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SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN 

Section 175 of the Education Act 2002 places a duty on local authorities and the 
governors of maintained schools to make arrangements to ensure that their 
functions are carried out with a view to safeguarding and promoting the welfare of 
children. 

Section 157 of the same act and the Education (Independent Schools Standards) 
(England) Regulations 2003 require proprietors of independent schools (including 
academies) to have arrangements to safeguarding and promote the welfare of 
children who are pupils at the school. “Keeping Children Safe in Education” was 
issued to schools September 2019 detailing statutory guidance, placing a duty on 
schools to promote the welfare of children. In 2018, the definition of safeguarding 
children was revised in the document “Working Together to Safeguard Children” to 
the following:  

• Protecting children from maltreatment 
• Preventing impairment of children’s’ health or development 
• Ensuring that children grow up in circumstances consistent with the provision 

of safe and effective care 
• Taking action to enable all children to have the best outcomes 
•  

Safeguarding children is consequently more than contributing to the protection of 
individual children and the school is committed to the development of policy and 
practice that supports children and their families to be safe, healthy, enjoy and 
achieve, contribute positively and achieve economic wellbeing  

Grace Mary Primary School strives to promote the welfare of our pupils by: 

1. Creating and maintaining a safe learning environment. 
2. Identifying child welfare concerns and taking appropriate action. 
3. Using the curriculum to enable our children to develop keep safe strategies 
4. Operating safe recruitment and selection procedures to prevent unsuitable 

people working with our children. 
 

The school has a suite of policies designed to meet these needs and are available on 
request or via the school website or school office. 
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Introduction  

Parents have the prime responsibility for ensuring a child’s health and for deciding whether they 
are fit to attend school. Parents should also provide all necessary information about their child’s 
medical needs to the school.  

DfE April 2014 – Supporting Pupils At School With Medical Conditions Key points are:  

• Pupils at school with medical conditions should be properly supported so that they can 
have full access to education, including school trips and physical education.  

• Governing Bodies must ensure that arrangements are in place in schools to support pupils 
at school with medical conditions.  

• 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 effectively supported.  

This policy may be superseded by a child’s EHC plan or Individual Care Plan, or may be used in 
conjunction with them.  

Staff Duties : School teachers have no legal obligation to administer medicines to pupils nor 
supervise them while they take medicine, unless contracted to do so. Staff may volunteer to 
assist in the administration of medicines but must be given appropriate training and guidance. As 
a school, we train specific named staff for the purpose of the administration of medicines; these 
are a trained First Aid at Work first aiders. See First Aid at Work posters around school.  

As a school, we have a duty to plan how administering medicines can be accommodated in 
school and on educational visits to allow children who have medical needs to attend.  

Process for the Administration of Medicines in School – short term medical needs: Medicines 
should normally be administered at home and only taken into school when absolutely necessary 
(where it would be detrimental to the child’s health, or would greatly impact on a child’s school 
attendance, if the medicine were not taken during the school day).  

The school will only accept:  

• Medicines prescribed by a medical practitioner  
• Medicines that are in date  
• Medicines that need to be administered in excess of 3 times per day.  
• Medicines in their original container, as dispensed by a pharmacist  
• Containers with labelling identifying the child by name and with original  

instructions for administration, dosage and storage.  

• (For use of inhalers see Asthma Policy) •  

The school will not accept or administer:  
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• Medicines that are to be administered 3 times per day (unless the child is attending after 
school club and will not return home immediately after 3:00pm, or attending a residential 
visit)  

• Piriton  
• Paracetamol eg Calpol, or aspirin.  

On accepting medication, the parent must sign a form disclosing all details and giving permission 
for the medication to be administered by a named person, usually Mrs. J. Shearers or Mr R 
Beasley.  

The medicine must be kept in a locked cupboard (except where storage in a fridge is required) 
and only accessed by named adults, or with the permission of the Headteacher.  

When administering, the named adult must complete a record (appendix a) showing the date 
and time and details/dosage of the medication. This must be counter-signed by another adult.  

