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Introduction 
 
The staff and governors of Martin Primary School are wholly committed to pursuing a policy 
of inclusive education that welcomes and supports pupils with medical conditions. This 
policy is designed to support the management of medication and medical care in our school 
and to support individual pupils with medical needs. This is in accordance with the Children 
and Families Act 2014, which places a duty on governing bodies to make arrangements for 
supporting pupils at school with medical conditions. 
 
This policy is based on guidance set out in ‘Supporting Pupils at School with Medical 
Conditions (Dec 2015)’, The Equality Act 2010 and NHS Barnet ‘Guidance on Managing 
Health Care in Schools and Settings’ (2010). Our Early Years setting continues to apply 
guidance included in the Statutory Framework for the Early Years Foundation Stage (2014). 
 
First Aid is emergency care given to an injured person, in order to minimise injury and future 
disability, before professional medical care is available. Teachers and other staff are 
expected to use their best endeavours at all times, particularly in emergencies, to secure the 
welfare of pupils in the same way that parents might be expected to act towards their 
children. In general, consequences of taking no action are likely to be more serious than 
those of trying to assist in an emergency. 
 
The principle aim of this policy is to provide a clear framework that is understood and 
accepted by all staff, parents/carers and children, providing a sound basis for ensuring that 
children with medical needs receive proper care and support in school, and that for such 
children attendance is as regular as possible.  
 
Martin Primary School is committed to ensuring confidentiality at all times. 
 

UN Rights of the Child:  
 
This policy links with the following articles from the UN Rights of the Child Charter: 
 
Article 3 
The best interests of the child must be a top priority in all things that affect children. 

 
Article 24 
 
Every child has the right to the best possible health. Governments must work to provide 
good quality health care, clean water, nutritious food and a clean environment so that 
children can stay healthy. Richer countries must help poorer countries achieve this. 

 
Article 27 
Every child has the right to a standard of living that is good enough to meet their physical, 
social and mental needs. Governments must help families who cannot afford to provide this. 
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Key Points: 
 
This policy is underpinned by three key points: 
 
1. Pupils at school with medical conditions should be properly supported so that they have 
full access to education, including school educational visits and physical education. 
2. Governing Bodies must ensure arrangements are in place in schools to support pupils 
with medical conditions. 
3. Governing Bodies should ensure that school leaders consult health and social care 
professionals, pupils and parents to ensure that the needs of children with medical 
conditions are properly understood and effectively supported. 
 
Risks: 

A risk assessment of First Aid needs is necessary to ensure adequate provision is available. 

This should include: 

 The identification of pupils with specific conditions e.g. asthma, allergies 
 The identification of specific hazards in school 
 When to call for further help 
 The documentation of necessary treatment given 

 
When a member of staff has concerns about a pupil’s medication, the concern must be 
reported to the head teacher immediately so that a risk assessment can be carried out if 
appropriate. 
 
Responsibilities: 
 
A. Parents/carers: 
 
Parents/carers have prime responsibility for their child’s health and they must: 
 

 provide the school with all relevant up-to-date information about their child’s 
medical conditions, treatment and/or any special care needed on admission or at 
any other time 

 keep children at home if they are acutely unwell 

 provide up-to-date emergency contact numbers 

 meet with a member of office staff to complete documentation and provide written 
agreement before medication can be administered. 

 
If their child has a more complex medical condition, parents/carers should work with the 
school nurse or other health professionals to develop an individual healthcare plan, which 
will include an agreement on the role of the school in managing any medical needs and 
potential emergencies.  
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B. Governors:  
 
The Governing Body is responsible for Health and Safety, which includes safe procedures in 
relation to first aid, emergencies as well as medication. They are responsible for reviewing 
this policy on an annual basis. 
 
C. The Head teacher: 
 
The head teacher is responsible for: 

 implementing, monitoring and reviewing procedures 

 ensuring safe procedures at all times including manual handling: see ‘Positive 
Handling Policy’ and ‘Pupil Moving and Handling Policy’ 

 communicating to parents/carers the school’s policy and procedures 

 reviewing and implementing staff support, information and training 

 ensuring the SENCo liaises with the school nurse to update children’s medical needs 
and to draw up a health care plan if required 

 reporting termly on accidents to the Governing Body, in the head teacher’s report 

 ensuring first aid provision is adequate and emergency procedures are in place in the 
potential absence of key staff. 

