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Horncastle Education Trust is committed to safeguarding all children and young people.    

This policy should be read in conjunction with an individual school’s medication protocols both of which are 

covered by the statutory guidance – Supporting pupils at school with medical conditions.     

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/803956 
/supporting-pupils-at-school-with-medical-conditions.pdf   

The appendices to this policy are: supporting children with medical conditions flow chart (appendix 1) along 

with templates for an IHP (appendix 2), an Intimate Care Plan (appendix 3), recording intimate care (appendix  

4), a home-school agreement for an intimate care plan (appendix 5) and consent for intimate care (appendix   

6).   

Introduction:   

This policy complies with the statutory requirement laid out by the Department for Education’s statutory 
guidance released in April 2014 – Supporting pupils at school with medical conditions under a statutory duty 
form section 100 of the Children and Families Act 2014. The statutory duty came into force on 1st September 
2014.    

The Trust is clear about the need to actively support children with medical conditions so that they can access 

and enjoy the same opportunities at school as any other child.  It will ensure that trust schools will consider 

what reasonable adjustments need to be made to enable such children to participate fully and safely in trips, 

visits and sporting activities.   The trust will ensure that the focus is on the needs of each individual child and 

how their medical condition impacts on their school life.   

Risk assessments will be carried out so that planning takes account of any steps needed to ensure that children 

with medical conditions are included.  This will necessitate consulting as appropriate with the children, their 

parents or carers and healthcare professionals.   

Aims:   

This policy aims to ensure that:   

• The arrangements for children with medical needs show an understanding of how the medical 

condition impacts on a child’s ability to learn as well as increasing confidence and promoting self-care.   

• children with medical conditions receive appropriate care and support at school which will allow them 

to access the same education (or as much as their medical condition allows) as their peers including 

school trips and sporting activities   

• Staff, parents and children understand how support for pupils with medical conditions will be provided   

• Staff are made aware of the medical conditions of children in their care   

• Staff are suitably trained   

• There is a system in place to develop and monitor Individual Healthcare Plans (IHPs).  Statutory 

responsibilities are met   

1. Key roles and responsibilities:   

1.1 Lincolnshire County Council:   

a) Has a duty to promote co-operation between relevant partners with a view to improving the 

wellbeing of children with regard to their physical and mental health and their education training 

and recreation.   

b) Will provide support, advice /guidance and training to ensure Individual Healthcare Plans (IHP) are 

effectively delivered.   
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c) Will work with schools to ensure that pupils attend full-time and, where a child needs to be out of 

school for 15 or more days (consecutive or cumulative) due to a health need, will make alternative 

arrangements for the education of that pupil who otherwise would not receive a suitable education   

1.2 The Trust Board will:   

a) Ensure that this policy does not discriminate on any grounds including, but not limited to protected 

characteristics: ethnicity/national/ origin, religion or belief, sex, gender reassignment, pregnancy 

& maternity, disability or sexual orientation.   

b) Ensure the policy covers arrangements for pupils who are competent to manage their own health 

needs.   

c) Ensure the policy sets out procedures in place for emergency situations such as fire evacuation, 

Critical Incidents etc.   

d) Ensure that the Trust’s insurance cover reflects the level of risk   

e) Ensure that the policy is regularly reviewed and accessible to all stakeholders   

1.3 The Local Governing Body will:    

a) Ensure that the arrangements outlined in the policy are being implemented and are operating 

effectively.   

b) Ensure arrangements are in place in school to support pupils with medical conditions.   

c) Ensure that all pupils with medical conditions are able to play a full and active role in all aspects of 

school life, participate in school visits / trips/ sporting activities, remain healthy and achieve their 

academic potential.   

d) Ensure that staff receive appropriate training including awareness raising for all staff and 

specifically as part of induction procedures.   

e) Ensure that the school has a protocol in place for the management of medication, prescribed and 

non-prescribed.   

1.4 Headteacher:   

The Headteacher has responsibility for ensuring that this policy is implemented effectively.  In order to 

fulfil that responsibility, some of the duties outlined below may be may be delegated to designated 

personnel such as the Designated Safeguarding Lead (DSL) or the Special Educational Needs and 

Disability Coordinator (SENDCO):   

The Headteacher will:    

a) Ensure that staff, parents and children understand how pupils with medical conditions are 

supported    

b) Ensure staff are aware of the policy and how it will be implemented   

c) Ensure that staff are made aware of the medical conditions of any children in their care, including 

relief or supply staff   

d) Ensure that arrangements are in place for staff to receive suitable training; that there are sufficient 

number of trained staff available to deliver IHPs in normal, contingency and emergency situations.  

