
 
 

Supporting Pupils with Medical Conditions June 2023 1 

 
 
 

Supporting Pupils With Medical 
Conditions Policy  

(including medications) 
 

 
 

 

 
Policy Title 
 

 
Supporting Pupils with Medical Conditions Policy 

 
First Published 
 

 
January 2022 

 
Last Date of Review 
 

 
June 2024 

 
Next Review by Date 
 

 
June 2025 

 
Reviewed By 
 

 
AHT Safeguarding & Health 

 
Approved By 
 

 
Wellbeing Committee 

 
For publication on 
website 
 

 
Yes / No 

 
Signed by 
 

 
Chair of Governors 

Headteacher 
June 2023 

 



 
 

Supporting Pupils with Medical Conditions June 2023 2 

 
  



 
 

Supporting Pupils with Medical Conditions June 2023 3 

 
  
Contents 

Policy statement and principles ………………………………………………………………………………………………………3 

Roles and responsibilities ………………………………………………………………………………………………………4 

Monitoring of Individual Healthcare Plans……………………………………………………….………………………………4 

Administration of medication ……………………………………………………………………………………………………..7 

Storage of medication …….…………………………………………………………………………………………………………….8 

Record keeping ……………………………………………………………………………………………………………………………….9 

In an emergency …………………………………………………………………………………………………………………..9 

Unacceptable Practice …………………………………………………………………………………………………………………10 

Pupils with health needs who cannot attend school ………….......…….………………………………………………11 

Complaints ……………………………………………………………………………………………………………………………..12 

Appendix ……………………………………………………………………………………………………………………………..12 

 

 
Policy statement and principles 
Undershaw is an inclusive community that aims to support and welcome pupils with medical 
conditions. Undershaw understands its responsibility to make the school welcoming, inclusive and 
supporting to all pupils with medical conditions and provide them the same opportunities as others 
at the school.  
 
We will help to ensure they can:  

o be healthy 
o stay safe 
o enjoy and achieve 
o make a positive contribution  
o achieve economic well-being. 

 

• Undershaw ensures all staff understand their duty of care to children and young people in 
the event of an emergency. 

• Staff receive on-going training and are regularly updated on the impact medical conditions 
can have on pupils. The training agenda is based on a review of current healthcare plans. 

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

• This school understands that certain medical conditions are serious and can be potentially 
life threatening, particularly if ill managed or misunderstood. 

• This school understands the importance of medication being taken as prescribed. 

• All staff understand the common medical conditions that affect children at this school.  
 
Undershaw has developed this policy with advice from treating health professionals, parents, staff 
and the wider community. The Governing body has a statutory duty to make arrangements for 
pupils with medical needs under s.100 of the Children and Families Act 2014. The policy and 
supporting documents are based on Department of Education statutory guidance (December 2015) 
Supporting pupils at school with medical conditions.  

https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
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The medical conditions policy is supported by a clear communication plan for staff, parents and 
pupils to ensure its full implementation. 
 
Staff, parents and pupils will be kept informed via the following methods: 

• Staff training (specific to pupil’s health needs) 

• Family newsletter  

• School website 

• Staff briefings 
This policy will be revised in April 2024 .  This policy will be reviewed yearly by the headteacher and 
the Assistant Headteacher Safeguarding & Health  
Undershaw ensures that the whole school environment is inclusive and favourable to pupils with 
medical conditions. This includes the physical environment, as well as social, emotional, sporting and 
educational activities. 
 
Roles and responsibilities 
 
Parents and guardians –  

• Have responsibility of advising Undershaw on what medical condition(s) their child has. 

• Must keep the school updated on existing and new medical conditions. 

• Advise Undershaw if their child has an individual health care plan. 

• Advise the school of any changes to the individual health care plan and emergency 
management procedures. 

• Advise the school on daily medical needs and for trips/residential excursions. 

• Report any changes in condition or medications or treatment. 

• Provide labelled medication and signed consent for administration of required medications. 
 
Pupils – 

• Need to ensure that they inform responsible adults on how their condition affects them and 
if there are any changes in how it affects them. 

