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Guidelines for Supporting Pupils with Medical Conditions 

This document has been written in line with Enfield LA documentation regarding Supporting 

Pupils with Medical Needs and should be read in conjunction with it. In addition these 

guidelines provide additional information. 

Parents/Carers have the prime responsibility for their child’s health and well-being. The 

intention of this school is to work in partnership with those parents/carers to enable the pupils 

to attend school regularly and to participate fully in school life. 

The Headteacher has delegated the arrangements regarding medical procedures to the 

following members of staff: 

• Office Manager, Class Teachers and the Teaching Assistants  

It is the responsibility of the Headteacher to make it known to parents and staff the 

arrangements by which medical needs can be met. This will be done during class handover 

meetings in the summer term, weekly briefing meetings and meetings between Class 

Teachers, Teaching Assistants and Parents/Carers where necessary. 

Medical information relating to a pupil will be treated as confidential, and following 

consultation with Parents/Carers will be displayed in the staff room to enable all staff to 

support the pupil. After consulting with the Headteacher the Parents/Carers may decide that a 

wider awareness of their child’s condition would be beneficial; this would then be met in an 

appropriate manner. The need to know about the condition would normally include the Class 

Teacher and the Class Support Staff. It might also include an adult in a supervisory capacity 

during break periods or taking extra-curricular activities e.g. sports. 

To make this document easier to access the required information, it has been divided into 

sections under the following headings. 

• Temporary exclusion on medical grounds 

• Short term medical conditions 

• Long term medical conditions 

• Roles and Responsibilities 

• Training 

• Documentation and Record Keeping 

• Storage of medicines 

• Emergency procedures 

If a child has a short-term medical need that requires specific measures to be undertaken, but 

not the administration of medication, an individual health plan should still be completed by 

the Parent/Carer. 

For children who regularly use inhalers, we ask that they are correctly labelled with the 

child’s name and class, together with written details regarding dosage and frequency. All 

inhalers are kept in the office and administration is supervised. 



Long term medical conditions 

A few pupils may have medical conditions that will warrant them having an individual health 

care plan, which may or may not include them taking medication at school. Designated 

members of staff will do their best to meet the needs of those pupils. It is essential that the 

parents/carers of those pupils liaise with the Teaching Assistants or the Headteacher at the 

earliest opportunity. In the case of prospective pupils this would be prior to the child starting 

school. Individual Health Care Plans will be drafted so that support systems can be organised. 

The Headteacher may invite the school nurse or another appropriate professional to be 

present at these meetings. 

Depending on the outcomes from these meetings, the Headteacher will decide if there is a 

need for any training or additional support/resources that would need to be put in place to 

meet the child’s needs. 

If the child’s condition is likely to affect the child’s attendance at school, 

The Headteacher will undertake to arrange to keep herself informed of the reasons for 

absence and to liaise with the Office Manager and Teaching Assistants who have 

responsibility for monitoring pupil attendance. 

Regarding the administration of medication the same terms apply as for short term conditions 

with the addition that parents will keep The Office Manager informed of any changes to the 

medication and will arrange to meet with them to make the appropriate changes to the 

documentation. 

Roles and Responsibilities 

The role of the LA: 

• To offer advice and to provide appropriate support to the school and the individual. 

• To provide a broad framework to encourage the inclusion of children with medical 

needs in the full life of a school, and to help staff to feel confident and reassured about 

the tasks they have agreed to undertake. 

• To take the lead in consulting with the relevant agencies which can provide 

information, advice, training and support. 

The role of the Governing Body: 

• The Governing Body has general responsibility for all school policies. 

• It is the Governing Body’s responsibility to ensure that adequate insurance cover is 

provided for staff volunteering to administer medication in accordance with agreed 

guidelines. This would normally be through the LA insurance. 

The role of the Headteacher: 

• The Headteacher is responsible for ensuring the implementation of the Governing 

Body’s Policy. 

• The Headteacher will ensure there is a mechanism in place for informing parents of the 

school policy and procedures regarding children and their medical needs. 



• The Headteacher will ensure that all staff are aware of the policy, and follow the set 

procedures. 

• The Headteacher may delegate some of the above to named members of staff. 

• To advise and inform the Headteacher. 

• To liaise with Parents/Carers and relevant professionals to make arrangements for 

meeting the needs of pupils with medical conditions. 

• To keep appropriate staff informed of pupil need (within the bounds of confidentiality) 

• To ensure that documentation is kept up to date. 

• To monitor the effectiveness of the provision for pupils with medical needs. 

• To act as line-manager for the Teaching Assistants and other staff taking any 

responsibility for pupils with medical needs. 

• To ensure that staff receive appropriate training. 

• To advise all parents of procedures via updates, website, newsletters and statement in 

school brochure. 

The role of school staff 

• Other than any staff member contractually obliged to administer/supervise medication, 

no member of staff is obliged to take on this role. In an emergency situation it is 

expected that all staff would respond in loco-parentis to meet the need of the child. 

• Where staff have volunteered to administer medication they must take up the 

opportunities to attend appropriate training and should not give medication without 

having first received such training or instruction. 

• If pupils refuse to take medication they should not be forced to do so. Emergency 

services and/or parents should be informed as is appropriate. 

• A non-trained member of staff should not administer medication at any time, as they 

will not be covered by LA insurance. The exception to this being in an emergency 

situation when staff will act in loco-parentis. 