 
D. The Assistant Head teacher (AHT)/SENCo: 
 
Where  a  pupil  has  a  chronic  illness,  medical  or  potentially  life  threatening condition, 
the school will initiate  a health care plan to meet individual needs and support the pupil. It 
is the responsibility of the SENCo/AHT to oversee the drawing up and implementation of a 
health care plan. Care plans are written for children with epi – pens or children with specific 
medical needs generally referred to us by parents/carers, the school nurse or a hospital. 
Care plans are  to be drawn up by health care professionals in consultation  with  the  child’s  
parents  or  guardians  and  will  contain  the following information:  

 
• Definition and details of the condition  
• Special requirements e.g. dietary needs, pre-activity precautions  
• Treatment and medication  
• What action to take/not to take in an emergency  
• Who to contact in an emergency  
• Staff training where required  
• The role the staff can play  
• Consent and signed agreement  

 
Care plans are private and confidential. Care plans are reviewed and updated as necessary. 
See Annex A which is a model process for developing individual health care plans as set out 
in the guidance: ‘Supporting Pupils at School with Medical Conditions (Dec 2015)’ 
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E. Teachers, Teaching Assistants (TAs) and Mealtime Supervisor (MTS) staff: 
 
All staff must be aware of available First Aid personnel, facilities, and the location of First Aid 
boxes and information. First Aid provision must be available at all times, including 
educational visits, PE sessions and other times the school facilities are used such as Parent 
Consultations, concerts and meetings. 
 
All staff: 

 should be aware of pupils with medical conditions on a ‘need to know’ basis and 
how it may affect the child during PE, swimming, off-site activities and other 
activities 

 should include arrangements for administering medication in line with health care 
plans, when completing risk assessments for educational visits. Staff supervising 
educational visits need to be fully aware of any medical needs and emergency 
procedures 

 must only administer medication after receiving training, information and guidance. 
 
All staff who are First Aid trained, including those with paediatric first aid training and adult 
defibrillator training, is included in the staff handbook and a list is on display in the Welfare 
Room. 
 
 
F. The School Nurse 
 
The school nurse must provide written and verbal guidance on medical conditions as 
required by the head teacher and SENCo/AHT. The school nurse may also be required to 
provide specialised training, such as epi-pen training. 
 
 
Procedures: 
 
Martin Primary School has clear procedures in place to ensure the effective implementation 
of this policy. These procedures include: 

 copies of health care plans are kept in the Welfare Room and in the individual child’s 
classroom 

 photographs of children with a medical outline is on display in the staff room and 
dining room/kitchen area 

 completing a medical record sheet on which the administration of medicines is 
recorded 

 
A. Procedures for administering medication: 
 
This school recognises that no child under 16 should be given medicines without their 
parent’s written consent. This is reflected in our procedures for administering medicines 
which include: 

 parents/carers are responsible for their child’s medication. Where practicable, 
children who are prescribed medication should receive their doses at home 



Martin Primary School: Medical and First Aid Policy 
 

6 

 

 children needing medication during the day should be brought to the office by a 
member of staff so medication can be administered and records kept. At least two 
members of the office staff will be present when medication is administered to 
ensure the highest level of supervision possible and double-checking 

 children should be encouraged to administer medication themselves if they can 
demonstrate competence to do so. This must be done under adult supervision and 
records must be kept 

 with the headteacher’s agreement a parent may visit the school to administer 
medication, or the child may return home if accompanied by a parent/carer 

 parents/carers must complete the appropriate documentation for the school to 
administer medication 

 only drugs prescribed by a GP may be administered in primary schools if the dosage 
is at least 4 times per day. Calpol may be given to the child if the parent/carer comes 
to the school to administer it to their child 

 all medication must be in its original container with the prescription label attached 
stating the name of the child, dosage and date of dispensing and expiry 

 medicines must be delivered to the main school office each day and it will be kept in 
the Welfare Room 

 staff should be provided with protective equipment if needed 

 the school has the responsibility of disposing of clinical waste 
 
If a child refuses to take a medicine, staff will not force them to do so, but will record this on 
the school’s record form and parents/carers will be notified of the refusal.  
 
