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SUPPORTING PUPILS WITH MEDICAL CONDITIONS AND ADMINISTRATION OF MEDICINES 
POLICY 
 

Introduction 
At Hinchley Wood Learning Partnership (HWLP) we believe that pupils with medical conditions 
should be supported, as best we can, to play an active role in school life, enjoy the same 
opportunities as any other pupil and have full access to all aspects of education. It is important 
that parents/carers feel confident that the school will provide effective support for their child’s 
medical condition and that pupils themselves feel safe.  For these reasons, the school will liaise 
with health and social care professionals, pupils and their parents/carers to achieve this, and the 
Trust Board has arrangements in place to see that this is achieved. 
 
Objectives and Target 
The purpose of this policy is to explain how a HWLP school implements its procedures for 
supporting pupils who have medical conditions, in line with government requirements, with a 
view that all pupils will receive the best education possible for them, despite any medical 
conditions that they may have to contend with. 
 
Definitions 
‘Medication’ is defined as any prescribed or over the counter medicine.  
‘Prescription medication’ is defined as any drug or device prescribed by a doctor.  
‘Controlled drugs’ is defined as a drug in Schedule 1, 2, 3, 4 or 5 of the Misuse of Drugs 
Regulations 2001. 
A ‘staff member’ is defined as any member of staff employed at the school including both 
Teaching and Associate Staff. 

Medicines 
 Self Administration of medicines relates to secondary school pupils unless this has been 

directed by parents/carers of primary school pupils (eg. Insulin). 
 Where possible, it is preferable for medicines to be prescribed in frequencies that allow the 

pupil to take them outside of school hours.  
 If this is not possible, prior to staff members administering or supervising the self-

administration of any medication, the parents/carers of the pupil must complete and sign a 
Pupil Medication Request Form (Appendix 1 and on the school website).   

 No pupil will be administered or supervised to self-administer any prescription or non-
prescription medicines without written consent from a parent/carer except in emergencies or 
exceptional circumstances (see next section).  

 Where a student is prescribed medication without their parents’/carers’ knowledge, every 
effort will be made to encourage the student to involve their parents/carers while respecting 
their right to confidentiality.   

 No pupil under 16 years of age will be administered or supervised to self-administer 
medication containing aspirin without a doctor’s prescription.   

 Medicines MUST be in date, labelled, and provided in the original container (except in the 
case of insulin which may come in a pen or pump) with dosage instructions. The 
administration of medicines which do not meet these criteria will not be permitted.  

 A maximum of four weeks supply of the medication may be provided to the school at one 
time.  
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 Controlled drugs may only be taken on school premises by the individual to whom they have 
been prescribed. Passing such drugs to others is an offence which will be dealt with under our 
Drugs Policy.  

 Medications will be stored securely at the appropriate location.  
 Any medications left over at the end of the course should be collected from Reception. 

Medicine that has not been collected will be destroyed at the end of the school year. 
 Written records will be kept of the administration or supervision of any self-medication by 

pupils.  
 Pupils will never be prevented from appropriately accessing their medication during office 

hours.  
 Hinchley Wood Learning Partnership cannot be held responsible for side effects that occur 

when medication is taken correctly.  
 
Provision of Medicines in Emergency or Exceptional Circumstances 
 In exceptional circumstances, the school may provide non-prescribed medicine e.g. pain relief 

for administration or self-administration by pupils.  Maximum dosages and when any previous 
dose was taken will be checked and the prior consent of parents/carers will be obtained in all 
cases. 

 The school holds a salbutamol inhaler for use in emergencies only.  The inhaler may only be 
used by pupils whose parents/carers have submitted a Pupil Medication Request Form 
(Appendix 1 / school website) for inhalers and who have either been diagnosed with asthma 
or prescribed an inhaler, or who have been prescribed an inhaler as reliever medication.  The 
school inhaler can be used if the pupil’s prescribed inhaler is not available (e.g. because it is 
broken or empty). 

 The school holds Epipens for use in emergencies only.  The Epipens may only be used by 
pupils whose parents/carers have submitted a Pupil Medication Request Form for Epipen and 
who have been diagnosed with allergies and prescribed an Epipen.  The school Epipen will be 
used if the pupil’s prescribed Epipen is not available (e.g. because it is broken or empty). 

Key Roles and Responsibilities 
 
The Trust Board is responsible for: 
 Ensuring the level of insurance in place reflects the level of risk.  
 Approving this policy. 

 
 
The Local Governing Body is responsible for ensuring:  
 The overall implementation of the ‘Supporting Pupils with Medical Conditions Policy’ and 

procedures of the school.   
 The ‘Supporting Pupils with Medical Conditions Policy’, as written, does not discriminate on 

any grounds including, but not limited to: ethnicity/national origin, culture, religion, gender, 
disability or sexual orientation.  