The role of Office Manager, Teachers and Teaching Assistants  

• It is the requirement in this school that the Office Manager, Teachers and Teaching 

Assistants  undertake First Aid Training. 

• As with all other staff these persons would only administer medicines after receiving 

appropriate training. 

• All staff will undertake to protect themselves and others by wearing plastic gloves 

when dealing with emergency situations involving blood and other bodily fluids. 

• Documentation of any accidents/injuries as appropriate in the Accident Book 

• Reporting major accidents/incidents via the on-line system to the LA’s Health & Safety 

Team. 

TAs have a particularly important role in the support of pupils needing medication where off 

site visits are to be made. They should: 

• Ensure they have the medication with them at the onset of the journey. 

• Ensure they have access to a mobile phone 

• Have the relevant contact telephone numbers with them. 

• Record the details of dosage given and any other relevant information. 

  



The role of the school nurse 

• The school nurse can provide advice and training. 

• They can liaise between parents/school with external agencies. 

• They can provide disposable boxes where necessary. 

• They can refer individual pupils to the continence nurse. 

The role of Parents/Carers 

• Parents/Carers should recognise the need to work in close liaison with the school for 

the benefit of all children and their own child in particular. 

• Parents/Carers have the prime responsibility for their child’s health and should notify 

the school of any medical condition when applying for or being offered a place for 

admission. Where the condition arises during the child’s school years, the school 

should be informed as soon, as is possible. 

• Parents/Carers should co-operate with the policy and procedures regarding both the 

attendance and temporary exclusion of pupils and with the completion of any 

documentation regarding their child’s health. 

• Parents should ensure that an adult is responsible for handing any medication to the 

named member of staff indicated on the completed form, and also for the collection of 

any unused medication. 

• Where medication is divided between home/school, the Parent/Carer should undertake 

to provide the school with the original container bearing the prescription details. The 

container will be clearly labelled with the name and class of the child. 

• Where a child already has an Individual Health Care Plan, the parent will inform the 

school of any changes and attend the school to amend the H.C.P. 

• The Parent/Carer will support the school in their encouragement of the child to take 

responsibility regarding their own health management, as appropriate to the age and 

understanding of the child. 

The role of the Pupil 

• According to the age and understanding of the child we will encourage him/her to 

contribute towards his/her own health care plan. 

• We will encourage pupils to manage their own medication as soon as is possible, 

however supervision will always be provided. 

Training 

• Members of staff, who volunteer or are appointed to administer medicines, should only 

do so after receiving appropriate training. 

• The Headteacher will liaise with the school nurse or any other accredited professional, 

to make arrangements for training to be provided. 

• The Parents/Carer of the pupil will be fully informed regarding that training. 

• The Office Manager will keep a record of all training received by staff. This is essential 

for insurance purposes. 

  



Documentation and Record Keeping 

• The Headteacher, supported by the Office Manager, is responsible for overseeing the 

completion and maintenance of the following forms as is appropriate. 

• Individual Health Care Plan. 

• Parent/Carer request form for school to administer medication. 

• Record of medication administered. 

• Emergency Planning Form. 

• The above are the forms currently used in school; these may be added to or amended in 

response to a specific situation. 

• The Headteacher may delegate responsibility for the completion of a form to a member 

of staff directly supporting a child; however monitoring the maintenance of those forms 

remains with them. 

• Documentation will be regarded as confidential; however information will be stored in 

such a way as to enable access to information, to best protect the needs of the child 

particularly in an emergency situation. 

• Staff will ensure that the Headteacher is kept fully informed of any training they may 

receive. They will also inform the Headteacher if any planned for training fails to take 

place for any reason. This is essential for insurance purposes. 

Storage of Medicines 

• Medicines will be stored in a safe place in the office or fridge, if necessary, or in a 

locked cupboard. Children will only be administered their own named medication. 

• Medicines will be clearly labelled with the pupil’s name, class, dosage and frequency it 

is to be administered. 

• If the pupil needs more than one prescribed medicine, each will be in a separate 

container, labelled as above. 

• Parents/Carers will be asked to provide medicines in the original containers. 

• All Pupils asthma pumps are kept in their classrooms. 

• Epi-pens are kept in their classrooms, safely out of children’s reach, in a labelled 

wallet. 

The Office Manager has the responsibility for checking the expiry dates of medicines and for 

arranging for an adult to collect any unused medicines. Medication is retained in the office 

for collection by the Parent/Carer at the end of the school day. It is the Parent/Carer’s 

responsibility to check that the medication has been returned and to ask the Office Manager if 

it is missing. The Office Manager has the responsibility for the hygienic storage of medicines. 

Emergency Procedures 

• A serious injury may be visible or non-visible and correct first aid procedures should 

be followed. 

• In the case of head injury (bump or serious graze), the following procedures will be 

followed: 

• Parents/Carers will be telephoned, informed of injury and a note will be sent home. 

• Child will be monitored by an adult in case serious complications develop. 

• In all cases when an emergency situation arises an ambulance will be called and 

Parents/Carers advised to meet the ambulance at the hospital. 



• If an accident occurs on the field or in the playground the child should not be moved. 

An adult should call for a trained first aider who will decide whether the child should 

be moved. 

• The Teaching Assistant will complete an on-line Accident/Incident report and return it 

to the LA Health and Safety Team who will escalate the report to the Health & Safety 

Executive (HSE) if necessary. 

• Parents/Carers will be informed as soon as it is reasonable for a member of staff to 

access the contact information. 

• If the child has a health care plan the details will be made known to the emergency 

services.  


