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Roles and Responsibilities 
The Board of Trustees will ensure that arrangements are in place to support students with medical 

conditions and that these students enjoy the same opportunities as all other students at the School.  
 

The Board of Trustees reserves the right not accept a pupil into school at times where it would be 

detrimental to the health of that pupil or others to do so, such as where the child has an infectious 
disease. 

 
The Board of Trustees will ensure sufficient staff receive suitable training and are competent before 

they take on responsibility for supporting student with medical needs. 
  

The Headteacher will ensure this policy is effectively implemented and that all staff understand their 

role in its implementation. The Headteacher will also ensure that a sufficient number of staff are trained 
and available to implement this policy and deliver against all individual healthcare plans (IHP), including 

in emergency situations. 
 

Parents and Carers will notify the school if their child has a medical condition and assist in the 

development and review of their child’s IHP by providing the school with sufficient and up-to-date 
information about their child’s medical needs. In addition, they will ensure that they or another 

nominated adult are contactable at all times. 
 

Other School staff may be asked to provide support to pupils with medical conditions, including the 

administering of medicines, but are not obliged to do so. All school staff will take into account the needs 
of pupils with medical conditions in their lessons and know what to do and respond accordingly when 

they become aware that a pupil with a medical condition needs help.  
 

Agency Staff will be made aware of this policy  
 

 

Individual HealthCare Plan (IHP) 
IHPs help ensure that Charters effectively supports students with a medical condition.  It provides 

clarification about what needs to be done, when and by whom.  It will often be essential, such as in cases 
where conditions fluctuate or where there is a high risk that emergency intervention will be needed.  

However, not all students with a medical condition will require one. The decision to develop an IHP will 

made in consultation with parents, school staff, students and other healthcare professionals where 
necessary. Advice will also be sought from a member of the First Aid Team. 

 
IHPs record important details about an individual student’s medical needs at school, their triggers, signs, 

symptoms, medication and other treatments.  Further documentation can be attached to the IHP, if 

required. 
 

Where the school is made aware of a medical condition, whether diagnosed or not, IHPs will be sent out: 
 

• At the anniversary of the IHP for Years 8 to 13*.  The parent/carer will receive a letter or email 

with the old plan attached asking for any amendments. 

• At enrolment for Year 7 

• When a diagnosis is first communicated to the school, (if this is during the academic year) 
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School staff will alert a member of the First Aid Team if they become aware of a new medical condition 

affecting a student. 
 

The Parents/carers in consultation with their child’s healthcare professional are asked to complete the 
student’s IHP.  Parents/carers are required to return these completed forms to the First Aid Team (FAT), 

who will in turn liaise with the Head of Year. 

 
A member of the FAT or the Head of Year along with the SENCO, will be available, if required, to help 

draw up an IHP for students with complex healthcare or educational needs. 
 

Any inconsistencies on a completed IHP will be followed up by a member of the FAT.  Any changes made 
to an IHP can only be carried out by a member of the FAT. 

 

The details of a students’ IHP will be added to our SIMS database so that every member of staff will have 
access to this information,  

 
A copy  of the IHP is maintained in SIMS under Medical 

 

If a student attends a Work Experience week it is the Parents/carers responsibility to inform the employer 
of any medical conditions. 

 
IHPs will be reviewed annually or sooner if circumstances change. In any event where a child is returning 

following an extended period away from school the IHP will consider re-integration strategies. 
 

Where an EHCP exists the IHP will be linked to it, or will form part of it  

 
 

Administration of Medicines 
Wherever possible we encourage students to take medication outside of school hours and to self-
administer.   

 
Students who are competent will be encouraged to take responsibility for self-managing their medicines 

and procedures.  This will be reflected in their IHP, as appropriate. 
 

Pupils under 16 years of age are not given prescription or non-prescription medicines without their 

parent/carer’s consent – except where the medicine has been prescribed to the pupil without the 
parent/carer’s knowledge. In such cases, the school encourages the pupil to involve their 

parents/carers, while respecting their right to confidentially.  
 

Pain relief medicines are never administered without first checking when the previous dose was taken 

and the maximum dosage allowed. Aspirin will never be given to a student under the age of 16 unless 
prescribed by a doctor.  

 
Parents/carers are informed when medication is administered that is not agreed in an IHP plan.  

 
Students are encouraged, with their parents’ permission, to carry their own medicines and relevant 

devices. Where this is not possible they will be held in a suitable location that can be accessed quickly 

and easily.  The school only accepts medicines that are in-date, labelled, in their original container, and 
that contain instructions for administration, dosage and storage. The only exception to this is insulin 

and auto injectors, which must still be in-date, but is available in a pen or pump, rather than its original 
container. 