In the case of the child being allowed to administer their own medication, this must again be 
added to the record and counter-signed by another adult.  

Under no circumstances should a parent send a child to school with any medicines, e.g. throat 
sweets/tablets, without informing the school. These could cause a hazard to the child or to 
another child if found and swallowed.  

Parents are welcome to come into school to administer medicines themselves that the school 
refuse to administer, for reasons given above.  

Process for the Administration of Medicines in School – long term medical needs: Where a child 
has long-term medical needs, a care plan must be written with the assistance of the school nurse 
and in the presence of the parent/guardian of the named child. This may also result in an 
individual risk assessment also being required. The care plan must be followed and reviewed at 
least annually.  

It is the parent’s responsibility to inform the school of any changes to the child’s condition that 
may require the details of the care plan to be altered. The Headteacher must ensure that named 
staff are trained to administer or give the level of care required by the details of the care plan.  

As a school, we try to ensure that we have sufficient information about the medical condition of 
any child with long-term medical needs and will request meetings with parents and recognised 
medical practitioners regularly to provide the correct level of training. Training should be specific 
to the individual child concerned.  

There will also be regular/annual training for all staff on more generalised needs e.g. asthma 
awareness and epi-pen training, diabetes and epilepsy. The school is well supported by the 
School Nurse who provides staff with advice and any relevant training on request.  
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Process for the Administration of Medicines during residential visits– all medical needs : For 
the purpose of residential visits, there will be a named person with responsibility for the 
administration of medicines and care of children as above.  

Parents will be asked to complete a form and may be required to meet with the named staff to 
ensure that staff are aware of all medical requirements.  

Parents to collect medication at the end of the day from the office and a record of medicine 
administered during the day. 

In the case of higher levels of care e.g. intimate care, the named member of staff will also meet 
with the school nurse, or other recognised medical advisor to ensure that they are trained in 
dealing with the level of care required.  
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Individual healthcare plan 
  

Name of school/setting  

Child’s name  

Group/class/form  

Date of birth     

Child’s address  

Medical diagnosis or condition  

Date     

Review date     

 
Family Contact Information 

 

Name  

Phone no. (work)  

(home)  

(mobile)  

Name  

Relationship to child  

Phone no. (work)  

(home)  

(mobile)  

 
Clinic/Hospital Contact 

 

Name  

Phone no.  

 
G.P. 

 

Name  

Phone no.  
 
 
Who is responsible for providing 
support in school 
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Describe medical needs and give details of child’s symptoms, triggers, signs, treatments, 
facilities, equipment or devices, environmental issues etc 
 

 
 
Name of medication, dose, method of administration, when to be taken, side effects, 
contra-indications, administered by/self-administered with/without supervision 
 

 
 
Daily care requirements  
 

 
 
Specific support for the pupil’s educational, social and emotional needs 
 

 
 
Arrangements for school visits/trips etc 
 

 
 
Other information 
 

 
 
Describe what constitutes an emergency, and the action to take if this occurs 
 

 
 
Who is responsible in an emergency (state if different for off-site activities) 
 

 
 
Plan developed with 
 

 
 

 
Staff training needed/undertaken – who, what, when 
 

 
 
Form copied to 
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Parental agreement to administer medicine 
Grace Mary Primary School will not give your child medicine unless you complete and sign this 
form, and the school or setting has a policy that the staff can administer medicine. 

Date for review to be initiated by  

Name of school/setting  

Name of child  

Date of birth     

Group/class/form  

Medical condition or illness  

 
Medicine 

 

Name/type of medicine 
(as described on the container) 

 

Expiry date     

Dosage and method  

Timing  

Special precautions/other instructions  

Are there any side effects that the 
school/setting needs to know about? 

 

Self-administration – y/n  

Procedures to take in an emergency  

NB: Medicines must be in the original container as dispensed by the pharmacy 
 
Contact Details 
Name  

Daytime telephone no.  

Relationship to child  

Address  

I understand that I must deliver the 
medicine personally to 

agreed member of staff:  

 
The above information is, to the best of my knowledge, accurate at the time of writing and I give 
consent to school/setting staff administering medicine in accordance with the school/setting 
policy. I will inform the school/setting immediately, in writing, if there is any change in dosage or 
frequency of the medication or if the medicine is stopped. 

