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Context 

 
Children with medical needs have the same rights of admission to a school or setting as other 

children. Most children will at some time have short-term medical needs, perhaps entailing 

finishing a course of medicine such as antibiotics. Some children however have longer term 

medical needs and may require medicines on a long-term basis to keep them well, for example 

children with well-controlled epilepsy or cystic fibrosis.  

 

Others may require medicines in particular circumstances, such as children with severe allergies 

who may need an adrenaline injection. Children with severe asthma may have a need for daily 

inhalers and additional doses during an attack. 

 

The procedures we follow ensure that medication is given safely using the appropriate dose at the 

appropriate time. 

 

Several of our school staff are qualified in paediatric first aid, so that there is a first aider available 

at all times, whether children are being educated in school or off site (such as trips). 

  

Administration Procedures – Short Term Medication 

 
All prescribed medications should be in original packaging, including the box, and state clearly the 

child’s name, dosage and pharmacy label. These medications will then need to be signed in and 

out of the office for every day it is required. They should also be collected daily.  

The exceptions to this are for those children on long-term medication plans where we have a 

written agreement in place enabling their medication to be kept on the premises and for those 

children who have inhalers. 

Medicine (both prescription and non-prescription) can only be administered to a child where 

written permission for that particular medicine has been obtained from the child’s parent and/or 

carer.  This will be in the form of our medication form. 

Forms to administer an OTC (Over the Counter) medicine should be dated, should include child’s 

name and address, the child’s full name, the dosage and frequency of dosage to be administered, 

the period for which the medicine should be used, the period of use including the terminal date 

and be signed.  

All medicines must be genuinely ‘OTC’ (Over the Counter) We cannot administer herbal remedies, 

home-made cough syrup or anything with overseas labelling.  

Existing prohibitions, including on the administration of medicines containing ibuprofen or aspirin 

must be continued. 

The medicine is then kept in the leadership office in a refrigerator, if required. 

Generally, the office staff/teaching assistant or a first aider will administer the medication; on 

trips, the accompanying first aider (TA) will administer it 
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Long Term Medical Needs  
 

Prior to admission to school, parents receive an admissions form where medical conditions/dietary 

requirements must be recorded. This information forms part of the child's personal record. 

Where applicable a meeting with the SENDCO or another appropriate member of staff can be 

arranged prior to admission to ensure that school have the necessary means in place to meet the 

needs of the child prior to admission. Procedures to meet the medical needs of pupils are then set 

up, according to their condition, in partnership with the parents/carers and health professionals as 

appropriate. If necessary a Health Care plan will be drawn up with the NHS staff looking after the 

child’s health needs. This will be kept on both SIMS and Meditracker.  

 

Staff training needs are also identified and training provided prior to the child’s entry into school 

or nursery. Sufficient staff will be trained to support children with medical conditions and all staff 

are aware of a child’s condition and understand the child’s individual Healthcare Plan.  

Individual Healthcare Plans for children with medical conditions are tailored to a child’s particular 

needs and agreed by the school, parents, the child (if appropriate) and the relevant healthcare 

professionals. 

 

No child with complex medical needs will be excluded from any part of school life such as off -site 

school visits, sporting activities. Teachers should be aware of how a child’s medical condition will 

impact on their participation, but there should be enough flexibility for all children to participate 

according to their abilities.  The school will make arrangements for the inclusion of pupils in such 

activities unless evidence from a clinician such as a GP or consultant states that this is not possible 

 

Administration Procedures – Asthma Inhalers  
 

If a child has a history of asthma, however mild, the parent needs to complete an Asthma 

Information sheet and give to the office (see Appendix 2).  This outlines triggers and treatments 

and gives the school instructions for administering the medication.  Permission to administer the 

medication according to those instructions is also given on the form.  

One copy of the asthma information sheet is kept in the office and another is kept in the 

classroom. 

Inhalers are kept by the class teacher so that they are readily available for the child if needed.  

Class teachers also discuss how and when the inhaler should normally be used with the parent of 

the child. 

Asthma inhalers are held by the first aider on school trips, however short (eg walk to the library). 

Teachers take care that inhalers are not left where other children can pick them up. 

In cases of a severe asthma attack, one of the qualified First Aiders will be consulted, the parent 

contacted and the emergency services if that is deemed appropriate. 

When a child has used his/her inhaler unexpectedly, the class teacher will inform the parent at the 

end of the day. 

When the child transfers to another school, the personal record is sent to the receiving school.   

School will keep a set of school inhalers with washable spacers in case of emergency and a child 

has forgotten theirs. A record will be kept on Meditracker when these are used.  
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Long Term Medication Administration Procedures 
 

This covers a variety of conditions and will vary according to the condition.  It includes the 

medication for epilepsy and allergies. 

The procedures for long term administration of medication are encapsulated in an individual 

Healthcare plans, which outlines the responsibilities of the parent, including maintaining the 

supply of up to date medication, the responsibilities of the school, including the recording of 

administration the personnel involved and their training record 

 

Monitoring and Accountability 

 
The Spencer Academy Trust 

It is the responsibility of the SA Trust 

 to ensure that there is an up to date policy for administering medicines 

 to ensure training is provided as necessary 

 

The Principal 

It is the responsibility of the Principal  

 to ensure that the agreed policy is implemented 

 to liaise with health services 

 to access training identified by staff and medical professionals 

 

All staff 

It is the responsibility of all staff  

 to know and understand the school policy (refer also to Staff Handboook) 

 to identify training needs. 
 