 
The Governing body – 

• Are to ensure that the policy is sufficient to meet the requirements of section 100 Children & 
Families Act 2014 

• Ensure health and safety measures for staff and pupils. 

• Ensure that Risk assessments are inclusive of pupils with medical conditions.  

• Ensure that the Supporting Pupils with Medical Conditions policy is kept up to date. 

• Report on the success and improvement of the Supporting Pupils with Medical Conditions 
policy. 

• Provide indemnity to staff who volunteer to administer medication. 
 
The Headteacher –  

• Is to ensure that the school is inclusive and welcoming. 

• Ensure that the Supporting Pupils with Medical Conditions policy is in keeping with local and 
national guidance and frameworks. 

• Liaise with interested parties as required. 

• Ensure that this policy is implemented and kept up to date. 

• Ensure training for staff and that sufficient staff are suitably trained to manage pupil’s 
individual healthcare needs. 

• Ensure that insurance arrangements are sufficient to keep school staff covered. 
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Teachers and other school staff –  

• Be aware of triggers and symptoms of conditions and how to act in an emergency.  

• Know which pupils have a medical condition and an Individual Healthcare Plan.  

• Know which pupils have SEND due to their medical condition.  

• Allow pupils immediate access to emergency medication.  

• Communicate with parents if child unwell.  

• Ensure pupils have their medication when out of the classroom.  

• Be aware if pupils with medical conditions suffer bullying or need extra social support.  

• Understand common medical conditions and impact on pupils.  

• Ensure all pupils with medical conditions are not excluded unnecessarily from activities.  

• Ensure pupils with medical conditions have adequate medication and sustenance during 
exercise.  

• Be aware medical conditions can affect school work.  

• Liaise with parents if child’s learning is suffering due to medical condition. 

• Use opportunities to raise awareness of medical conditions. 
 
 Assistant Headteacher Safeguarding & Health -  

• Help update school’s medical policy. Update the Supporting Pupils with Medical Conditions 
Policy.  

• Help provide regular training to school staff on common medical conditions.  

• Provide information about additional training.  

• Give immediate help to casualties in school, ensure ambulance or other professional help is 
called when necessary, including the development of individual healthcare plans. 

• Develop and update Individual Healthcare Plans for pupils with medical needs. 

• Ensure that staff are aware of the individual medical needs of all pupils. 

• Ensure that all staff are aware of the pupils who have Individual Healthcare Plans and their 
medical conditions.  

• Liaise with external medical professionals involved in the medical care of individual pupils as 
required.  

• Ensure that the medical needs of all pupils can and are being met when they are, in 
attendance, at school.  

• Ensure that staff have access to Individual Healthcare Plans for use in school and off-site on 
school trips.  

• Communicate regularly with the parents of pupils with medical conditions to ensure that all 
Healthcare Plans are kept up to date and that parents are in agreement with their content.  

• Ensure teachers make arrangements if pupil needs special consideration as a result of their 
medical needs.  

• Liaise regularly with the Tutor Teams and First Aiders to ensure staff knowledge and 
confidence in meeting the medical needs of individual pupils.  

• Ensure pupils with medical conditions are not excluded unnecessarily from activities.   
 
Monitoring of Individual Healthcare Plans 
This school uses Individual Healthcare Plans to record important details about individual children’s 
medical needs at school.  The plans will include the following (depending on the individual 
circumstances): 

• Details of the medical condition – triggers, signs, symptoms and treatments 

• Details of the impact of the condition on the child including the need for medication or other 
support, facilities or equipment that may be required 

• Details of any specific support required to meet the individual’s education, social or 
emotional needs (EHCP snapshot) 
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• Training requirements 

• Internal information requirements (who needs to know) 

• Parental/carer consents for administration of medicine and sharing information 

• Information relevant to off-site visits 

• Emergency information 
 
Further documentation can be attached to the Individual Healthcare Plan if required. 

• 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/carers to complete. 

