
         
      For every child to reach their potential and 

                                ‘Live Life in all its Fullness.’ 
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Intent   
Hindsford CE Primary School is committed to ensuring that: 
 

-Children requiring medicine to be administrated during the school day receive this medicine as instructed by a medical 
profession (authorised by the parent/carer) and that this medicine is stored correctly and safely whilst on the school premises.  
 

-Children that have a medical condition are fully supported with this condition, including the correct administration and storage 
of medicine as instructed by a medical professional (authorised by the parent/carer), correct delivery of medical programmes 
such as physiotherapy or SALT and by ensuring that there are members of staff fully trained to support the pupil with the 
management of this condition as outlined in their Health Care Plan.  
 

-Children with asthma, have access to their inhaler at all times and that these are administrated according to a medical 
professional (authorised by the parent/carer).  
 

-Children with an allergy are not exposed to this allergy and that their allergy is known across the school so that all staff are 
aware, know what to do if there is an exposure and are familiar where their emergency medicine (i.e., epi-pen / anti-histamine) 
is kept if this is required to be administrated.  
 

-The school has adequate first aid supplies on site to deal with a range of first aid incidents.  
 

-The school has adequate systems in place in the event of first aid being required.   
 

-The school has an adequate number of staff trained in first aid at different levels (paediatric first aider, senior first aider and 
general first aider (first aid at work).  
 

-The school has a defibrillator on site and staff trained in the use of this.  
 

-All administration of medicine is recorded and kept.  
 

-All paperwork for a pupil with a Health Care Plan is kept fully up to date and regularly reviewed.  
 

-If a pupil receives first aid, a message will be sent home to inform the parent/carer.  
 

-The school will report any first aid requiring further hospital treatment to Wigan Local Authority.  
 

Implementation 
 

Paperwork:  
To ensure that the school has the most up-to-date medical information about each pupil, at the end of each academic year a 
medical form is sent home to each child (including new to Reception pupils but not Year 6), so that all parent/carers have the 
opportunity to update this form ensuring that the school is fully aware of their child’s medical needs.  
 
On returning the form, the school’s Office Administrator will update the current medical information that we on our SIMS 
system (or input the information if the pupil is new to the school) and once all the forms are collected, the Office Administrator 
will produce a whole school Medical Overview which will disseminated to all staff.  
 
A copy of this Medical Overview will be able to be viewed by the door of every classroom and communal room in the building 
and on the school’s Health & Safety Board in the Staffroom. For GDPR purposes, a front cover will be used so that no personal 
information is directly on show and staff will ensure that the overview will be stored higher than the children can reach.  
 
For pupils with a Health Care Plan, this too will be sent home at the end of the academic year with parents/carers being asked to 
update this accordingly. Of course, if there are any changes to the child’s Health care Plan through-out the year then this plan 
would have already been amended.  
 
On the return of each Health Care Plan, the Office Administrator will check that the up dated information is the same on the 
school SIMS system and then photocopy the Health Care Plan. One copy will be kept in the school office as a master copy with 
the other being shared with the staff that will be working with the pupil. This copy will then be stored behind the Medical 
Overview in the child’s classroom.  
 

All Health Care plans must be signed by the parent/carer of the pupil.  
 



It is the class teacher’s responsibility to ensure that any medication listed in the Health Care Plan is present on the school the 
premises and stored correctly. If this medications for diabetes or an allergy this must be kept in the classroom and taken 
wherever the pupil moves to in the school.  
 

If the medication of the pupil on the Health Care Plan is running short in supply or near the end date, a message should be sent 
to the parent/carer for them to bring new or more medication in.  
 

If the pupil is new to Hindsford with a Health Care Plan, the school’s SENCO will meet with the parent/carer of this pupil to 
support with the completion of the plan and ensure that all elements of the plan are in place and ready before the pupil begins 
at the school.   
 

At Hindsford CE Primary, the following information will be recorded on the IHCP: 
Þ The medical condition, its triggers, signs, symptoms and treatments 
Þ The pupil’s resulting needs including medication, time, facilities, equipment, testing, access to food and drink, dietary 

requirements and environmental issues 
Þ Specific support for the pupil’s educational, social and emotional needs 
Þ The level of support needed including in emergencies.  If a pupil is self-managing their medication, this should be clearly 

stated with appropriate arrangements for monitoring 
Þ Who will provide support, their training needs, expectations of their role and confirmation of proficiency to provide support 

for the pupil’s medical condition from a healthcare professional and cover arrangements for when they are unavailable 
Þ Who in the school needs to be aware of the pupil’s condition and the support required 
Þ Arrangements for written permission from parents and the Headteacher for medication to be administered by a member of 

staff, or self-administered during school hours 
Þ Separate arrangements or procedures required for school trips or other school activities outside of the normal timetable 

that will ensure the pupil can participate 
Þ Where confidentiality issues are raised by the parent/pupil, the designated individuals to be entrusted with information 
Þ What to do in an emergency, whom to contact, and contingency arrangements. 

