of a medical emergency. This includes:  

 how to contact emergency services and what information to give  

 who to contact within the school.  

b. Training is refreshed for all relevant staff at least once a year.  

c. If a pupil needs to be taken to hospital, a member of staff will always accompany them and 

will stay with them until a parent arrives. The school tries to ensure that the staff member 

will be one the pupil knows.  
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d. Generally, staff should not take pupils to hospital in their own car.    

  

6. The school has clear guidance on the administration of medication at school.  

Administration – emergency medication  

a. All pupils at this school with medical conditions have easy access to their emergency 

medication – if they are controlled drugs as defined in the Misuse of Drugs Act 1971. This is 

also the arrangement on any off-site or residential visits.  

b. All pupils are encouraged to administer their own emergency medication, when their 

parents and health specialists determine they are able to start taking responsibility for their 

condition.   

c. Pupils who do not carry and administer their own emergency medication know where 

their medication is stored and how to access it.  

d. Pupils who do not administer their own emergency medication understand the 

arrangements for a member of staff to assist in helping them take their medication safely.  

Administration – general  

e. All use of medication defined as a controlled drug, even if the pupil can administer the 

medication themselves, is done under the supervision of a member of staff at Gresham.  

f. Gresham Primary understands the importance of medication being taken as 

prescribed.  

g. All staff are aware that there is no legal or contractual duty for any member of staff to 

administer medication or supervise a pupil taking medication unless they have been 

specifically contracted to do so.  

h. Many members of staff are happy to take on the voluntary role of administering 

medication. For medication where no specific training is necessary, any member of staff may 

administer prescribed and non-prescribed medication to pupils under the age of 16, but only 

with the written consent of the pupil’s parent.  

i. Training is given to all staff members who agree to administer medication to pupils, 

where specific training is needed.   

j. All school staff have been informed through training that they are required, under 

common law duty of care, to act like any reasonably prudent parent in an emergency 

situation. This may include taking action such as administering medication.  
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k. Parents at Gresham understand that if their child’s medication changes or is 

discontinued, or the dose or administration method changes, that they should notify the school 

immediately.  

l. If a pupil at Gresham refuses their medication staff record this and follow procedures. 

Parents are informed immediately.  

m. All staff attending off-site visits are aware of any pupils with medical conditions on the 

visit. They receive information about the type of condition, what to do in an emergency and any 

other additional support necessary, including any additional medication or equipment needed.  

n. If a trained member of staff, who is usually responsible for administering medication, is 

not available Gresham makes alternative arrangements to provide the service. This is always 

addressed in the risk assessment for off-site activities.  

o. If a pupil misuses medication, either their own or another pupil’s, their parents are 

informed as soon as possible. These pupils are subject to the school’s usual disciplinary 

procedures.  

7. Gresham Primary School has clear guidance on the storage of medication at 

school.  

Safe storage – emergency medication  

a. Emergency medication is readily available to pupils who require it at all times during the 

school day or at off-site activities. If the emergency medication is a controlled drug and needs 

to be locked up, the keys are readily available and not held personally by members of staff.  

b. Pupils, whose healthcare professionals and parents advise the school that their child is 

not yet able or old enough to self-manage and carry their own emergency medication, know 

exactly where to access their emergency medication.  

Safe storage – non-emergency medication  

c. All non-emergency medication is kept in a secure place, in a lockable cupboard in a cool dry 

place. Pupils with medical conditions know where their medication is stored and how to 

access it.  

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

Safe storage – general  

e. All controlled drugs are kept in a locked cupboard and only named staff have access, 

even if pupils normally administer the medication themselves.  

f.         Three times a year the identified member of staff checks the expiry dates for all 

medication stored at school and records this procedure.  
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g. The identified member of staff, along with the parents of pupils with medical conditions, 

ensures that all emergency and non-emergency medication brought in to school is clearly 

labelled with the pupil’s name, the name of the medication, expiry date and the prescriber’s 

instructions for administration, including dose and frequency.  

h. All medication is supplied and stored, wherever possible, in its original containers. All 

medication is labelled.   

i. Medication is stored in accordance with instructions, paying particular note to temperature.  

j. Some medication for pupils at Gresham may need to be refrigerated. All refrigerated 

medication is stored in an airtight container and is clearly labelled. Refrigerators used for the 

storage of medication are in a secure area, inaccessible to unsupervised pupils or lockable as 

appropriate.  

k.Medication is not stored in summer holidays.    

l. It is the parent’s responsibility to ensure new and in date medication comes into school on the 

first day of the new academic year.  