Entitlement 
 

The school accepts that pupils with medical needs should be assisted if at all possible and that 

they have a right to the full education available to other pupils.  

The school believes that pupils with medical needs should be enabled to have full attendance and 

receive necessary proper care and support.  

The school accepts all employees have rights in relation to supporting pupils with medical needs as 

follows:  

• choose whether or not they are prepared to be involved;  

• receive appropriate training;  

• work to clear guidelines;  

• have concerns about legal liability;  

• bring to the attention of management any concern or matter relating to supporting pupils 

with medical needs.  
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Expectations 
 

It is expected that:  

Parents will be encouraged to co-operate in training children to self-administer medication if this 

is practicable and that members of staff will only be asked to be involved if there is no alternative. 

Where parents have asked the school to administer the medication for their child, the prescription 

and dosage regime should be typed or printed clearly on the outside. Pupils should not bring in 

their own medicine. This should be brought into school by the parent.  

That employees will consider carefully their response to requests to assist with the giving of 

medication or supervision of self-medication and that they will consider each request separately.  

 

The school will liaise with the School Health Service for advice about a pupil’s special medical 

needs, and will seek support from the relevant practitioners where necessary and in the interests 

of the pupil.  

 

Any medicines brought into school by the staff e.g. headache tablets, inhalers for personal use 

should be stored in an appropriate place and kept out of the reach of the pupils. Any staff 

medicine is the responsibility of the individual concerned and not the school.  

 

Policy into Practice 

 
There is a need for proper documentation at all stages when considering the issue of support for 

pupils with medical needs in school. 
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APPENDIX 1 

Medication Administration Form 

Inkersall Primary Academy Medical Consent Form 
From September 2019, Inkersall Primary Academy may administer OTC (over the counter) 

medication. All medication must be in the original packaging with information leaflet included.  

Medication prescribed by the doctor must be in the original packaging with the child’s details, 

dosage and pharmacy label. 

 

I understand that Inkersall Primary Academy can only administer medication following the 

completion of a medical consent form.  As the parent/guardian of the child named below, I give 

my permission for the appointed staff in school to administer the named medication below. (A 

separate form is required for each medicine prescribed) 

 

Inkersall Primary Academy cannot be held responsible for any reaction or side effects that a child 

may suffer as a result of taken the medication as directed and signed for by the parent. 

Please note that staff cannot give medication if this form is not clearly completed and signed by 

the parent/guardian. 

 

Child’s Name____________________________ Age_______ Date of Birth____________ 

 

Date Medication Began_____________________________________________________ 

 

Date Treatment Ends_______________________________________________________ 

 

Name of Medication________________________________________________________ 

 

Dose required ____________________________________________________________ 

 

Frequency required________________________________________________________ 

 

Time of last dosage________________________________________________________ 

 

Times when medicine should be administered___________________________________ 

 

Any known side effects: ____________________________________________________ 

 

Is this medication prescribed by a doctor Yes/No (delete as applicable) 

 

Signature of parent/guardian________________________________________________ 

 

Address________________________________________________________________ 

Phone Number______________________________ Date ________________________ 
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INKERSALL PRIMARY ACADEMY MEDICATION LOG 

Name of 
Child 

Date 
and 

Time 

Name of Medication Dose Given Practitioner 
Signature 

PARENT SIGNATURE 

Medication 
In 

Medication 
Out 
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 Appendix 2 

ASTHMA POLICY 
 

The welfare of all pupils is of paramount importance at Inkersall Primary Academy.  

 

The aims of this policy are: 

  

• To ensure that children with asthma are treated appropriately when the need arises 

• To enable children with asthma to access the full range of school experiences 

In order to achieve these aims, the following procedures are followed by all staff. 

Prior to admission to school, parents receive an admissions form where medical conditions/dietary 
requirements must be recorded. This information forms part of the child's personal record. 

• If a child has a history of asthma, however mild, the parent is asked to complete an Asthma Information 
sheet (attached).  This outlines triggers and treatments and gives the school instructions for 
administering the medication.  Permission to administer the medication according to those instructions 
is also given on the form.  

• One copy of the asthma information sheet is kept in the office and another is kept in the classroom.  
  

• Inhalers are kept by the class teacher so that they are readily available for the child if needed.  Class 
teachers also discuss how and when the inhaler should normally be used with the parent of the child. 

  

• Teachers take care that inhalers are not left where other children can pick them up. 
  

• In cases of a severe asthma attack, one of the qualified First Aiders will be consulted, the parent 
contacted and the emergency services if that is deemed appropriate. 

  

• When a child has used his/her inhaler unexpectedly, the class teacher will inform the parent at the end 
of the day. 
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                             ASTHMA HOME/SCHOOL LIAISON FORM 

 

Child’s Name  

DOB  

Home Phone No.  

Emergency Nos. in case of attack  

Name of Doctor  

At what age did asthmatic attacks start?  

How often do attacks occur?  

How long do attacks normally last?  

Is there a time of day when they occur more frequently?  

Do you know of any particular cause which might bring on an attack? 

Does your child use a Nebuliser at home?  

Name of Inhaler/medication being used.  

Should the inhaler be used during the school day, please give written instructions:- 

 

 

Please give advice on how we should handle a more serious attack in your child:- 

 

 

Any further comments. 

 

 

NB If your child is to use an inhaler at school we recommend that you ask your doctor for an extra inhaler 

to be kept in school meaning they will have two in school.  It will be kept by the class teacher and used 

according to your instructions. 

 

Signed_________________________ Parent/Guardian    Date ___________ 