 
 

Administrating Medicine:  
Any medicine administrated should be recorded with this record being kept for the entire time that the pupil is at Hindsford and 
6 years after.  
 

For pupils on a Health Care Plan that are administrated medicine every day, the pupil will have a medical folder kept in the staff 
room which must be filled in every time the child is given their medication (For pupils with diabetes, this would be in their 
Diabetes Medical Log that is shared between home and school and issued by the hospital). When keeping a record, the staff 
member administrating the medicine should include: 
Þ What was administrated (dosage). 
Þ What time this was administrated. 
Þ Sign to say that they administrated it.  
 

For pupils who require medicine due to being un-well (for examples anti-biotics) although this is only for a short period of time 
until they are well again, the following process must be followed:  
 

Þ The parent/carer must hand the medicine in at the school Office Window and fill in a Medicine Form including information 
such as, what time the medicine should be administrated, where the medicine should be stored, how the medicine should 
be administrated and what dosage should be given. The parent/carer must sign this form.  
 

Þ Upon receiving the form, the member of staff receiving the medicine and form must check that the medicine has a medical 
label on it issued from the child’s doctor’s or pharmacy and that the medicine is in its original box. If the medicine does not 
have a medical label on it or is not in its original box and with its guidance leaflet, the parent/carer will be informed that 
they will have to return to school to administrate this medicine as the school will not be authorised to do so. The only 
exception of this would be for Calpol and Nurofen as these are medicines prescribed off the counter. The age of the 
medicine however must be checked to ensure that the parent/carer is giving the right medication for the age of the pupil 
before this being accepted. The member of staff must mark where on the bottle the liquid is up to or write how many 
tablets have been received on the packet in a sharpie pen so that this cannot be changed or deleted.  

 
Þ Once the medicine has been checked and a signed form has been received, the medicine should be taken to the staff room 

(access to the staffroom can only gained via a staff fob) to be stored with the form being passed to the class teacher so that 
the teacher is aware of what time to send the pupil for their medication. It is recommended that the teacher and TA of the 
class set an alarm of a school i-pad to try and avoid from this being forgotten.  

 
Þ When it is time for the medicine to be administrated, the pupil should go with a member of staff to the staffroom) and 

given the correct amount. The staff member should record this on both 1) The child’s medicine form (signed by the parent) 
and in the red medication book stored in the staffroom. This will give a receipt of administration for the child to take home 
with them. The form will remain in school. When administrating medicine, the staff member MUST read the instructions 



carefully and if unsure ask another member of staff to assist. The medicine being administrated should also be checked to 
ensure that it is the correct medicine and not that medicine of another pupil.  

 
Controlled Drugs: 
A controlled drug is a drug that is tightly controlled by the government because it may be abused or cause addiction. The control 
applies to the way the substance is made, used, handled, stored, and distributed. Controlled substances include opioids, 
stimulants, depressants, hallucinogens, and anabolic steroids. 
 

If the school is requested to administrate a controlled drug for example ADHD medication to a pupil, only a member of staff that 
has been trained in the administration of medication is able to do this.  
 

This medication must be stored in a locked cupboard at all times when not being administrated.  
 

Children with Diabetes: 
It is the responsibility of the school’s SENCO to ensure that any child with diabetes is fully supported and well looked after and 
cared for at Hindsford. This includes:  
Þ Meeting regularly with the child’s parents/carers.  
Þ Communicating the level of need with all staff. 
Þ Ensuring that the child’s Health Care Plan is fully up-to-date and regularly reviewed and discussed.  
Þ Ensuring that there are several members of staff trained in supporting the pupil and with the administration of their insulin, 

if required.  
Þ Organising top up training through-out the year.  
Þ Ensuring that there are rigorous systems in place for the storing of the medication and checking of blood sugars throughout 

the day.  
 

It is the responsibility of ALL staff to ensure that the systems and safety routines identified in the child’s Health Care Plan are 
followed, with any concerns being reported immediately.  
 