• The parents, any healthcare professionals involved and the pupil with the medical condition, 
are asked to fill out the pupil’s Individual Healthcare Plan together. Parents/carers then 
return these completed forms to the school. 

• This school ensures that a relevant member of school staff is also present, if required, to 
help draw up an Individual Healthcare Plan for pupils with complex healthcare or 
educational needs. 

 
Visually, this is represented in the table on the following page: 
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 Monitoring of individual healthcare plan:  

Develop IHCP, EHCP Snapshot in partnership – agree who leads on writing it. Input 
from healthcare professional must be provided.  

Parent or healthcare professional informs school that the child has been newly 
diagnosed, or is due to attend a new school, or is due to return to school after a 
long-term absence, or that needs have changed 

Headteacher or senior member of school staff to whom this has been delegated, 
co-ordinates a meeting to discuss the child’s medical support needs, and identifies 
member of school staff who will provide support to the pupil 

Meeting to discuss and agree on need for IHCP to include key school staff, child, 
parent, relevant healthcare professional and other medical/health clinician as 
appropriate (or to consider written evidence by them) 

School staff training needs identified  

Healthcare 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 or healthcare 
professional to initiate  
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School Health Care Register 
 

• Medical details are recorded on SIMS and Nookal 

• Data record sheets sent to parents/carers on admission and at the beginning of each 
academic year to allow for sharing of relevant medical information 

 
Ongoing Communication and Review of Individual Healthcare Plans 
 

• Individual Healthcare Plans updated each academic year or as medical conditions change 

• Parents/carers reminded at the end of each term by the Family Liaison Officer to update 
Undershaw on any changes to medical conditions or medications 

• The Assistant Headteacher Safeguarding & Health updates individual health care plans as 
communication with external health professionals and parents/carers indicates 

• Staff updated by Assistant Headteacher Safeguarding & Health to any relevant changes on a 
need-to-know basis 

 
Storage and Access to Individual Healthcare Plans 
 

• Medical conditions recorded on SIMS 

• Returned medical forms stored in student’s individual files on Teams. Medical letters 
scanned and stored on SIMS, Nookal and Teams 

 
Individual Healthcare Plans are used by this school to: 

• Inform all relevant staff and supply teachers 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. This school uses this information to 
help reduce the impact of common triggers. 

• Ensure that all medication stored at school is within the expiry date. 

• Ensure this school’s local emergency care services have a timely and accurate summary of a 
pupil’s current medical management and healthcare in the event of an emergency. 

• Remind parents of pupils with medical conditions to ensure that any medication kept at 
school for their child is within its expiry dates. This includes spare medication. 

 
Administration of medication 
 

• The school understands the importance of taking the medication as prescribed. 

• All staff understand 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.  

• Staff who have undertaken training in the Administration of Medication in Schools may 
administer prescribed and non-prescribed medicines to pupils under the age of 16 with 
parental consent and in accordance with that child’s IHCP and/or arrangements that have 
been agreed in writing by the school. 

• Our Governing body is responsible to ensure full insurance and indemnity to staff who 
administer medicines.  Our insurance policy includes liability cover.  

• Administration of medication which is defined as a controlled drug (even if the pupil can 
administer themselves) should be done under the supervision of two members of staff. 
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Storage of medication 
 
Safe storage – emergency medication (including EpiPens)  
a.  Emergency medication is readily available to pupils who require it at all times during the 
school day.  
If the emergency medication is a controlled drug and needs to be locked up, the keys are readily 
available.  Emergency medications are kept in the locked medical cupboards in the Front Office  at 
Undershaw and in the office at the Media and Arts Centre. 
b.  All pupils carry their own EpiPens at all times and a spare is kept in the Front Office  at 
Undershaw and in the office at Tower Road. 
c.  Pupils are reminded to carry their emergency medication with them.  If not appropriate staff 
are required to carry emergency medication for the student. 
 
Safe storage – non emergency medication  

a. All non-emergency medication is kept in a lockable cupboard.  These are kept in the 
front office at Undershaw and in the office at Media and Arts Centre. 

b. Pupils with medical conditions know where their medication is stored and how to access 
it. 

c. Staff ensure that medication is only accessible to those for whom it is prescribed.  
 