 All pupils with medical conditions are able to participate fully in all aspects of school life.  
 Relevant training is delivered to staff members who take on responsibility to support pupils 

with medical conditions.  
 Written records are kept of any and all medicines administered to individual pupils and across 

the school population.  
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The Headteacher has overall responsibility for:  
 Promoting cooperation between relevant partners and stakeholders in supporting pupils with 

medical conditions.  
 The day-to-day implementation and management of the Supporting Pupils with Medical 

Conditions Policy and procedures of the school.  
 Making alternative arrangements for the education of pupils who need to be out of school for 

fifteen school days or more, due to a medical condition.  
 Ensuring the policy is developed effectively with partner agencies.  
 Making staff aware of this policy and encouraging them to actively support and include pupils 

with medical conditions.  
 Appoint a Principal First Aider and ensuring a sufficient number of trained members of staff 

are available to implement the policy and deliver IHPs in normal, contingency and emergency 
situations.   

 Ensuring the correct level of insurance is in place for teachers who support pupils in line with 
this policy.  

 Ensure the policy is reviewed annually 
 
Responsibilities delegated by the Headteacher to the Principal First Aider: 
 Providing support, advice and guidance to staff.  
 Notifying the school when a pupil has been identified as requiring support in school due to a 

medical condition.  
 Liaising locally with lead clinicians on appropriate support.  
 Liaising with healthcare professionals regarding the training required for staff.  
 Making staff aware of a pupil’s medical condition on a ‘need to know’ basis.  
 Developing Individual Healthcare Plans (IHPs).  
 Keeping a record of training undertaken and maintaining an up to date list of staff qualified to 

undertake responsibilities under this policy.  
 Ensuring that Principal First Aider training is kept up to date. 

 
Staff members are responsible for:  
 Taking appropriate steps to support pupils with medical conditions.  
 Where necessary, making reasonable adjustments to include pupils with medical conditions 

in lessons.  
 Familiarising themselves with procedures detailing how to respond when they become aware 

that a pupil with a medical condition needs help.  
 Where appropriate and necessary, and in the case where the Principle First Aider is not 

available, contact emergency services (999) without delay. 
 
Staff members who have agreed are responsible for: 
 Supervising self-medication by pupils and administering medication, if they have agreed to 

undertake that responsibility and ensure this is recorded.  
 Undertaking training to achieve the necessary competence for supporting pupils with medical 

conditions, if they have agreed to undertake that responsibility. 
 

Parents/Carers are responsible for:  
 Keeping their child at home if they are unwell. Allowing any child with a stomach upset a 48 

hour period from their last bout of illness or diarrhoea before returning them to school to 
minimise the chance of infection. 

 Keeping the school informed about any changes to their child/children’s health.  
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 Completing a Pupil Medication Request Form before bringing medication into school.  
 Providing the school with the medication their child requires and keeping it up to date.  
 Collecting any leftover medicine at the end of the course.  
 Where appropriate, discussing medications with their child/children, e.g. time for next dose.  
 Where necessary, contributing to an Individual Healthcare Plan (IHP) for their child in 

collaboration with the Principle First Aider, SENCO, other staff members and healthcare 
professionals.  

 
Training of Staff 
 Teachers and Associate Staff will receive regular and ongoing training as part of their 

development.  
 Teachers and Associate Staff who undertake responsibilities under this policy will receive 

appropriate training.  
 No staff member may administer or supervise the self-administering of any prescription 

medicines or undertake any healthcare procedures without undergoing training specific to 
the responsibility.  

 No staff member may administer drugs by injection other than in exceptional circumstances, 
with the exception of Epipens which may be administered by appropriately trained staff. 

 
The Role of the Pupil 
 Where appropriate and subject to the conditions listed above under ‘Medicines’, secondary 

school aged pupils will be encouraged to take their own medication under the supervision of 
a qualified first aider.  

 Where possible, secondary school aged pupils will be required to carry their own medicines 
and devices. Where this is not possible, their medicines will be located in an easily accessible 
location.  

 Primary school aged pupils should have their medicine delivered to a staff member by a 
parent/carer. 

If pupils refuse to take medication or to carry out a necessary procedure, parents/carers will be 
informed so that alternative options can be explored. Pupils will not be forced to take medicine. 

 
The Role of the School Nurse in Primary Schools 
Our Primary Schools have access to the Surrey School Nursing teams who work across Surrey to 
promote physical health and emotional wellbeing in schools and in the community.  
 
Individual Healthcare Plans (IHPs) 
Children with serious illnesses with more complex needs will have an Individual Healthcare Plan 

 Where necessary, an Individual Healthcare Plan (IHP) will be developed in collaboration with 
the pupil, parents/carers, Principle first Aider, relevant staff, Special Educational Needs 
Coordinator (SENCO) and medical professionals.  