 

All medicines are stored safely. Pupils know where their medicines are at all times and are able to 
access them immediately, whether in school or attending a school trip/residential visit. Where 

relevant, pupils are informed who holds the key to the medicine storage facility.  
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When medicines are no longer required, they are returned to parents/carers for safe disposal. Sharps 

boxes are always used for the disposal of needles and other sharps.  

 
Controlled drugs, including those prescribed for ADHD, must be stored in a non-portable container and 

only named staff members have access; however, these drugs are easily accessed in an emergency. A 
record is kept of the amount of controlled drugs held and any doses administered.  

 

If a student misuses their medication, or that of another, their Parent/Carer will be informed and the 
student may be subject to disciplinary procedures.  

 
If a child refuses to take medicine or carry out a necessary procedure, staff will not force them to do so. 

parents/carers will be informed immediately. 
 

Records are kept of all medicines administered to individual children – stating what, how and how much 

was administered, when and by whom. A record of side effects presented is also held.  
 

Where staff agree to administer medication, full training will be given.  The task of administering 
medicines in school in undertaken by the FAT on a voluntary basis. 

 

The School can take no responsibility if students bring medicines to School and take them without the 
School’s knowledge. 

 
Parents/Carers are responsible for ensuring new and in date medication is available in School. 

 

School Trips 
For full details, see the Off-Site Visits and procedures detailed on Evolve 

 

Pupils with medical conditions are supported to participate in school trips, sporting activities and 

residential visits. Any restriction on a students’ ability to participate must be included in the students’ 

IHP.  

Prior to an activity taking place, the school conducts a risk assessment in conjunction with the parents 

to identify what reasonable adjustments should be taken to enable pupils with medical conditions to 

participate. In addition to a risk assessment, advice may be sought from pupils and relevant medical 

professionals.  

Staff responsible should carry current medical and emergency contact details and any IHPs for the 
participants and any medication required by the participants unless carried by the individual. 

 

Wherever possible, the school will arrange for adjustments to be made for all pupils to participate, 

except where evidence from a clinician, such as a GP, indicates that this is not possible.  

Students needing medication before or during exercise must have access to medication (inhalers) if 

necessary. 
 

Unacceptable practice 
 Staff should exercise discretion when supporting students with medical needs, however it is considered 
unacceptable practice to: 

 

• Prevent a child from easily accessing inhalers or other medication 

• Assume that every child with the same condition requires the same support 

• Ignore medical evidence or the views of the child and their parents. 

• Send a child unaccompanied to the medical room 

• Penalise children with a specified medical condition for their attendance record 

• Prevent pupils from taking necessary steps to enable them to manage their medical condition, 
including toilet breaks, eating and drinking 
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• Create unnecessary barriers that prevent a child in participating fully in school life 

• Make parents feel obliged to attend school to administer medication or to provide support for a 
student with medical needs 

Liability and Indemnity 
The school is a member of the Risk Protection arrangement for Academies ensuring all staff have liability 

cover when supporting students with medical needs or administering medicines. 

 

Emergency Procedures 
ALL staff will be made aware of the process for calling the emergency services. 
 

The attending First Aider, will make the decision to call an ambulance, they will remain 

with the patient when the call is made.  This will ensure the First Aider is able to pass on 
observations and take instructions from the Ambulance Service, if necessary. 

 
Information on staff trained in first aid will be circulated at the start over the academic year and more 

frequently as changes occur. 

 
Where an IHP is in place it should detail what constitutes an emergency and what to do in an 

emergency.  
 

A student taken to hospital by ambulance must be accompanied by a member of staff who must remain 

until the student’s parent/carer or responsible adult named by the parent arrives 
 

Staff, must not take students to hospital in their own cars, except in exceptional circumstances.  The 
member of staff must seek permission from a member of SLT, wherever possible and must be 

accompanied by another adult and have appropriate insurance. 
 

 

Sickness 
Students who report to staff that they do not feel well shall, at the member of staff’s discretion, be sent 

to Reception where a member of the FAT will determine the next course of action. 

 
Accidents 
 Accidents requiring the need for hospital or doctor’s treatment will be assessed by a member of the 
FAT.  Do not move the patient if damaged bones are suspected.  If there is an obvious need for an 

ambulance, the call should be made by the attending First Aider.   

 
When a minor accident occurs or a student requires First Aid, the student will be accompanied to the 

nearest First Aid facility.  First-aid kits are sited in each separate building and specifically in areas where 
minor injuries are more likely to occur. 

 

An Accident Report Form must be completed following every accident or near miss whether on site or 
off site on a trip.  These should be uploaded to Evolve within 3 days of the trip returning. 

 
All members of staff must request assistance from the designated first aiders for students who require 

first aid.   
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Defibrillators 
The school has an automated external defibrillator (AED). It is stored at Reception and is available to all 

staff and students in the event of an emergency.  
 

Complaints 
Any complaints concerning the support provided to children with medical conditions will be handled in 
line with the School Complaints Policy 
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