Safe storage – general  

a) The Assistant Headteacher Safeguarding & Health ensures the correct storage of medication 
at school.  

b) Three times a year the Assistant Headteacher Safeguarding & Health checks the expiry dates 
for all medication stored at school. 

c) The Assistant Headteacher Safeguarding & Health along with the parents of pupils with 
medical conditions, ensures that all emergency and non-emergency medication brought into 
school is in the original container (except insulin) and clearly labelled with the pupil’s name, 
the name and dose of medication and the frequency of dose. This includes all medication 
that pupils carry themselves.  

d) Some medication may need to be refrigerated. All refrigerated medication is stored in an 
airtight container and is clearly labelled. This is in a secure area, inaccessible to unsupervised 
pupils (In the Pastoral office) 

e) 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. 

f) Medications are returned to parents to dispose of.  If this is not possible medications are 
disposed of by return to pharmacy for disposal. 

g) Hand hygiene measures to be implemented when administering medications. 
h) Sharps to be disposed of in specific sharps container and sharps container to be collected by 

appropriate waste disposal services. 
 
Record keeping 

• Parents/carers are sent data collection sheets at the beginning of each academic year to 
allow for communication of medical conditions, medications and any changes. 

• Data collection forms, SIMS data and EHCPs are collated by SLT (Senior Leadership Team) in 
conjunction with families, staff and wider multidisciplinary team to ensure complete plan for 
families. 

• Parent/carers complete a Request for Administration of Medication at School form for 
medications to be administered at school on a long term or short-term basis. 

• Medication administered is recorded on Evolve for individual pupils 

• Administration of controlled medications is recorded in the controlled drugs register 
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In an emergency 
 
Relevant staff understand and are updated in what to do in an emergency for the most common 
serious medical conditions at this school. 
 

• In an emergency school staff are required under common law duty of care to act like any 
reasonably prudent parent/carer. This may include administering medication. 

• Staff involved in home-to-school transport under the responsibility of the local authority are 
also kept up-to-date about a child or young person’s medical needs via the Individual 
Healthcare Plan by parents/cares and local authority. 

• Identified training needs are identified on a case-by-case basis and relevant training is 
organised for staff. 

• This school uses Individual Healthcare Plans to inform the appropriate staff (including supply 
teachers and support staff) of pupils with complex health needs in their care who may need 
emergency help. Supply staff are briefed on entry to the school, when undertaking their 
commissioned duties. 

• Emergency care plans are kept in the office at the Media and Arts Centre and in the front 
office at Undershaw.  This information is to be given to emergency services and taken off 
site with students in case of an emergency.  The care plan encompasses emergency 
contacts, medications, health providers, emergency medical conditions and actions to take. 

• The transitions team communicates with the next setting any relevant medical information. 

•  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. This school will try to ensure that the staff member 
will be one the pupil knows. The staff member concerned should inform a member of the 
schools Senior Leadership Team All pupils with medical conditions should have easy access 
to their emergency medication.  Emergency medication such as inhalers and EpiPens are 
held by the pupil who must take the responsibility to have it to hand at all times. 

• Pupils are encouraged to administer their own emergency medication (e.g. EpiPen) where 
possible and should carry it with them at all times unless it is a controlled drug as defined in 
the Misuse of Drugs Act 1971. This also applies to any off-site or residential visits. 

• Pupils are encouraged to keep spare supplies of emergency medication in the Front office at 
Undershaw and in the office at the Media and Arts Centre. 

• For off-site activities, such as visits, holidays and other school activities outside of normal 
timetable hours, a risk assessment is undertaken to ensure pupils needing medication still 
have access and a staff member is named as the responsible lead.  The risk assessment also 
helps to identify any reasonable adjustments that need to be made. 

• First Aid Lead is contacted in the first instance for first aid.  A list of first aiders is on display 
around both sites. 