Safe disposal  

n. Parents at Gresham are asked to collect out-of-date medication.  

o. If parents do not pick up out-of-date medication, or at the end of the school year, medication 

is taken to a local pharmacy for safe disposal.  

p. A named member of staff is responsible for checking the dates of medication and arranging 

for the disposal of any that have expired. This check is done at least three times a year and is 

always documented.  

q. Sharps boxes are used for the disposal of needles. Parents obtain sharps boxes from the 

child’s GP or paediatrician on prescription. All sharps boxes in Gresham are stored in a locked 

cupboard, alternative safe and secure arrangements are put in place on a case-by-case basis.      

r. Collection and disposal of sharps boxes is arranged with the local authority’s environmental 

services.  

  

 

8. Managing allergies in school 

Children with specific allergies in school are supported by; 

a. School staff completing a care plan for pupils who have known allergies, 
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b. All staff (including cover, those running clubs, taking music lessons etc.) to have read any 

relevant care plan/protocol, know where to find it and be confident in following the 

procedures, 

 

c. Providing training for staff to manage an incident where a reaction has occurred, 

 

d. Using the school’s curriculum via Philosophy for Children (P4C) and the PSHE sessions to 

raise awareness for children without allergies and to give them strategies to support other 

children who have an allergy, 

 

e. Assemblies delivered by teachers, pupils and parents giving guidance about best practice, 

 

f. Ensuring that catering providers are expected to provide a school meal that is free from 

allergens wherever possible and should liaise with parents to establish how this will be 

achieved, 

 

g. Gresham staff will work with all providers (catering contractors, school events leaders, 

visitors, the Parents’ Association and external trip/event providers) to establish a prevention 

approach which will include; 

* a risk assessment for all activities where risk of an allergic reaction is possible, taking action 

to reduce the likelihood of known risks occurring, 

* liaising with parents, as necessary, to find alternative actions to ensure the safety of their 

child,  

* cleaning procedures for high risk areas (dining hall, cake sale tables, catering equipment) 

to avoid cross contamination. Areas to be cleaned with hot soapy water.  

f. All member of staff to be aware of ‘red flag’ situations which need to be given greater 

consideration and additional actions undertaken to reduce risk (see Appendix 2), 

g. New members of staff (e.g. students, new teachers) to be trained in preventing and dealing 

with allergic reactions, 

h. Risk assessments to be detailed in regards to allergy provision, including who will be 

responsible for medication and how this will be kept with the child at all times, 

i. Teachers to liaise with parents at the beginning of the school year to gather specific details 

and any changes. Parents to contact the school through the year to provide up-dated 

information regarding their child’s allergy, 

j. A record of ‘Near Misses’ to be kept to ascertain patterns in reactions and to further improve 

practices (Form 9), 

k. Staff (those who are first aide trained) to be prepared to resuscitate if necessary. The area 

should be cleared where possible. 
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l. Parents should be informed at a suitable moment when the situation is under control and 
clear information can be given. 
 

m. All staff should know the key signs of an allergic reaction and how to respond, whether this 

be a child with a known allergy or not: 

 hot or burning lips, tongue, mouth or throat 
 itching lips, tongue, mouth or throat 
 heavy tongue 
 stretched or tight lips 
 thick or sticky throat 
 bump in throat 
 “this food is too spicy” (especially when you know it’s not spicy at all) 
 hair on tongue 
 something stuck in throat 
 bugs in mouth, throat, ears or stomach 
 something poking tongue 
 generally feeling hot and/or claustrophobic 
 body feels heavy 
 feels like “something is wrong” 
 stomach ache 
 can’t swallow 
 mouth tastes funny 
 tickling or itching in bones and under skin 
 back hurts (which can precede vomiting or wheezing) 
 chest feels heavy or tight 

 

Staff should never hesitate if they suspect a child is experiencing an allergic reaction. Where a 

medical protocol is in place, it should be adhered to immediately. Where one is not, medical 

advice or support should be sought immediately. 