Children with Severe Allergies, such as a Nut Allergy: 
It is the also responsibility of the school’s SENCO to ensure that any child with a severe allergy is fully supported and well looked 
after and cared for at Hindsford. This includes:  
Þ Meeting regularly with the child’s parents/carers.  
Þ Communicating the level of need with all staff. 
Þ Ensuring that the child’s Health Care Plan is fully up-to-date and regularly reviewed and discussed.  
Þ Ensuring that there are several members of staff trained in supporting the pupil and with the administration of the child’s 

epi-pen or anti-histamine if required.   
Þ Organising top up training through-out the year.  
Þ Ensuring that there are rigorous systems in place for the storing of the medication.  
Þ Ensuring that the child’s allergy poster is up on display in class at all times.  
Þ Communicating with other staff in the school when events are organised to ensure that there will be no exposure of the 

allergy during the event.  
Þ Make alterative arrangements if required to ensure the child safety if on a school trip, residential or at a school event.  
 

It is the responsibility of ALL staff to ensure that the systems and safety routines identified it the child’s Health Care Plan are 
followed, with any concerns being reported immediately.  
 

Defibrillator:  
The school has a defibrillator on site which is stored in the school hall, clearly marked. Staff will receive training on how to use 
this defibrillator annually during a discrete first aid at work staff meeting which is always held the second staff meeting in 
September.  
 

It is the responsibility of the Office Administrator to ensure that the defibrillator is checked at the start of every month and that 
the pads for the use of this machine are always in date. Also, there are two sets of pads available for use – an adult and a child.  
 

First Aid:  
 

Classroom First Aid  
In each classroom, there is a green first aid bag which has basic first aid supplies in it. This bag is to be used if there is a minor 
first aid incident in the classroom such as a paper cut or grazed knee from a fall. This bag is to be taken with the class if there is a 
fire alarm or if they are doing PE in a different area of school. It is also to be taken with the class if they go on a school trip.  
 

It is the responsibility of the class teacher to regularly check these bags to ensure that they are fully stocked and that the 
supplies in this bag are in date.  
 

A first aid record book is kept in each bag so that if first aid is administrated, this can be recorded in this book. A slip taken from 
the book must be sent home with the pupil once it has been written.  
 

Play & Lunchtime First Aid 
At playtime and lunchtime, the school has a first aid box which is taken out onto the playground and used by all staff if there is a 
minor first aid incident.  



 

A first aid record book is kept in this box so that if first aid is administrated, this can be recorded in this book. A slip taken from 
the book must be sent home with the pupil once it has been written. For younger children, the first aider that has written the 
slip should inform the child’s class teacher that a slip has been issued so that the class teacher can remind the pupil about taking 
this home or send a dojo message to the child’s parent/carer.  
 

It is the responsibility of the Pastoral Mentor to ensure that this box is fully stocked with supplies and that these supplies are in 
date.  
 

As all staff will receive first aid at work training at the beginning of each academic year, it is the responsibility of all staff to 
administrate first aid minor injuries and to write and issue the first aid slip.  
 

First Aid Supplies:  
In school, there is a first aid supplies cupboard which all staff can re-stock their first aid bags and boxes.  
 

It is the responsibility of the Office Administrator to ensure that this cupboard has a surplus of stock in it and to order new 
supplies when needed. Staff however are asked to inform the Office Administrator if notice that a particular first aid supply is 
running low or if they take the last supply to re-stock their bag.  
 

It is recommended that the Office Administrator checks this cupboard once a month when the defibrillator is checked so that 
this become a rigorous and effective system. 
 

Serious Incidents: 
If there is a serious incident requiring more than the application of minor first aid, a Paediatric First Aider or Senior First Aider 
must be called for.  
 

On assessment of the situation, a decision may be made to take further action such as to call the parent/carer and/or phone for 
an ambulance.  
 

In the case of any serious incident, the other children should be removed from the scene whilst the pupil receives the treatment 
that they need.  
 

Depending on the seriousness and cause of the accident, the school may be placed into partial lockdown as outlined in the 
schools Lockdown Policy.    
 

If an ambulance is called, a member of staff should be sent to the front of the school to wait for the ambulance, whilst another 
member of staff collects the child’s medical form or Health Care plan if they have one. This is just in case the paramedics need 
any additional information.  
 

If a pupil is required to go to hospital or receives intervention from the emergency services, a report must be sent to Wigan 
Local Authority as soon as possible in case the situation requires further investigation or immediate intervention form the Health 
& Safety Team at the Council.  
 

Communication with Parents/Carers:  
The school expects all first aiders to consider the injury that has occurred to the child carefully before deciding whether they just 
send a first aid slip home at the end of the day or whether they feel a phone call should be made to the parent/carer.  
 

Recommendations for when a phone call should be made in addition to sending a slip home would be (Please note, this is not an 
extensive list):  
 

1) If the child has had a head injury and a bump is forming or the child feels dizzy or faint.  
 

2) If the child has received a cut or bruise to the face which is visible and could be a shock to the parent/carer when collecting 
them.  

 

3) If the child is upset or shaken by their injury and would benefit from speaking to their parent/carer.  
 

