ST JAMES’ RC PRIMARY SCHOOL
First Aid and Medicine Policy
This policy has the School’s Motto at its heart.
Faith in action,
Growing together,
Walking in the footsteps of Christ.

Introduction
St James’ RC Primary School believes that ensuring the health and welfare of staff, pupils and visitors
is essential to the success of the school.
We are committed to:
 Providing adequate provision for first aid for pupils, staff and visitors.
 Ensuring that pupils with medical needs are fully supported at the schools.
Procedures for administering medicines and providing first aid are in place and are reviewed
regularly. We will ensure all staff including supply staff are aware of this policy and that sufficient
trained staff are available to implement the policy and deliver against all individual healthcare plans,
including in contingency and emergency situations. We will also make sure that the school is
appropriately insured and that staff are aware that they are insured to support pupils in this way.
In the event of illness, a staff member will accompany the pupil to the office. In order to manage
their medical condition effectively, the school will not prevent pupils from eating, drinking or taking
breaks whenever they need to. Our duty to provide first aid at work is governed by the Health and
Safety (First Aid) Regulations 1981. These require the school to carry out a risk assessment in order
to determine what first aid facilities and personnel are necessary to meet the needs of our school.
Staff Training and Support
All staff must be familiar with the school arrangements for First Aid. General posters about medical
conditions such as diabetes, asthma and epilepsy are visible in the staffroom and school office. Full
staff medical training plans will be retained by the school to evidence medical training completed by
staff throughout the year. As a school, we have a number of staff who hold a current first aid at work
or paediatric first aid qualification. The names of the school’s qualified First Aiders are displayed in
the school. First Aid supplies are kept in designated areas throughout the school and it is the
responsibility of Mrs Mary Jones and Mrs Laura Howie to ensure that stocks of supplies are kept up
to date.
The Qualified First Aiders are:
Mrs Lisa Weeks normal place of work – HT Office
Mrs Mary Jones normal place of work – School Office
Mrs Michelle Wilson normal place of work – Year 5 Classroom
Mrs Corinne Connolly normal place of work – Year 6 Classroom
Mrs Amanda Garlick normal place of work – Finance Office
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The Qualified Paediatric First Aiders are:
Mrs Donna Nash normal place of work – Key Stage 1
Mrs Pam Stewart normal place of work – Key Stage 1
Mrs Maria Haynes normal place of work – Key Stage 1
Mrs Joanne Richards normal place of work – EYFS class
Mrs Jill Coxon normal place of work – Key Stage 1
Mrs Laura Howie normal place of work – School Office
Mrs Jane Pearce normal place of work – Key Stage 1
Mrs Mel Deasy normal place of work – Key Stage 2
Mrs Janet Wallis normal place of work – BC/ASC
First Aid Boxes
The first aid boxes are located in the office, teaching areas outside of classrooms and in the kitchen.
Pupils’ medication is stored in the Class First Aid bag, Office Cupboard and the
Fridge located in staff kitchen.
First Aid in the case of a pupil accident, the procedures are as follows:
All First Aid incidents are logged. All unwell children accompanied to the office are also logged.
These logs are analysed for trends by the Head Teacher. Pupils can be accompanied to the office for
minor First Aid or it can be administered in the playground. The first aider administers first aid and
records details in the treatment book. In more serious circumstances, the parent will be contacted
and details recorded in the treatment book. If the child has to be taken to hospital or the injury is
`work’ related then the accident is reported to the Governing Body. If the incident is reportable
under RIDDOR (Reporting of Injuries, Diseases & Dangerous Occurrences Regulations 2013), then as
the employer the Governing Body will arrange for this to be done.
Plasters
Before applying plasters, First Aiders should try to make sure the child is not allergic to plasters. If
the First Aider is aware that the child is allergic to plasters the procedure is:
 If a parent has supplied the school with an alternative type of plaster the first aider is able to use
this
 If an alternative has not been supplied the first aider will: clean the wound
Hygiene and Infection Control
All staff should take precautions to avoid infection and must follow basic hygiene procedures. Staff
should have access to single-use disposable gloves and hand washing facilities, and should take care
when dealing with blood or other body fluids and disposing of dressings or equipment.
Managing Head lice in Schools
The school will promptly notify parents of active head lice infestations. Having head lice is not a
reason for school absence as treatment can be administered quickly. However, should live head lice
be noticed by a member of staff, a call will be made to the parent who will be asked to collect the
child immediately. Thoroughly combing through the hair or applying a treatment quickly at home
will enable the child to be back at school on the same day (unless parents are notified late in the
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afternoon). If the infestation continues for more than three weeks, the Head teacher will call the
parents to discuss what is being done to eradicate the head lice.
Contagious Diseases
Contagious Diseases are reported and medical advice is taken on the actions that should be taken.
School Visits
In the case of a residential visit, the residential first aider will administer First Aid. Reports will be
completed in accordance with procedures at the Residential Centre. In the case of day visits, the
class teacher will carry a First Aid kit in case of need.
Administering Medicines
Most prescribed medicines and over the counter medication can be taken outside normal school
hours. Prescribed medicines and over the counter medicines may be administered in the school
where it is deemed essential and only if written parental permission has been received. The written
parental permission should outline the type of medicine, dosage and the time the medicine needs to
be given. These forms are available from the office. Prescription medication is defined as any drug or
device prescribed by a doctor, prescribing nurse or dentist and dispensed by a pharmacist with
instructions for administration, dose and storage. We will only accept prescribed medicines if they
are:
 Are in-date;
 Bare the original prescription label with the child’s name;
 Are provided in the original container as dispensed by a pharmacist;
 Include instructions for administration, dosage and storage.
The exception to this is insulin, which must still be in date, but will generally be available to schools
inside an insulin pen or a pump, rather than in its original container.
The exceptions to administering over the counter medicine include:
 Where an over the counter medicine is outside of its marketing authorisation, also known as
‘off-label use’ or ‘unlicensed use’’;
 Where an over the counter medicine is being prescribed for a long-term chronic condition;
 Where there are possible safeguarding concerns including, but not limited to, children