  

9. Gresham Primary School has clear guidance about record keeping.  

Enrolment forms  

a. Parents at Gresham are asked if their child has any health conditions or health issues on the 

enrolment form, which is filled out at the start of each school year. Parents of new pupils 

starting at other times during the year are also asked to provide this information on enrolment 

forms. Healthcare Plans  

Drawing up Healthcare Plans  
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b. Gresham Primary uses a Healthcare Plan to record important details about individual 

children’s medical needs at school, their triggers, signs, symptoms, medication and other 

treatments. Further documentation can be attached to the Healthcare Plan if required. See 

Appendix 1   

c. A Healthcare Plan, accompanied by an explanation of why and how it is used, is sent to 

all parents of pupils with a long-term medical condition. This is sent:  

 at the start of the school year  

 at enrolment  

 when a diagnosis is first communicated to the school.  

d. If a pupil has a short-term medical condition that requires medication during school 

hours, a medication form plus explanation is sent to the pupil’s parents to complete.  

e. The parents, healthcare professional and pupil with a medical condition, are asked to fill 

out the pupil’s Healthcare Plan together. Parents then return these completed forms to the 

school.  

f. Gresham Primary ensures that a relevant member of school staff is also present, if 

required to help draw up a Healthcare Plan for pupils with complex healthcare or educational 

needs.  

School Healthcare Plan register  

g. Healthcare Plans are used to create a centralised register of pupils with medical needs. 

A named member of staff has responsibility for the register at this school.  

h. The responsible member of staff follows up with the parents any further details on a 

pupil’s Healthcare Plan required or if permission for administration of medication is unclear or 

incomplete.  

 

 

Ongoing communication and review of Healthcare Plans  

i. Parents at Gresham are regularly reminded to update their child’s Healthcare Plan if their 

child has a medical emergency or if there have been changes to their symptoms (getting better 

or worse), or their medication and treatments change.  

j. Staff at Gresham use opportunities such as teacher–parent interviews and home– school 

diaries to check that information held by the school on a pupil’s condition is accurate and up to 

date.  
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k. Every pupil with a Healthcare Plan at Gresham has their plan discussed and reviewed at 

least once a year.  

Storage and access to Healthcare Plans  

l. Parents and pupils at Gresham are provided with a copy of the pupil’s current agreed 

Healthcare Plan.  

m. Healthcare Plans are kept in a secure central location at school.  

n. Apart from the central copy, specified members of staff (agreed by the pupil and parents) 

securely hold copies of pupils’ Healthcare Plans. These copies are updated at the same time 

as the central copy.  

o. All members of staff who work with groups of pupils have access to the Healthcare Plans of 

pupils in their care.  

p. When a member of staff is new to a pupil group, for example due to staff absence, we make 

sure that they are made aware of (and have access to) the Healthcare Plans of pupils in their 

care.  

q. Gresham Primary ensures that all staff protect pupil confidentiality.  

r. Gresham Primary seeks permission from parents to allow the Healthcare Plan to be sent 

ahead to emergency care staff, should an emergency happen during school hours or at a 

school activity outside the normal school day. This permission is included on the Healthcare 

Plan.  

Use of Healthcare Plans  

Healthcare Plans are used by Gresham Primary to:  

 inform the appropriate staff and support staff about the individual needs of a pupil with 

a medical condition in their care  

 remind pupils with medical conditions to take their medication when they need to and, 

if appropriate, remind them to keep their emergency medication with them at all times  

 identify common or important individual triggers for pupils with medical conditions at 

school that bring on symptoms and can cause emergencies. Gresham Primary uses this 

information to help reduce the impact of common triggers.  

Consent to administer medicines  

t. If a pupil requires regular prescribed or non-prescribed medication at school, parents are 

asked to provide consent on their child’s Healthcare Plan giving the pupil or staff permission to 

administer medication on a regular/daily basis, if required. A separate form is sent to parents 

for pupils taking short courses of medication.  
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u. All parents of pupils with a medical condition who may require medication in an 

emergency are asked to provide consent on the Healthcare Plan for staff to administer 

medication.  

v. If a pupil requires regular/daily help in administering their medication then the school 

outlines the school’s agreement to administer this medication on the pupil’s Healthcare Plan. 

The school and parents keep a copy of this agreement.  

w. Parents of pupils with medical conditions at Gresham Primary are all asked at the start 

of the school year on the Healthcare Plan if they and their child’s healthcare professional believe 

the child is able to manage, carry and administer their own emergency medication.  