4) If the cut has grit and dirt in it which would require a deeper cleaned which would be better carried out by the parent.  
 

5) If the child has a splinter that the first aider is unable to retrieve easily.  
 

6) If there is any doubt that the injury could be something more serious.   
 

If the first aider feels that the child needs to go to the walk-in centre, doctors or hospital, this must be communicated carefully 
with the parent/carer when they come to collect their child.  
 

Staff Training:  
It is the responsibility of the Headteacher to ensure that the following training takes place: 
• Annual first aid at work for all staff, including the use of the defibrillator.  
• Paediatric first aid training takes place for at least 4 members of staff across the school (at least one member of staff in 

Reception) and that this is renewed every three years. If a member of staff with a paediatric certificate leaves the school, 
then a new member of staff will be trained maintaining at least 4 at all times.  

• Senior first aid training takes place for at 3 members of staff across the school (Early Years, KS1 & KS2) and that this training 
is renewed every two years.  

• Both Epi-Pen and Diabetes training is carried out at regular intervals through-out the year and that staff working with pupils 
with allergies and diabetes are fully trained (This is a joint responsibility with the school’s SENCO). 

 



 
Pupils with Asthma: 
Al pupils with asthma should have a completed Health Care Plan kept in their classroom with the master kept in the school 
office.  
 

Their inhaler should be kept in a red draw string bag labelled ‘Inhalers’ which should be kept on a hook at near the door of the 
child’s classroom, high enough to be out of reach of any pupil.  
 

This inhaler bag must be taken with the class if there is a fire alarm or if they are doing PE in a different area of school. It is also 
to be taken with the class if they go on a school trip. 
 

With the child’s inhaler should be a record card which is for making a record of what inhaler and how much is administrated 
everywhere it is used. Also, what time this was demonstrated and by which member of staff.  
 

At the end of the day, the class teacher should dojo home the child’s usage of their inhaler unless they haven’t used it.  
 

Working in Partnership: 
Hindsford CE Primary recognises that it is essential for staff in school to work with a range of stakeholders/agencies to ensure 
best practice. This includes the School Nursing Service, GPs, Paediatricians, Social Care, TESS Team, Health Service and Clinical 
Commissioning Groups, Ofsted etc.  
 

Complaints:  
Should a parent/carer be dissatisfied with the first aid and support provided by the school, they should discuss this directly with 
school in the first instance. If this does not resolve the issue, the school’s complaints procedure should be followed which can be 
found on the school’s website.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Appendix 1: 
Administrating Medicine in School Form  
Please beware that the school cannot guarantee that the medicine is administrated at the exact time requested.  

Name of Child  
 

 

Year Group 
 

 

Date 
 

 

Name & Strength of 
Medication 
 

 

Storage of 
Medication 

 

Quantity of 
Medication 

Using a sharpie pen, mark on the bottle the medicine line or write on the box of tablets how 
many tablets you are issuing to school as well as writing this here: 
How many tablets? How much medicine in the bottle? 
 
 

Expiry Date  
Requested Dosage & 
Time to be given  
 
 

 

Self-Administration? Yes / No (Please Circle)  
 

When was the last 
dose given? 

 

Medication is… 
(Please tick) 
 

 Parent Checked by Member of Staff  
Labelled   
Original Container   
Contains Instructions    
If Calpol or Nurofen – Correct Age   

Please look at the 
instructions label – 
What side effects 
should the school be 
aware of?  

 
 
 
 

Procedures in an 
Emergency 

 

The above information is to the best of my knowledge and accurate at the time of writing.  
 

I give consent to school/staff administrating the medicine to do so in accordance with the instructions listed on this form.  
 

I will inform school immediately by up-dating this form if there are any changes to the dosage or frequency or if the 
medication is stopped.  
 

Signed: _____________________________________ 
 
Print Name: _________________________________ 
 
Relationship with Child: ________________________ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

Date Time Administrated & Dosage Staff Member 
  

 
 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

 
 

  

 
 

  

 
 

  

   
 

 
 
Medicine returned to parent/carer as no longer required to be administrated in school:  
 
Date:   
 
_____________________________ 
 
Signed by Parent/Carer: I have received the medicine to take home as it is no longer required to be administrated in school:  
 
___________________________________    Print Name: ____________________________ 
 
Member of Staff: I have returned the medicine to the parent/carer to take home as it is no longer required to be administrated 
in school:  
 
 ___________________________________    Print Name: ____________________________ 
 
 
OR 
 
Date:   
 
_____________________________ 
 
  
Member of Staff: The school has administrated all the medicine provided by the parent/carer and they have been informed of 
this. No more medicine has been issued by the parent/carer: 
 
___________________________________    Print Name: ____________________________ 
 
 