This may require liaising with healthcare professionals.   

e) Work with the Trust to ensure that staff are appropriately insured and that staff are aware that 

they are insured to support pupils in this way   
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f) Ensure that there is a system in place to obtain information about a child’s medical needs and that 

this information is kept up-to-date and stored securely in line with GDPR.   

g) Ensure that there is a system in place to develop and monitor Individual Healthcare Plans (IHPs)   

h) Ensure that there is a system in place to record the detail of any medicines administered to 

children.   

i) Contact the school nursing service in the case of any child who has a medical condition that may 

require support at school but who has not yet been brought to the attention of the school nursing 

service.   

j) Ensure that there is a protocol in place which sets out arrangements for any administration, 

storage and disposal of prescribed and non-prescribed medication in line with statutory guidance: 

Supporting pupils at school with medical conditions (page 20-21).  Medicines should only be 

administered at school when it would be detrimental to a child’s health or school attendance not 

to do so.  The protocol needs to cover the use of emergency salbutamol inhalers as set out in the  

 Department  of  Health’s  guidance:  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data 
/file/416468/emergency_inhalers_in_schools.pdf   

1.5 Staff:   

Although supporting children with medical conditions is not the sole responsibility of one person, all 

staff members are responsible for:   

a) Taking appropriate steps to support children with medical conditions and familiarising themselves 

with procedures which detail how to respond when they become aware that a pupil with a medical 

condition needs help.    

b) Knowing the procedures to follow when a child requires medication to be administered    

c) Taking account of the needs of pupils with medical conditions when planning lessons   

Staff who take additional responsibilities to support pupils with medical conditions will receive 

sufficient and suitable training and will achieve the necessary competency eg administering 

medicines, in order to fulfil those responsibilities.   

1.6 School Nursing Service (if available) and other healthcare professionals:   

a) Collaborating on developing an IHP in anticipation of a child with a medical condition starting 

school.   

b) Notifying the school when a child has been identified as requiring support in school due to a 

medical condition at any time in their school career.   

c) Supporting staff to implement an IHP and then participate in regular reviews of the IHP. Giving 

advice and liaison on training needs.   

d) Liaising locally with lead clinicians on appropriate support. Assisting the Headteacher in identifying 

training needs and providers of training.   

1.7 Parents and carers are responsible for:   

a) Keeping the school informed about any new medical condition or changes to their child/children’s 

health.    

b) Participating in the development and regular reviews of their child’s IHP.   

c) Completing a parental consent form to administer medicine or treatment before bringing 

medication into school.   

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/416468/emergency_inhalers_in_schools.pdf
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d) Providing the school with the medication their child requires and keeping it up to date including 

collecting leftover or out of date medicine.   

e) Providing the medical information required for the planning of school trips and visits so that 

accurate risk assessments can be undertaken.   

f) Carrying out actions assigned to them in the IHP with particular emphasis on, they or a nominated 

adult, being contactable at all times.   

1.8 Children:   

Children with medical conditions will often be best placed to provide information about how their 

condition affects them.  They should be fully involved in the discussions about their medical support 

needs and contribute as much as possible to the development of their IHP.  They are responsible for: 

a) Providing information on how their medical condition affects them.   

b) Contributing to the development of their IHP   

c) Complying with the IHP and self-managing their medication or health needs including carrying 

medicines or devices, if judged competent to do so by a healthcare professional and agreed by 

parents or carers.    

d) Ensuring that they look after and store safely any medicines or medical devices they carry with 

them.   

e) Letting staff know as soon as possible if they are experiencing difficulties   

2. Staff training:   

The training of staff will:   

2.1 Ensure that they are aware of this policy and understand their role in implementing it   

2.2 Be provided for new staff including NQTs, as part of induction   

2.3 Be sufficient so as to ensure that staff are competent and have confidence in their ability to support 

pupils with medical conditions   

2.4 Fulfil any requirements identified in the child’s IHP   

2.5 Help staff to have an understanding of the specific medical conditions they are being asked to deal 

with, their implications and preventative measures   

2.6 Raise awareness amongst the entire staff of medical conditions relating to children in the school    

Staff should only administer medication to children or undertake any healthcare procedure 

with the necessary training and having been assessed as competent.   

3. Record Keeping:   

3.1 Written records should be kept of all medicines administered to children as part of the Medication 

Protocol.   