Residential visits  

x. Parents are sent a residential visit form to be completed and returned to school shortly 

before their child leaves for an overnight or extended day visit. This form requests up-to-date 

information about the pupil’s current condition and their overall health. This provides essential 

and up-to-date information to relevant staff and school supervisors to help the pupil manage 

their condition while they are away. This includes information about medication not normally 

taken during school hours.  

y. All medicine should be handed directly to the trip leader who has overall responsibility 

for managing risk for that trip. 

z. All residential visit forms are taken by the relevant staff member on visits and for all out-

of-school hours activities where medication is required. These are accompanied by a copy of 

the pupil’s Healthcare Plan.  

aa. All parents of pupils with a medical condition attending a school trip or overnight visit 

are asked for consent, giving staff permission to administer medication at night or in the 

morning if required.  

bb. The residential visit form also details what medication and what dosage the pupil is 

currently taking at different times of the day. It helps to provide up-to-date information to 

relevant staff and supervisors to help the pupil manage their condition while they are away.  

Other record keeping  

bb. Gresham Primary School keeps an accurate record of each occasion an individual pupil 

is given or supervised taking medication. Details of the supervising staff member, pupil, dose, 

date and time are recorded. If a pupil refuses to have medication administered, this is also 

recorded and parents are informed as soon as possible.  

cc. Gresham Primary School holds training on common medical conditions as required. A log 

of the medical condition training is kept by the school. All school staff who volunteer or who are 
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contracted to administer medication are provided with training by a healthcare professional. 

The school keeps a register of staff who have had the relevant training.  

dd. This school keeps an up-to-date list of members of staff who have agreed to administer 

medication, if appropiate and have received the relevant training.  

9. Gresham Primary School 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.  

Physical environment  

a. Gresham is committed to providing a physical environment that is accessible to pupils 

with medical conditions.  

b. Pupils with medical conditions are included in the consultation process to ensure the 

physical environment at this school is accessible.  

c. Gresham Primary’s commitment to an accessible physical environment includes out of-

school visits. The school recognises that this sometimes means changing activities or locations.  

  

Social interactions  

d. Gresham Primary ensures the needs of pupils with medical conditions are adequately 

considered to ensure   

 their involvement in structured and unstructured social activities, including during 

breaks and before and after school.  

 they have full access to extended school activities such as school discos, breakfast club, 

school productions, after school clubs and residential visits.  

e. All staff at Gresham are aware of the potential social problems that pupils with medical 

conditions may experience. Staff use this knowledge to try to prevent and deal with problems 

in accordance with the school’s anti-bullying and behaviour policies.  

f. Staff use opportunities such as personal, social and health education (PSHE) lessons to raise 

awareness of medical conditions amongst pupils and to help create a positive social 

environment. Exercise and physical activity  

g. Gresham Primary understands the importance of all pupils taking part in sports, games 

and activities.  

h. Gresham ensures all classroom teachers;  
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 make appropriate adjustments to sports, games and other activities to make physical 

activity accessible to all pupils.  

 understand that pupils should not be forced to take part in an activity if they feel unwell.  

 are aware of pupils in their care who have been advised to avoid or to take special 

precautions with particular activities.  

 are aware of the potential triggers for pupils’ medical conditions when exercising and 

how to minimize these triggers.  

i. Gresham ensures all pupils   

 have the appropriate medication or food with them during physical activity and that 

pupils take them when needed  

 are actively encouraged to take part in out-of-school clubs and team sports.  

  

Education and learning  

j. Gresham Primary ensures that pupils with medical conditions can participate fully in all 

aspects of the curriculum and ensures that appropriate adjustments and extra support are 

provided.  

k. Teachers at Gresham are aware of the potential for pupils with medical conditions to have 

special educational needs (SEN). The school’s SEN coordinator consults the pupil, parents and 

the pupil’s healthcare professional to ensure the effect of the pupil’s condition on their 

schoolwork is properly considered.  

l. Gresham ensures that lessons about common medical conditions are incorporated into PSHE 

lessons and other parts of the curriculum.  

m. Pupils at Gresham learn about what to do in the event of a medical emergency.  

n. Risk assessments are carried out by Gresham prior to any out-of-school visit and medical 

conditions are considered during this process. Factors we consider include: how all pupils will 

be able to access the activities proposed, how routine and emergency medication will be 

stored and administered, and where help can be obtained in an emergency.  

o. Gresham understands that there may be additional medication, equipment or other factors 

to consider when planning residential visits.  We consider additional medication and facilities 

that are normally available at school.  