 IHPs will be easily accessible whilst preserving confidentiality.  
 IHPs will be reviewed at least annually or when a pupil’s medical circumstances change, 

whichever is sooner.  
 Where a pupil has an Education, Health and Care plan (EHCP) or special needs statement, the 

IHP will be linked to it or become part of it.  
 Where a pupil is returning from a period of hospital education or alternative provision or 

home tuition, the school will work with the relevant education provider to ensure that the 
IHP identifies the support the pupil needs to reintegrate.  
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School Trips and Sports Activities 
Pupils with medical conditions are encouraged to participate in school trips and visits, or in 
sporting activities, and will not be prevented from doing so wherever possible.  Parents/carers 
and pupils will be consulted and advice taken from relevant healthcare professionals to ensure 
that pupils can participate safely.  Staff will be aware of how a pupil’s medical condition will 
impact on their participation.  A risk assessment, where necessary, will be undertaken so that 
planning, with any reasonable adjustments, takes account of any steps needed to allow all pupils 
to participate according to their own abilities.   

Emergencies 
 Staff will take immediate and appropriate action. 
 The Trust possesses two automatic external defibrillators (AED) for any person to use in an 

emergency situation. These are available outside reception of Hinchley Wood School (HWS) 
and in the HWS sports hall.  

 Medical emergencies will be dealt with by the Principle First Aider.  
 Where an Individual Healthcare Plan (IHP) is in place, it should detail what constitutes an 

emergency and what to do in an emergency. 
 Where appropriate, pupils will be informed in general terms of what to do in an emergency 

such as informing a teacher.  

 If a pupil needs to be taken to hospital, a member of staff will remain with the pupil until 
their parents/carers arrive.  

 
Avoiding Unacceptable Practice 
The school considers the following behaviour to be unacceptable:  
 Preventing pupils from easily accessing and administering their medication when and where 

necessary. 
 Assuming that every pupil with the same condition requires the same treatment.  
 Failing to consider the views of the pupils and/or their parents/carers.  
 Ignoring medical evidence or opinion.  
 Sending pupils home frequently or preventing them from taking part in normal school 

activities unless their medical condition warrants this course of action or this is specified in 
their IHP. 

 Sending a primary age pupil to Reception alone if they are ill.  
 Sending a secondary age pupil to Reception alone if they are deemed to be seriously ill.  
 Penalising pupils with medical conditions for their attendance record where the absences 

relate to their condition.  
 Requiring parents/carers to attend school to administer medication or provide medical 

support to their child unless required in primary school.  
 Creating unnecessary barriers to pupils participating in any aspect of school life, including 

school trips.  If a medical condition is prohibitive, a plan of action will be discussed with staff 
and parents/carers to enable participation. 

 Preventing pupils from eating, drinking or taking toilet or other breaks whenever they need 
to in order to manage their known, documented medical condition effectively. 

 
Staff may face disciplinary action if any such instances are brought to the attention of the 
Headteacher. 
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Confidentiality 
In compliance with the Data Protection Act 2018, the school offers a privacy notice which explains 
to parents/carers and pupils how the school may use and share confidential medical and other 
information which is held by the school. 

Insurance 
Staff members who undertake responsibilities within this policy are covered by the school’s 
insurance.  

Complaints 
If parents/carers or pupils are dissatisfied with the support provided they should discuss their 
concerns informally with the appropriate member of staff.  If, however, this does not resolve the 
situation then they should make a formal complaint using the school’s complaints procedure.  

Monitoring and Evaluation 
The policy will be monitored by the Headteacher and Local Governors for its effectiveness in 
implementation, and evaluated and reviewed at least annually, or sooner in the light of any 
incidents that may occur or any changes to legislation. 
 
Appendices 
Appendix 1 – Pupil Medication Request Form 
                              
 
 
 
Approved by Trust Board:  March 2022 
 
Next Review Date:   March 2023 
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APPENDIX 1 HINCHLEY WOOD LEARNING PARTNERSHIP 
 
 PUPIL MEDICATION REQUEST 

 

 
Pupil’s name: ________________________________________________________________ 
 
Parent/Carer’s surname if different: _______________________________________________ 
 
Home Address: _________________________________________________________________ 
 
______________________________________________________________________________ 
 
Condition or illness: ______________________________________________________________ 
 
Parent/Carer’s telephone numbers: 
   
Home: _____________________ Work: ____________________ Mobile: ___________________ 
 
G.P. Name: ______________________________ G.P Telephone: ________________________ 
 
G.P. Location: __________________________________________________________________ 
 
Please tick the appropriate boxes: 

 I agree to members of staff administering / supervising the self-administration* of 
medicines/providing treatment to my child as directed below. 

 
 I agree to update information about the child’s medical needs held by the school 

 
 I will ensure that the medicine held by the school has not exceeded its expiry date 

*delete as appropriate  

Signed: ________________________________________ Date: ______________________ 
(Parent/Carer) 
 

Name of medicine Dose Frequency/times Completion date of 
course if known 

Expiry date of 
medicine 

 
 

    

 
 

    

 
 

    

Special Instructions: 
 
 

Allergies: 
 
 

Other prescribed medicines 
Child takes at home: 
 
 

PLEASE NOTE:   

Medication is disposed of by the first aider when it reaches the expiry date. 

 

 