3.2 Parents / carers should be informed if a child has been unwell at school   

3.3 Records will be kept of training undertaken by staff and those that have been assessed as 

competent to administer medication or a healthcare procedure.   

4. Medical conditions register/list:   

4.1 Information should be requested from parents / carers of a child’s pre-existing medical conditions.   
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4.2 The school should maintain accurate records which are updated and reviewed regularly of children 

on roll who have medical conditions.  This should be a separate register or list.   

4.3 Due regard should be played to data sharing principles and GDPR when divulging information about 

children’s medical conditions.  If a staff member is unsure, they should ask before sharing 

information.   

4.4 For pupils on the medical conditions list key stage transition points meetings should take place in 

advance of transferring to enable parents / carers, school and health professionals to prepare or 

update an IHP and to plan staff training as required.   

5. Individual Healthcare Plans (IHPs) (a template is available in Appendix 2):   

5.1 The Headteacher has the overall responsibility for the development of IHPs for pupils with medical 

conditions.  This responsibility may be delegated to designated personnel such as the Designated 

Safeguarding Lead or SENDCO.   

5.2 IHPs will be developed in collaboration with the pupil, parents/carers, Headteacher, SENDCO and 

healthcare professionals.   

5.3 IHPs will be developed with the child’s best interests in mind and will set out what needs to be 

done, when and by whom.   

5.4 Not all pupils with a medical condition require an IHP.  Based on evidence, it will be agreed with a 
healthcare professional and the parent or carers s when an IHP would be inappropriate. If there is 
not consensus, then the Headteacher will make the final decision.   

5.5 IHPs will be easily accessible to all relevant staff, including supply/agency staff, whilst preserving 

confidentiality.    

5.6 IHPs will be reviewed at least annually or if there is evidence that the child’s needs have changed.    

5.7 Where a pupil has an Education, Health and Care Plan (EHCP) or a statement of special educational 

need, the IHP will be linked to it or become part of.  Any SEND needs of a child hould be listed in 

an IHP.   

5.8 Where a child is returning from a period of hospital education or alternative provision (AP) or home 

tuition, collaboration between the Local Authority / Hospital School / AP provider and school is 

needed to ensure that the IHP identifies the support the child needs to reintegrate.   

5.9 The level of detail in the IHP will depend on the complexity of the child’s medical condition and 

how much support is needed.     

   

The following should be considered when deciding what information to record on an IHP:   

• The medical condition, its triggers, signs, symptoms and treatments   

• The pupil’s resulting needs, including medication (dose, side effects and storage) and other 

treatments, time, facilities, equipment, testing, access to food and drink where this is used to 

manage their condition, dietary requirements and environmental issues, e.g. crowded corridors, 

travel time between lessons   

• Specific support for the pupil’s educational, social and emotional needs, including mental healh. 

For example, how absences will be managed, requirements for extra time to complete exams, use 

of rest periods or additional support in catching up with lessons, counselling sessions   

• The level of support needed, including in emergencies. If a pupil is self-managing their medication, 

this will be clearly stated with appropriate arrangements for monitoring   
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• Who will provide this 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   

• Who in the school needs to be aware of the pupil’s condition and the support required   

• Arrangements for written permission from parents and the headteacher for medication to be 

administered by a member of staff, or self-administered by the pupil during school hours   

• Separate arrangements or procedures required for school trips or other school activities outside 

of the normal school timetable that will ensure the pupil can participate, e.g. risk assessments   

• Where confidentiality issues are raised by the parent/pupil, the designated individuals to be 

entrusted with information about the pupil’s condition   

• What to do in an emergency, including who to contact, and contingency arrangements   

6. Pupils managing their own needs:   

6.1 Pupils who are competent should be encouraged to take responsibility for their own medicines and 

procedures.  This should be discussed with parents / carers and the child and be reflected in the 

IHP.   

6.2 Pupils should be allowed to carry their own medication and relevant devices wherever possible.  

They should look after carefully and store safely any medicines or medical devices they carry with 

them.   

6.3 Staff should never force a child to take medicine or carry out a necessary procedure if the child 

refuses.  Procedures outlined in the IHP should be followed and parents / carers should be informed 

immediately so that an alternative option can be considered if needed.    

7. Home to School transport arrangements:   

7.1 Where a pupil with an IHP is allocated school transport the school should contact the School 

Transport team who will arrange for the driver or escort to participate in the IHP meeting. A copy 

of the IHP will be copied to the School Transport team and kept securely on the pupil record. The  

IHP must be passed  to the current transport operator for use by the driver /escort.  It is the 

responsibility of the School Transport team to ensure that the information is passed on when a change 

of operator takes place.  If the school provides its own transport, it must follow the same procedure 

with the relevant transport companies.      