11. Each member of the school and health community knows their roles and 

responsibilities in maintaining an effective medical conditions policy.  

a. Gresham Primary works in partnership with all interested and relevant parties including 

the school’s governing body, all school staff, parents, employers, community healthcare 
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professionals and pupils to ensure the policy is planned, implemented and maintained 

successfully.  

b. The following roles and responsibilities are used for the medical conditions policy at 

Gresham. These roles are understood and communicated regularly.  

 The Governing Body  

Gresham Primary School’s employer has a responsibility to:  

 ensure the health and safety of their employees and anyone else on the premises or 

taking part in school activities (this includes all pupils). This responsibility extends to 

those staff and others leading activities taking place offsite, such as visits, outings or 

field trips  

 ensure health and safety policies and risk assessments are inclusive of the needs of 

pupils with medical conditions  

 make sure the medical conditions policy is effectively monitored and evaluated and 

regularly updated  

 provide indemnity for staff who volunteer to administer medication to pupils with 

medical conditions.  

  

Head teacher  

Gresham Primary School’s head teacher has a responsibility to:  



  

   16 

ensure the school is inclusive and welcoming and that the medical conditions policy is in 

line with local and national guidance and policy frameworks  

 liaise between stakeholders and outside agencies  

 ensure the policy is put into action, with good communication of the policy to all  

 ensure every aspect of the policy is maintained  

 ensure that information held by the school is accurate and up to date and that there 

are good information sharing systems in place using pupils’ Healthcare Plans  

 ensure pupil confidentiality   

 assess the training and development needs of staff and arrange for them to be met  

 ensure all supply teachers and new staff know the medical conditions policy  

 delegate a staff member to check the expiry date of medicines kept at school and 

maintain the school medical conditions register  

 monitor and review the policy at least once a year, with input from pupils, parents, staff 

and external stakeholders  

 update the policy at least once a year according to review recommendations and recent 

local and national guidance and legislation  

 report back to all key stakeholders about implementation of the medical conditions 

policy.  

All school staff  

All staff at Gresham Primary have a responsibility to:  

 be aware of the potential triggers, signs and symptoms of common medical conditions 

and know what to do in an emergency  

 understand the school’s medical conditions policy  

 know which pupils in their care have a medical condition and be familiar with the 

content of the pupil’s Healthcare Plan  

 allow all pupils to have immediate access to their emergency medication  

 maintain effective communication with parents including informing them if their child 

has been unwell at school  

 ensure pupils who carry their medication with them have it when they go on a school 

visit or out of the classroom  

 be aware of pupils with medical conditions who may be experiencing bullying or need 

extra social support  

 understand the common medical conditions and the impact it can have on pupils  

 

 ensure all pupils with medical conditions are not excluded unnecessarily from activities 

they wish to take part in  

 ensure pupils have the appropriate medication or food with them during any exercise 

and are allowed to take it when needed.  
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Teaching staff  

Teachers at Gresham Primary have a responsibility to:  

ensure pupils who have been unwell catch up on missed school work be aware that 

medical conditions can affect a pupil’s learning and provide extra help when pupils 

need it  

 liaise with parents, the pupil’s healthcare professionals, special educational needs 

coordinator and welfare officers if a child is falling behind with their work because of 

their condition  

 use opportunities such as PSHE and other areas of the curriculum to raise pupil 

awareness about medical conditions.  

First aider  

First aiders at Gresham have a responsibility to:  

 give immediate help to casualties with common injuries or illnesses and those arising 

from specific hazards with the school  

 when necessary ensure that an ambulance or other professional medical help is called.  

  

Special educational needs coordinators  

Special educational needs coordinator at Gresham Primary has the 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 pupils who have been unwell catch up on missed schoolwork  

 ensure teachers make the necessary arrangements if a pupil needs special 

consideration or access arrangements in exams or course work. 

 

Pupils  

The pupils at Gresham Primary School have a responsibility to:  

 treat other pupils with and without a medical condition equally 

  

 tell their parents, teacher or nearest staff member when they are not feeling well  
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 let a member of staff know if another pupil is feeling unwell  

 

 let any pupil take their medication when they need it, and ensure a member of staff is 

called  

 treat all medication with respect  

 know how to gain access to their medication in an emergency  

 if mature and old enough, know how to take their own medication and to take it when 

they need it  

 

 ensure a member of staff is called in an emergency situation.  