The administration of prescription medicines is covered by the Barnet Local Code of 
Practice. There is no legal duty which requires school staff to administer medication; this is a 
voluntary role.   
 
B. Procedures for dealing with accidents: 
 
At Martin Primary school we make every effort to minimise the risk of accidents but we 
recognise that accidents may still occur. All accidents to pupils, staff, parents and visitors, no 
matter how small will be reported to the responsible person, or to the Head Teacher as 
soon as possible after the accident took place.  
 
The First Aider present will deal with the accident and treat any injuries as required. Once 
the individuals have been treated, all details regarding the accident will be recorded using 
the online medical tracking system (Medical Tracker) by a member of staff. The lap top with 
access Medical Tracker is kept in the main school office. Access to Medical Tracker is 
restricted and is password protected. 
An investigation into the accident should be undertaken immediately or at least on the 
same day. Judgements should be made as to what can be done to reduce the risk of similar 
accidents occurring again. 
 
All reportable accidents and incidents occurring at Community Schools must be reported to 
the SHaW team via the on-line Health and Safety Management System. 
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The types of incidents/accidents that should be reported are: 
  

 Any accident or incident where a member of staff, volunteer, visitor or contractor is 
injured 

 Any accident or incident which is RIDDOR 

 Any accident or incident resulting from malfunction, improper use or poor 
maintenance of equipment or facilities 

 
Incidents that do not require reporting, but should be recorded in-school include: 
 

 Playground collisions (unless resulting in a RIDDOR-reportable injury) 

 Sporting injuries during organised events and lessons (unless resulting in a RIDDOR-
reportable injury) 

 Non-injury trips and falls resulting from poor physical co-ordination/balance 

 Ill health from pre-existing medical conditions 

 Thefts/lost property issues 
 

RIDDOR – Incidents to be reported 

 Accidents resulting in death or major injury 

 Accidents which prevent normal duties for more than 3 days 

 Loss of consciousness due to asphyxia or absorption of harmful substances 

 Fractures / Dislocations 

 Amputation 

 Loss of sight – temporary or permanent 

 Chemicals or hot metal burn to eye 

 Penetrating eye injury 

 Electric Shock 

 Injury leading to hypothermia 

 Unconsciousness needing resuscitation / hospital admission for over 24hrs. 
 
C. Procedures for dealing with playground collisions and falls: 
 
When children are active, playground collisions and falls can occur, although all necessary 
precautions are taken to minimise risks. 
There is always at least one member of staff in each playground who is first aid trained. 
Medical kits are taken into all playgrounds, so that first aid can be administered in situ. 
However, if it is felt appropriate, the first aid will be administered in the Welfare Room. 
Playground collisions and falls are recorded and if first aid has been applied parents/carers 
will be notified using Medical Tracker. 
 
Head Injuries 
 

a) Pupils who sustain a head injury MUST be reviewed by a First Aider in school.  If a 
pupil has a visible wound, swelling or adverse reaction, parents will be informed by 
phone and are advised to come to school to assess their child personally.  
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b) Where there are no residual effects, the pupil can remain in school whilst being 
observed.  

 
 
D. Procedures for dealing with Emergencies: 
 

 All  staff  are  aware  of  procedures  when  dealing  with  a  medical emergency. 
These should be supervised by a trained First Aider 

 All staff are aware of pupils on a health care plan and understand the need to follow 
agreed emergency support  

 All staff know how to call the emergency services  

 In the event of an emergency, every effort will be made to contact a parent/carer so 
that they may accompany their child to hospital. If this is not possible,  a  member  of  
staff  will  accompany  the  child  to  hospital   by ambulance and stay until the 
parent/carer arrives. Health care professionals are responsible for any decisions on 
medical treatment when parents are not available.  
 