7.2 For some medical conditions the driver/ escort will require adequate training. For pupils who 

receive specialised support in school with their medical condition this must equally be planned for 

in travel arrangements to school and included in the specification to tender for that pupil’s 

transport.   

7.3 When prescribed controlled drugs need to be sent into school, parents / carers will be responsible 

for handing them over to the adult in the school transport vehicle in a suitable bag or container. 

They must be clearly labelled with name and dose etc.    

7.4 Controlled drugs will be kept under the supervision of that adult in the vehicle throughout the 

journey and handed to a school staff member on arrival. Any change in this arrangement will be 

reported to the Transport team for approval or appropriate action or to the school if the school is 

the transport provider.   

8. Education Health Needs (EHN) referrals:   
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8.1 All pupils of compulsory school age who because of illness, lasting 15 days or more (cumulatively 

or consecutively), would not otherwise receive a suitable full-time education are provided for 

under Lincolnshire County Council’s duty to arrange educational provision for such pupils.   

8.2 In order to provide the most appropriate provision for the condition the EHN team accepts referrals 

where there is a medical diagnosis from a medical consultant.   

9. Emergencies:   

9.1 Medical emergencies will be dealt with under the school’s emergency procedures which will be 

communicated to all relevant staff so they are aware of signs and symptoms.   

9.2 Pupils will be informed in general terms of what to do in an emergency such as telling a teacher.   

9.3 If a pupil needs to be taken to hospital, a member of staff will remain with the child until parents 

or carers arrive unless parents or carers have given permission to the contrary.    

10. Day trips, residential visits and sporting activities:   

10.1 Unambiguous arrangements should be made and be flexible enough to ensure pupils with medical 

conditions can participate in school trips, residential stays, sports activities and not prevent them 

from doing so unless a clinician states it is not possible. For all visits (residential and nonresidential), 

a separate medical information form will be collected to identify any specific needs.   

10.2 Risk assessments will be undertaken, in line Trust Policy, in order to plan for the inclusion of pupils 

with medical conditions in any trip or visit. As part of planning for a trip or visit, parents / carers 

will be consulted and the school may also consult with healthcare professionals as required.   

11. Avoiding unacceptable practice:   

School staff will use their discretion and judge each case individually with reference to a pupil’s IHP.  The 

following behaviour is unacceptable:   

11.1 Preventing children from easily accessing their inhalers and medication and administering their 

medication when and where necessary.   

11.2 Assuming that pupils with the same condition require the same treatment.   

11.3 Ignoring the views of the pupil and/or their parents / carers   

11.4 Ignoring medical evidence or opinion.   

11.5 Sending pupils home frequently or preventing them from taking part in activities at school, unless 

this it is specified in the IHP   

11.6 If a child becomes ill during the day, sending them unaccompanied or with someone unsuitable to 

the school office or medical room unaccompanied    

11.7 Penalising pupils for their attendance record where the absences relate to their medical condition.   

11.8 Requiring parents / carers or making them feel obliged to attend school to administer medication 

or provide medical support, including toileting issues.   

11.9 Preventing children with medical conditions or creating barriers to participating in school life, 

including school trips.   

11.10 Refusing to allow pupils to eat, drink or use the toilet when they need to in order to manage their 

condition.    

11.11 Administering or asking children to administer medicine in toilets.   

12. Insurance:   
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Staff who undertake responsibilities outlined in this policy are covered by the Trust’s insurance.   

13. Complaints:   

13.1 All complaints should be raised directly with the school in the first instance.   

13.2 The details of how to make a formal complaint can be found in the Trust’s Complaints Policy.   

14. Links to other policies:   

• Accessibility Plan   

• Complaints Policy (Trust)   

• Confidential Reporting Policy (Trust)   

• Privacy notices (Trust)   

• Critical Incident (Trust)   

• Educational Visits Policy (Trust)   

• Equality and Diversity Policy   

• First aid Policy (Trust)   

• Child Protection Policy    

• Data Protection Policy (Trust)   

• Health & Safety Policy (Trust)   

• Safeguarding Policy (Trust)   

• Medication Protocol   

• SEND Policy   

15. Monitoring arrangements:   

The Supporting Children with Medical Needs Policy will be reviewed annually.   
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                Appendix 1.  Supporting Pupils with Medical Conditions Flowchart   
   

 
   
   

   

Review IHP annually, if/when the child’s changes.   
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Parents, carers or healthcare professionals will initiate this.   
   