Parents/Carers  

The parents of a child at Gresham Primary School have a responsibility to:  

 tell the school if their child has a medical condition  

 ensure the school has a complete and up-to-date Healthcare Plan for their child  

 inform the school about the medication their child requires during school hours  

 inform the school of any medication their child requires while taking part in visits, 

outings or field trips and other out-of-school activities  

 tell the school about any changes to their child’s medication, what they take, when, and 

how much  

 inform the school of any changes to their child’s condition  

 ensure their child’s medication and medical devices are labelled with their child’s full 

name  

 provide the school with appropriate spare medication labelled with their child’s name  

 ensure that their child’s medication is within expiry date  

 keep their child at home if they are not well enough to attend school  

 ensure their child catches up on any school work they have missed  

 ensure their child has regular reviews about their condition with their doctor or 

specialist healthcare professional  

 ensure their child has a written care/self-management plan from their doctor or 

specialist healthcare professional to help their child manage their condition.  

 Ensure that before any school trip, staff accompanying the trip are made aware of 

medical needs, both ongoing and new. All medication and relevant paperwork is to be 

handed to the trip leader. 
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12. The medical conditions policy is regularly reviewed evaluated and updated. 

Updates are produced every year.  

a. This school’s medical condition policy is reviewed, evaluated and updated every three 

years, or to meet new legislation or new practices in line with the school’s policy review 

timeline.  

b. New Department for Education and Department of Health guidance is actively sought 

and fed into the review.  

c. In evaluating the policy, Gresham Primary  seeks feedback on the effectiveness and 

acceptability of the medical conditions policy with a wide-range of key stakeholders within the 

school and health settings. These key stakeholders include:  

 pupils  

 parents  

 school nurse and/or school healthcare professionals 

 Head Teacher  

 teachers  

 special education needs coordinator  

 first aider  

 all other school staff  

 local emergency care service staff (including accident & emergency and ambulance staff)  

 local health professionals  the school employer  school governors.  

d. The views of pupils with various medical conditions are actively sought and considered 

central to the evaluation process.  
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Appendix A     Model process for developing Individual Health care Plans  

 
   

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Parent/Carer or health care professional informs school that child has been  

newly diagnosed, or is due to attend new school, or is due to return to school  

after a long - term absenc e, or that needs have changed.   

Head Teacher or  senior member of school staff   to whom this has been  

delegated, co - ordinates meeting to d i scuss child ’ s medical support needs and  

identifies member of school staff who will provide support to pupil.   

Meeting to discuss and agree on need for IHCP to include key school staff,  

child, parent, relevant healthcare professional (or to consider written evidence  

provided by them).   

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

health care professional should be provided.   

School staff training needs identified .   

Health care professional commissions/delivers training and staff signed off as  

competent  –   review date agreed.   

IHCP implemented and circulated  to all relevant staff.   

IHCP reviewed annually or when condition changes.  Parent of healthcare  

professional to initiate.   
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Appendix 2 Red Flag Situations for Those with Allergies 

 

Staff should be aware that there are certain activities that take place in school which pose a higher risk 

for those with allergies. In these circumstances special consideration should be given to reduce the risk. 

This is not an exhaustive list and therefore staff should be aware of any ad hoc events that may also 

pose a risk and need action to manage this risk. 

 

 assemblies - particularly outside visitors 

 clubs run by outside agencies 

 clubs run by members of staff 

 change of menu 

 parent and others visiting the school (e.g. IPC exit points) 

 IPC - food related activities 

 special events such as multicultural day 

 treats/rewards 

 new starts (September, student teachers, new members of staff) 

 trips and travel arrangements 

 overnight and special trips (e.g. science night, PGL, Whitgift project) 

 breakfast club and after school club 

 cover staff 

 moving on - new school, Year 7 communication 

 clean up of hall after special events 

 travelling to outside school events - medication should physically be with the child at all times 

 fruit and snack time 

 cooking lessons 
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Forms Appendix  

  