 

Storing medicines: 
 

 Staff will only store, supervise and administer medicine that has been prescribed for 
an individual child. Medicines must be stored safely in the pharmacist’s original 
container and clearly labelled with the child’s name, the dosage and instructions for 
administration.  

 Medication requiring refrigeration is stored in the Welfare Room fridge.  

 Emergency medications such as Epi-pens and asthma inhalers are readily available in 
a clearly labelled box file container in the Welfare Room. Children know where their 
medicines are stored. 

 Parents/carers are ultimately responsible for checking expiry dates on their 
children’s medicines and replacing as necessary. A member of the school 
administrative team will also check medication expiry dates termly.  

 
 
Disposal of medicines: 
 
Staff should not dispose of medicines.  Parents are responsible for ensuring that date-
expired medicines are returned to a pharmacy for safe disposal. They should also collect 
medicines held at the end of each year.  Any medicines that have not been collected should 
be taken to a local pharmacy for safe disposal.  
Sharps boxes should always be used for the safe disposal of needles. Parents  should  obtain  
these  from  their  child’s  GP  and  return  to  a pharmacy for safe disposal.  
 
Educational Visits:  
 
This  school  actively  encourages  children  with  medical  needs  to participate  in  
educational visits.  Staff will aim to facilitate reasonable adjustments to enable pupils with 
medical needs to participate fully and safely on visits.  Risk assessments will be used to 
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highlight any potential difficulties and ensure procedures are in place to support pupils. 
Additional staff/adults will be considered for this purpose. 
Prior to our residential school journey, which takes place in term 1 for Y6 pupils, 
parents/carers must complete an up-to-date medical questionnaire about a pupil’s current 
general health and medication.  Prescribed medication will be administered, providing 
parents have completed the school’s medical form.  
Accompanying staff will be aware of any medical needs and relevant emergency 
procedures. A copy of health care plans will be taken on all visits as well as emergency 
medication that may be required.  

 
 

Staff training: 
 
We recognise that in order to implement this policy fully, that appropriate staff need to 
receive relevant training, information and guidance. 
 

 Martin Primary School holds training on the use of epi-pens at the start of each 
educational year, which is attended by all class-based staff and administrative staff. 
This is delivered by the school nurse or relevant health care professionals. The school 
keeps a register of staff who have undertaken this training and only staff who have 
received this training should administer the use of an epi-pen. 

 Eight members of staff have received defibrillator training. The school’s defibrillator 
is stored adjacent to the main school hall. 

 Six members of staff have received epilepsy training: November 2016. 

 Martin Primary has several appointed First Aiders and Paediatric First Aiders. 
 
  All training is reviewed and updated annually. Completed training records are kept. 
 
Medical conditions: 
 
A. Asthma 
 
This  school  recognises  that  asthma  is  a  widespread,  potentially  serious,  but 
controllable  condition  and  encourages  pupils  with  asthma  to  achieve  their potential in 
all aspects of school life.  
Parents  have  a  duty  to  inform  staff  if  their  child  is  asthmatic. Preventative inhalers 
must be provided and labelled with the pupil’s and class name. These are kept in an 
assigned container within the welfare room and accompany the child if they are educated 
outside the school premises e.g. when they go on educational visits.  
Parents/carers will be notified when a child has used an inhaler excessively or more 
regularly than usual.  

 
B. Epilepsy, Anaphylaxis and Diabetes 
 
Parents have a duty and responsibility to notify the school if their child has any of these 
conditions and should provide details of any treatment and support they may require in 
school.  Relevant health care professionals will liaise between parents/guardians and school 
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personnel to ensure staff are aware of, and trained to provide, any relevant or emergency 
support or treatment. An individual health care plan will usually be compiled, detailing the 
course of action to be taken.  
 

Monitoring and Review: 

This policy is a working document. The named person for overseeing this policy is Rebecca 
Bakar, the head teacher. Feedback gained from First Aiders, the School Nurse and other 
health care professionals will be used when reviewing this policy. 
This first aid policy is the governors’ responsibility and they review its effectiveness 
annually. This responsibility has been delegated to the Well Being Committee. 
 
Reviewed and updated: February 2019 
Date of next review: February 2020 
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