   
  

      

     

    8   
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Appendix 2: Template A - Individual Health Care Plan (template)   

 Individual Health Care Plan    
   

   

   

   

Name:   

  
   

  Date of Birth:     

  

                
  

 School:      Date:   

    
         

   

  Class:   Review Date:   

    
        

Contact Information   

 Family Contact 1      Family Contact 2  

 

           

 Clinic/Hospital Contact          G.P.   

    

 Name:         Name:      

Photo   

  

Name:     Name:     

Phone No     Home:         Phone No     Home:     

    Mobile:         Mobile:     

    Work:           Work:       

    

    

    

                    

Condition:     
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Phone No:     

   Phone No:      

                           

 

 Intimate care plan required? Y/N             (If yes, please refer to ICP attached)      

Medication:   
   
   
   
   

Daily care requirements: (Before sport/at break/lunchtime)    
   
   
   
   

Signs to look out for: (Describe what constitutes an emergency for the pupil and the action to take if this 
occurs)   
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Follow up care:   

Who is responsible in an emergency: (State if different on off-site activities)   
   
   
   
   

Form copied to:   
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Appendix 3: Template B – Intimate Care Plan   

   

   

Intimate Care Plan   

   

   

   

Child’s name:      

DOB:      

Name of Support 

Staff involved:   
   

Date of Plan:   
   
   

Agencies involved:      

   

Area of need:   
  

   
   
   
   
   
   

  

Equipment required:   
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Family provided supplies:   
   
   
   
   

School provided supplies:   
   
   
   
   
   
   
   
   

Location of suitable toilet facilities:   
   

Support required   Frequency   

      

      

   
   

   

Working towards independence:   

I can already:   
   
   
   
   
   
   

I will try to:   
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Support staff will:   
   
   
   
   
   

Arrangements for trips:   

   
   
   
   
   
   

   

Next Review Date:   
   

  This current plan has been agreed by:               Date:     
                
   

Parent/Carer:   
   
   

Child:   
   
   

SENDCO:   
   
   

Support Staff involved   
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Appendix4: Template C – Record of Intimate Care   

   

 Record of Intimate Care     
   

   

   

Child’s name:   
   

DOB:   
   

Name of Support 

Staff involved:   

   

   
   
   

Date   Time   Procedure   
Staff 

Signature   

Second 

Signature   Comments   
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Appendix 5: Template D – Home School Agreement for an Intimate Care Plan   

   

Home School Agreement for an Intimate  

Care Plan  
   

   

   

Support staff:   

When I am helping you in the toilet you can expect me to do the following:   

• I will stop what I am doing to help you in the toilet, as soon as you ask me. I will avoid all 
unnecessary delays.   

• I will treat you with respect and ensure privacy and dignity at all times.   

• I will ask permission before touching you or your clothing   

• I will check that you are as comfortable as possible, both physically and emotionally   

• I will ensure that the adults working together to help you talk in a way that does not 
embarrass you.   

• I will look and listen carefully if there is something you would like to change about your 
Intimate Care plan    

• I will make sure I have up to date training to care for your needs   

Signed:               Date:   

   

Child:   

As the child who requires help in the toilet you can expect me to do the following:   

• I will tell you straight away if you are doing anything that makes me feel uncomfortable or 
embarrassed.   

• I may talk to other trusted people, like my parents, about how you help me. They too will let 
you know what I would like to change.    

Signed:               Date:   
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Parents:   

As the parent of a child who requires help in the toilet you can expect me to do the following:   

• Share up to date information regarding my child’s toileting needs   

• Meet with staff to review this plan on a termly basis / 3 times a year   

• Share any concerns raised by the child and inform staff of any changes the child would like 
made to their intimate care plan.    

Signed:               Date:   
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Appendix 6: Template E – Permission for School to Provide Intimate Care   

   

Permission for School to Provide  

Intimate Care    
   

   

   

Child’s full name:   

   

   

Gender:   
   

   

DOB:   
   

   

Parent/carers name   

   

   

   

Address:   

   

   

   

    

   

   

   

   

   

   

I/We understand that;   
   

I/We give permission to the school to provide appropriate intimate care support to my child e.g. 

changing soiled clothing, washing and toileting.   
   

I will advise the Headteacher/ SENDCO of any medical complaint my child may have which affects 

issues of intimate care.   
   

I have read and agree to my responsibilities outlined in the parental section of the Home School 

Agreement for Intimate Care.   
   
   

  Signed:                Date:   
    