Form 1:  Contacting Emergency Services  

Form 2:  Health Care Plan  

Form 3:  Parental agreement for school to administer medicine  

Form 4:  Record of regular medicine administered to an individual child  

Form 5:  Indication for administration of medication during epileptic seizures  

Form 5A:  Epileptic seizure chart  

Form 6A:  Emergency instruction for an allergic reaction - EpiPen®  

Form 6B:  Emergency Instructions for an allergic reaction - Anapen®  

Form 7:  Medication given in school (note to parent/carer)  

Form 8:  Record of staff training   

Form 9 Emergency Contact Form 
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FORM 1  

Contacting Emergency Services  

Request for an Ambulance  

Dial 999, ask for ambulance and be ready with the following information:  

  

1. Your telephone number:   0208 657 1807          

       

2. Give your location as follows  

Gresham Primary School 

42a Limpsfield Road 

South Croydon 

               

3. State that the postcode is:  

                 CR2 9EA             

       

4. Give exact location in the school (brief description)  

    

   

5. Give your name:    

               

6. Give name of child and a brief description of child’s symptoms  

    
           

         

7. Inform Ambulance Control of the best entrance and state that the crew will    be met and taken 

to the casualty  

  
Speak clearly and slowly and be ready to repeat information if asked  
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FORM 2  

Health Care Plan  
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 Health Care Plan             
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FORM 3  

Parental agreement for Gresham Primary School to administer medicine  

(One form to be completed for each medicine)  

The school will not give your child medicine unless you complete and sign this form.  
  

 

Parent/Guardian Authorisation for Giving Medication 
 
 
Date: _____________________________________ 
 
 
Childs name: ______________________________________________ Class: ________________ 
 
 
Medication name: _________________________________________________________________ 
 
 
Reason for medication: _____________________________________________________________ 
 
 
Dosage: ______________________________ Timings: ___________________________________ 
 
 
Where medication to be kept: ________________________________________________________ 
 
 
From: ___________________________________ To: ____________________________________ 
 
 
Parent/guardian 
signature:________________________________________________________________ 
 

Date Time Dose Staff 
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FORM 4  

Record of regular medicine administered to an individual child  

GRESHAM PRIMARY SCHOOL 

ASTHMA RECORD SHEET 
 

NAME:   

 

 

Date Time Signs / Symptoms Inhaler 

Dosage 

Self 

Admin 

Staff 

Initials 

Parent  

Letter 

Parent 

Phone  
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FORM 5  INDICATION FOR ADMINISTRATION OF MEDICATION 

DURING SEIZURES  

Name            

D.O.B.           

Initial medication prescribed:                   

Route to be given:     

                 

Usual presentation of seizures:                   

                          

                          

When to give medication:                    

                          

                          

  

Usual recovery from seizure:                    

                          

                          

Action to be taken if initial dose not effective:                

                          

                          

                          

This criterion is agreed with parents’ consent.  Only staff trained to administer seizure medication will perform 

this procedure.  All seizures requiring treatment in school will be recorded.  These criteria will be reviewed 

annually unless a change of recommendations is instructed sooner.  

  

This information will not be locked away to ensure quick and easy access should it be required.  
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FORM 5A  

SEIZURE MEDICATION CHART  

  

Name:     

                     

  

Medication type and dose:     

               

  

Criteria for administration:     

               

  

Date  Time  Given by  Observation/evaluation of care  Signed/date/time  
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FORM 6A                       EpiPen®                          EMERGENCY 

INSTRUCTIONS FOR AN ALLERGIC REACTION
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 FORM  7  

Medication given in School (note to parent/carer)   

 

 
Date :       Child’s Name :  
 
Time of incident: 
 
 
Dear 
 
 
        We wanted to let you know that your child bumped his/her head today at school. 
A cold compress was applied, normal procedure was followed and we anticipate no 
further problems. 
 
 
 
        We wanted to let you know that your child had a nose bleed today at school. 
Normal procedure was followed and we anticipate no further problems. 
 
 
 
        We wanted to let you know that your child needed to use his/ her inhaler today at 
school. Normal procedure was followed and we anticipate no further problems. 
 
 
       Other Medical  
 
 
 
 
Parent / Carer informed by phone        Yes / No 
 
Adult dealing: 
 
 
Yours sincerely, 
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FORM 8  

GRESHAM PRIMARY SCHOOL – EMERGENCY CONTACTS 

 

Child’s Name (in full) Date of Birth 

 
 
 
 

 
 
 
Male/Female 

Home Address of child 
 
 
 
 
Parent’s home email address :  
 

Home Telephone No. 
 