 
Unacceptable Practice 
 
Our staff recognise that it is not 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; or ignore medical evidence or opinion 

(although this may be challenged).  
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• Send children with medical conditions home frequently or prevent them from staying for 
normal school activities, including lunch, unless this is specified in their individual healthcare 
plans.  

• If the child becomes ill, send them to the school office 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, 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 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, e.g. by requiring 
parents to accompany the child.  

 
Pupils who cannot attend school because of health needs 
 
Where a pupil cannot attend school because of medical needs, initially the school will follow the usual 
process around attendance and mark the pupil as ill for the purposes of the register. Where any 
absence lasts longer than 15 school days due to a medical condition, whether consecutive or 
cumulative, the local authority has a duty to ensure that the pupil receives suitable educational 
provision. While the school recognises that there is no specific statutory point at which the local 
authority does have to put in place suitable provision, the guidance from the Department for 
Education (January 2013) is that suitable provision should be put in place from the sixth day of the 
absence and that delay should be minimal. The school will work with the local authority to ensure that 
all involved in a pupil’s education are kept up to date on the pupil’s condition and the school’s ability 
to meet the pupil’s medical needs.  
 

1. Initially, the school will attempt to make arrangements to deliver suitable education for 
children with physical or mental health needs who cannot attend school. 

2. The Assistant Headteacher Safeguarding & Health will be responsible for making and 
monitoring these arrangements in conjunction with the child’s Tutor Team who will stay in 
regular contact with the child and their parents/carers.  

3. In the case of a child being regularly or persistently absent from school due to their physical 
or mental health needs, a referral will be made to The Inclusion Service of the local authority 
in which the child resides for additional support.  

4. The Assistant Headteacher Safeguarding & Health will lead on arranging an online 
educational offer that will be individualised to the child’s specific circumstances and needs 
and could, for example, consist of being able to join lessons remotely via Teams and being 
able to access individual work set online or through interactive educational software.  

5. The Assistant Headteacher Safeguarding & Health and/or the Tutor Team will stay in contact 
with the child and their parents/carers at least once a week via phone and/or email to 
ensure that the package of support remains suitable and to increase or reduce the provision 
dependent on the needs of the child at that time.  

6. The Assistant Headteacher Safeguarding & Health will liaise regularly with the key 
professionals involved in the medical care of the child to ensure that the online educational 
offer from the school is and remains appropriate in relation to their physical or mental 
health needs.  

7. The Assistant Headteacher Safeguarding & Health will be responsible for leading the 
planning and implementation of an individual reintegration plan as and when appropriate to 
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support the child to return to school as soon as possible in line with their physical or mental 
health needs.  

 
In the case of a child being unable to attend school long term as a result of a medical diagnosis and 
the written advice of a medical professional, the Assistant Headteacher Safeguarding & Health will 
contact the local authority in which the child resides and make a referral to their respective service 
for children with medical needs. For example, if a child lives within Surrey County Council, a referral 
will be made to Access to Education (A2E) which provides a flexible, short-term education service for 
children and young people who cannot attend school through exceptional circumstances such as 
medical reasons.  
 
Following a referral to the respective local authority and where the local authority agrees to make 
arrangements, the Assistant Headteacher Safeguarding & Health will: 

• Work constructively with the local authority, providers, relevant agencies and parents to 
ensure the best outcomes for the pupil. 

• Share information with the local authority and relevant health services as required. 

• Help make sure that the provision offered to the pupil is as effective as possible and that the 
child can be reintegrated back into school successfully. 

• When reintegration is anticipated, the Assistant Headteacher Safeguarding & Health will 
work with the local authority to: 

o Plan for consistent provision during and after the period of education outside the 
school, allowing the pupil to access the same curriculum and materials online that 
they would have used in school as far as possible. 

o Enable the pupil to stay in touch with school life (e.g. through newsletters, emails, 
invitations to school events or internet links to lessons from their school). 

o Create individually tailored reintegration plans for each child returning to school. 
o Consider whether any reasonable adjustments need to be made. 

 
Complaints 
 
Complaints about support in accordance with this policy should be dealt with in accordance with the 
school’s published complaints policy.   
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