where there might be concerns that treatment might otherwise not be provided.
Over the counter medication should never be administered without first checking maximum dosages
and when the previous dose was taken. Aspirin should never be given to a child under 16 years old
unless it has been prescribed by a doctor. Pupils may be competent to manage their own health
needs and medicines and we will discuss individual competencies with parents and ensure the IHCP
reflects the pupil’s competencies for managing their own medicines and procedures. Wherever
possible, the pupil will administer their own medicine, under the supervision of a member of staff. In
cases where this is not possible, the staff member will administer the medicine. If a child refuses to
take their medication, staff will accept their decision and inform the parents accordingly. Schools
must keep a written record each time a medicine is administered to a child and inform the child’s
parents on the same day or as soon as reasonably practicable. The school cannot be held responsible
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for side effects that occur when medicines are administered correctly, parents will be informed
immediately if there is an adverse reaction or emergency services will be called if necessary.
Storage/Disposal of Medicines
Medications are stored in the School Office Medicine cabinet out of reach of children and are easily
accessible to all staff. Children will not be allowed to carry their own medicines, unless in exceptional
circumstances that the office must be informed of, but will be able to access their medicines in the
office and/or classroom for self-medication, quickly and easily. Pupils’ medicine will not be locked
away out of pupil’s access. Pupils are never prevented from accessing their medication. It is the
parents responsibility to ensure all medication for their child is ‘in date' and is replaced by the parent
when it is nearing its expiry date. It is not the school’s responsibility to remind parents when this is.
It is not the responsibility of the school to remind parents to collect medicines that are no longer
required or are out of date. It is the responsibility of the parent to collect all medicine if a child
leaves the school or the medicine goes out of date. However, medications left over at the end of the
course are returned to the child’s parents and parents are asked to collect medication at the end of
the school term, and provide new and in-date medication at the start of term. If a child leaves the
school or the medicine goes out of date and it has not been collected, the school will dispose of the
medicine appropriately, without contacting the parent. The school keeps the children’s Adreneline
Auto-injectors such as epipen, Jext and Emerade pens for Anaphalaxsis securely stored in a container
in the office. The school also keeps asthma inhalers that have been prescribed for individual pupils.
These medicines are easily accessible in classrooms in and staff and pupils know where they are
kept. Emergency salbutamol inhaler kits will be kept voluntarily by the school in the school office.
Accidents/Illnesses requiring Hospital Treatment
If a child has an incident, which requires urgent or non-urgent hospital treatment, the school will be
responsible for calling an ambulance in order for the child to receive treatment. When contacting
the emergency service, ensure clear and precise details are given regarding the location and
condition of pupil. When a pupil needs to be taken to hospital, staff will stay with the child until the
parent arrives. If a child is taken to hospital by ambulance, staff will accompany the pupil. Parents
will then be informed and arrangements made regarding where they should meet their child in the
event that they are unable to accompany their child in the ambulance. It is vital therefore, that
parents provide the school with up-to-date contact names and telephone numbers.
Pupils with Special Medical Needs – Individual Healthcare Plans
Some pupils have medical conditions that, if not properly managed, could limit their access to
education.
These children may be:
 Epileptic
 Asthmatic
 Have severe allergies, which may result in anaphylactic shock
 Diabetic
Such pupils are regarded as having medical needs. Most children with medical needs are able to
attend school regularly and, with support from the school, can take part in most school activities,
unless evidence from a clinician/GP states that this is not possible. The school will consider what
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reasonable adjustments they might make to enable children with medical needs to participate fully
and safely on school visits. A risk assessment will be used to take account of any steps needed to
ensure that pupils with medical conditions are included. The school will not send pupils with medical
needs home frequently or create unnecessary barriers to pupils participating in any aspect of school
life. However, school staff may need to take extra care in supervising some activities to make sure
that these pupils, and others, are not put at risk. An individual health care plan can help schools to
identify the necessary safety measures to support pupils with medical needs and ensure that they
are not put at risk. The school appreciates that pupils with the same medical condition do not
necessarily require the same treatment. Parents have prime responsibility for their child’s health and
should provide the school with information about their child’s medical condition. Parents, and the
pupil if they are mature enough, should give details in conjunction with their child’s GP and
Paediatrician. A nurse may also provide additional background information and practical training for
school staff.
Record Keeping
Written records of all medicines administered to individual children will be kept in the office
detailing what, how and how much was administered, when and by whom. Refer to - Record of
Regular Medicine Administered to an Individual Child Form. These accurate records offer protection
to staff and children, whilst providing evidence that agreed procedures have been followed. Parents
will be informed when their child has been unwell at school by a member of staff.
Insurance
The school provides the appropriate level of insurance to cover staff providing support to pupils with
medical conditions. Those who wish to see the full written insurance policy documents should
contact the Head Teacher.
Complaints
Should parents have a complaint about how their child’s medical condition is being supported in
school they should contact the Head teacher in the first instance. If the concern cannot be resolved
with the school directly, a Formal Complaint can be raised. The Complaints Policy is accessible from
the school website.
Monitoring and Evaluation
This policy will be updated in line with any new developments in the school and/or any new
government guidance. This Policy will be renewed annually.
It was last reviewed in: summer 2018. It will next be reviewed in: summer 2019.
This statement of policy was approved by the Governing Body at their meeting on: Date: _____________________________________
Signed:
___________________________________ (Chairperson)
___________________________________ (Head teacher)
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Contacting Emergency Services