 

1st Contact Person 
Full Name : 
 
Work Address: 
 
 
Relationship to child: 
 
Email Address : 

Home Telephone No: 
 
 
Work Telephone No. and 
Extension 
 
Mobile No. 
 
 

2nd Contact Person 
Full Name : 
 
Work Address: 
 
 
Relationship to child: 
 
Email Address : 

Home Telephone No: 
 
 
Work Telephone No. and 
Extension 
 
Mobile No. 
 
 

3rd Contact Person 
Full Name : 
 
Work Address: 
 
Relationship to child: 
 
Email Address : 

Home Telephone No: 
 
 
Work Telephone No. and 
Extension 
 
Mobile No. 
 
 

Signature of Parent/Guardian            
                                    

Date  
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FORM 9 

Near Miss Record for Those with Allergies 

 

Child’s name: ____________________ Date of Birth: ____________________ 

Contextual information 

Date  

Time  

Place  

What was the allergen?  
(if known) 

 

How was the child exposed? 
(if known) 

 

Other information please state  
 

Procedures followed 

Who was dealing with the 
incident? 

 
 
 

Was the medical protocol 
followed? 

 
 
 

What medical intervention was 
given (including medicine 
administered)? 

 
 

If any additional risk present, 
how was this managed in 
advance? 

 

Other information please state  

Moving Forward 

Do procedures need to be 
amended? How? 

 

Do staff need additional 
training? What? 

 

Other information please state  

 



 

36 
Supporting children with medical conditions Reviewed Nov 2018 
 

 

 

       

 

Useful Contacts  

Allergy UK   

Allergy Help Line: (01322) 619864  

Website: www.allergyfoundation.com  

  

The Anaphylaxis Campaign   

Helpline: (01252) 542029   

Website: www.anaphylaxis.org.uk and www.allergyinschools.co.uk   

  

Association for Spina Bifida and Hydrocephalus   

Tel: (01733) 555988 (9am to 5pm)  

Website: www.asbah.org  

  

Asthma UK (formerly the National Asthma Campaign)   

Adviceline: 08457 01 02 03 (Mon-Fri 9am to 5pm)   

Website: www.asthma.org.uk   

 

Coeliac UK Helpline  

0333 332 2033 

  

Council for Disabled Children   

Tel: (020) 7843 1900  

Website: www.ncb.org.uk/cdc  

  

Contact a Family   

Helpline: 0808 808 3555  

Website: www.cafamily.org.uk  

  

Cystic Fibrosis Trust   

Tel: (020) 8464 7211 (Out of hours: (020) 8464 0623)   

Website: www.cftrust.org.uk   

  

Diabetes UK   

Careline: 0845 1202960 (Weekdays 9am to 5pm)  

Website: www.diabetes.org.uk  

  

Department for Education and Skills   
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Tel: 0870 000 2288  

Website: www.dfes.gov.uk  

  

Department of Health  Tel: 

(020) 7210 4850  

Website: www.dh.gov.uk  

  

  

Equality and Human Rights Commission  

Tel:  0808 800 0082  

Fax: 08457 778878   

Website: www.equalityhumanrights.com  

  

Epilepsy Action   

Freephone Helpline: 0808 800 5050 (Monday – Thursday 9am to 4.30pm, Friday 9am to 4pm)   

Website: www.epilepsy.org.uk   

  

Health and Safety Executive (HSE)   

HSE Infoline: 08701 545500 (Mon-Fri 8am-6pm)   

Website: www.hse.gov.uk   

  

Health Education Trust   

Tel: (01789) 773915   

Website: www.healthedtrust.com   

  

Hyperactive Children’s Support Group   

Tel: (01243) 551313   

Website: www.hacsg.org.uk   

  

MENCAP   

Telephone: (020) 7454 0454   

Website: www.mencap.org.uk   

  

National Eczema Society   

Helpline: 0870 241 3604 (Mon-Fri 8am to 8pm)   

Website: www.eczema.org   

  

National Society for Epilepsy   

Helpline: (01494) 601400 (Mon-Fri 10am to 4pm)   

Website: www.epilepsynse.org.uk   
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Psoriasis Association   

Tel: 0845 676 0076 (Mon-Thurs 9.15am to 4.45pm Fri 9.15am to 16.15pm)  Website: 

www.psoriasis-association.org.uk/   

  