 
Signature(s) ___________________                Date _____________________________  
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Record of medicine administered to an individual child
   
Name of school/setting  
Name of child  
Date medicine provided by parent     
class  
Quantity received  
Name and strength of medicine  
Expiry date     
Quantity returned  
Dose and frequency of medicine  

 
 
Staff signature  _________________________  
 
 
Signature of parent ________________________   
 
 
Date Time Dose Initials: 

Administered by 
Initials: Checked & 
observed by 
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Record of medicine administered to an individual child (Continued) 
Date Time Dose Initials: 

Administered by 
Initials: Checked & 
observed by 

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     



 
 

 Record of medicine administered to all children 
Eg, Inhalers,  

Name of school GRACE MARY PRIMARY SCHOOL 
 
 Date Child’s name Time Name of Dose given Any reactions Signature Print name 
    medicine   of staff 
 

        

        

        

        

        

        

        

        

        

        

        

        

        

        
 
 

 

 



 
 

Template E: staff training record – administration of 
medicines 
 

Name of school Grace Mary Primary School 

Name  

Type of training received  

Date of training completed     

Training provided by  

Profession and title  
 
I confirm that _________________________has received the training detailed above 
and is competent to carry out any necessary treatment. I recommend that the training is 
updated [name of member of staff]. 
 
 
Trainer’s signature  ____________________________  
 
Date  ________________  
 
 
I confirm that I have received the training detailed above. 
 
 
Staff signature  ____________________________  
 
Date  ________________  
 
Suggested review date   ______________   
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Contacting emergency services 
 

Request an ambulance - dial 999, ask for an ambulance and be ready with the 
information below. 

Speak clearly and slowly and be ready to repeat information if asked. 

 

1. your telephone number  

2. your name 

3. your location as follows [insert school/setting address] 

4. state what the postcode is – please note that postcodes for satellite navigation 
systems may differ from the postal code 

5. provide the exact location of the patient within the school setting  

6. provide the name of the child and a brief description of their symptoms 

7. inform Ambulance Control of the best entrance to use and state that the crew will 
be met and taken to the patient 

8. put a completed copy of this form by the phone 
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Model letter inviting parents to contribute to individual 
healthcare plan development 
 

Dear Parent/Carer of 

DEVELOPING AN INDIVIDUAL HEALTHCARE PLAN FOR YOUR CHILD 

Thank you for informing us of your child’s medical condition. I enclose a copy of the 
school’s policy for supporting pupils at school with medical conditions for your 
information. 

A central requirement of the policy is for an individual healthcare plan to be prepared, 
setting out what support the each pupil needs and how this will be provided. Individual 
healthcare plans are developed in partnership between the school, parents, pupils, and 
the relevant healthcare professional who can advise on your child’s case.  The aim is to 
ensure that we know how to support your child effectively and to provide clarity about 
what needs to be done, when and by whom.  Although individual healthcare plans are 
likely to be helpful in the majority of cases, it is possible that not all children will require 
one.  We will need to make judgements about how your child’s medical condition impacts 
on their ability to participate fully in school life, and the level of detail within plans will 
depend on the complexity of their condition and the degree of support needed. 

A meeting to start the process of developing your child’s individual health care plan has 
been scheduled for _____________________.  I hope that this is convenient for you and 
would be grateful if you could confirm whether you are able to attend.  The meeting will 
involve [the following people]. Please let us know if you would like us to invite another 
medical practitioner, healthcare professional or specialist and provide any other evidence 
you would like us to consider at the meeting as soon as possible.  

If you are unable to attend, it would be helpful if you could complete the attached 
individual healthcare plan template and return it, together with any relevant evidence, for 
consideration at the meeting.  I [or another member of staff involved in plan development 
or pupil support] would be happy for you contact me [them] by email or to speak by 
phone if this would be helpful. 

Yours sincerely 

 

 

 

 

 


