
 

 
St. Mary’s Horsforth Catholic Voluntary Academy - 
Policy for supporting pupils with medical needs 
 
 
 

Medicines  

 

Medicines should only be taken to school when essential; that is where it would be detrimental to a 

child’s health if the medicine were not administered during the school or setting ‘day’. School only 

accepts medicines that have been prescribed by a doctor, dentist,  nurse prescriber or pharmacist 

prescriber. Medicines should always be provided in the original container as dispensed by a pharmacist 

and include the prescriber’s instructions for administration and dosage.  In the event a child needs 

medication not prescribed by a doctor then the parent should make arrangements with the school in 

order for the parent to administer the medicine themselves.  

 

Parents are encouraged to ask the prescribing doctor to prescribe dose frequencies which can be 

managed outside school hours. 

 

Long Term Medical Needs 

 

School needs to know about any particular needs before a child is admitted, or when a child first 

develops a medical need.  For children who attend hospital appointments on a regular basis, special 

arrangements may also be necessary. The school will develop a Health Care Plan for such children, 

involving the parents and relevant health professionals. This can include:  

 

 details of the pupil’s condition 

 special requirements 

 medication and any side effects 

 what constitutes an emergency 

 what action to take in an emergency 

 what not to do in an emergency 

 who to contact in an emergency 

 the role that staff can play 

 

When as part of the health care plan medicines are kept at school for any length of time, it is parent’s 

responsibility that all medicines kept in school are within their use by date.  

 

Administering Medicine 

 

The Headteacher will take responsibility for administering medication . The Headteacher accepts 

responsibility, in principle, for members of staff to administer or supervise children taking prescribed 

medicines during the school day.   The Headteacher will also ensure there is suitable training in place 

for any member of staff administering medicines. 



 

No pupil should be given medication without their parent/carers wr itten consent.  Before giving 

medication a check should be made to ensure: 

 

 the pupil’s name 

 written instructions provided by doctor or parents 

 prescribed dose 

 expiry date 

 

If in doubt about any procedure staff should not administer the medicines but check  with the parents or 

a health professional before taking further action. School will keep written records each time medicines 

are given to a child.  The member of staff administering the medicine will complete and sign a record 

sheet when a pupil receives medication.  Where at all possible the dosage and administration will be 

witnessed by a second adult. 

 

Self-Management 

 

Where possible pupils can be responsible for taking their own medicine and the staff need only 

supervise this.  This is also recorded.  In most cases this will involve those pupils with asthma.  

However, in some cases a Health Care Plan may be in place in conjunction with parents and health 

professional.  The plan will state clearly staff’s responsibilities and procedures for storage of th e 

medicine.  Each case is evaluated by the Headteacher and the appropriate course of action agreed with 

the parents. 

 

Refusing Medication 

 

If a child refuses to take medicine, staff should not force them to do so, but should note this in the 

records and follow agreed procedures. The procedures may either be set out in the policy or in an 

individual child’s health care plan.  Parents should be informed of the refusal on the same day. If a 

refusal to take medicines results in an emergency, the school or set ting’s emergency procedures will be 

followed. 

 

Record Keeping 

 

Parents are responsible for supplying information about medicines that their child needs to take at 

school and details of any changes to the prescription or the support required.   This should be in written 

form and will be kept as part of the record keeping system.  However, staff should make sure that this 

information is the same as that provided by the prescriber.  

 

Medicines should always be provided in the original container as dispensed by a  pharmacist and 

include the prescriber’s instructions. In all cases it is necessary to check that written details include:  

 

 Name of child 

 Name of medicine 



 

 Dose 

 Method of administration 

 Time / frequency of administration 

 Any side effects 

 Expiry date 

 

School Trips 

 

It is our policy to include all pupils to participate in school trips wherever safety permits.  All staff 

supervising trips should be aware of any of the medical needs of the pupils and relevant emergency 

procedures needed.  Also teachers supervising sporting activities should be aware of pupils with 

specific medical needs and relevant emergency procedures.   In accordance with school policy a risk 

assessment will be undertaken prior to any school trips.  

 

Practical Issues 

 

Any pupil bringing medicine to school should take it to the school office where it will be stored securely.  

All medication should be accompanied by a written note from parent/carer explaining the time and 

dosage. Pupils with medical needs are listed in the class register.  It is important that all staff are aware 

of these pupils. 

 

When taking part in sporting activities or school trips it is essential that staff are aware of pupils with 

medical needs and where necessary take their medication with them. 

 

If staff observe deterioration in a pupil’s health over a period of time they should inform the Child 

Protection Co-ordinator or Headteacher. 

 