Request for an Ambulance
Dial 999, ask for ambulance and be ready with the following information:

1.

Your telephone number:

2.

Give your location as follows:

3.

State

that the postcode is:

4.

Give exact location in the school

5.

Give your name:

6.

Give name of child and a brief description of child’s symptoms

7.

Inform Ambulance Control of the best entrance and state that the crew will be met and taken to
the casualty.
Speak clearly and slowly and be ready to repeat information if asked.

Put a completed copy of this form by the telephone
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Individual Health Care Plan (IHCP)
If any other medical condition were not captured by the Generic Care Plan, the school would use one
of these plans in consultation with the parents and GP.
Academy/School

Pupil Name & Address
Date of Birth
Class
Medical Diagnosis
Triggers
Who Needs To Know
About Pupils Condition &
What constitutes and
Emergency
Action to Be Taken in
Emergency and by whom

Follow Up Care

Family Contacts
Names
Telephone Numbers
Clinic/Hospital Contacts
Name
Number
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GP
Name
Number
Description of medical needs
and signs and symptoms

Daily Care Requirements
Who is Responsible for
Daily Care
Transport Arrangements
If the pupil has life
threatening condition,
specific transport
healthcare plans will be
carried on vehicles
School Trip
Support/Activities Outside
School Hours
(e.g. risk assessments, who is
responsible in an emergency)

Form Distributed To

Date

Review date
This will be reviewed at least annually or earlier if the child’s needs change
Arrangements that will be made in relation to the child travelling to and from the
school. If the pupil has life-threatening condition, specific transport healthcare
plans will be carried on vehicles.
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Parental agreement for St James’ RC Primary School to administer
medicine. (One form to be completed for each medicine)
The school will not give your child medicine unless you complete and sign this form.
Name of Pupil
Date of Birth

________/______/______

Medical condition or illness
Medicine: To be in original container with label.

Date commenced

________/______/______

Dosage and method
Time to be given
Special precautions
Are there any side effects that we
should know about?
Self-administration

Yes/No (delete as appropriate)

Procedures to take in an emergency
Parent Contact Details:
Name
Daytime telephone no.

Relationship to Pupil

Address
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I understand that:
•
•

•

•

•
•

I must deliver the medicine safely to the office
I give consent to staff to administer spare medication (Auto Adrenaline Injectors Epipen/Emerade/Jext and asthma inhalers) held by the school if my child has already been prescribed
any of these medicines/devices by their GP
Children will not be allowed to carry their own medicines/ relevant devices, unless in exceptional
circumstances, that the office must be informed of, but will be able to access their medicines in the
office and/or classroom for self-medication, quickly and easily. Pupils’ medicine will not be locked
away out of pupil’s access.
It is the parents’ responsibility to ensure all medication for their child is ‘in date’ and is replaced by
the parent when nearing to end of life and not the school’s responsibility to remind parents when this
is.
It is not the responsibility of the school to remind parents to collect medicines that are no longer
required or are out of date.
It is the responsibility of the parent to collect all medicine if a child leaves the school or the medicine
goes out of date. If a child leaves the school or the medicine goes out of date and it has not been
collected, the school will dispose of the medicine appropriately, without contacting the parent.

The information I have provided is, to the best of my knowledge, accurate at the time of writing and I give
consent to staff administering medicine in accordance with the Policy. I will inform the school immediately, in
writing, if there is any change in dosage or frequency of the medication or if the medicine is stopped. I give
consent that any unused or out of date medication may be disposed of accordingly by the school office unless
otherwise specified.
Parent’s signature
Print Name
Date
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Record of regular medicine administered to an individual child

Name of Pupil

Class

Name and strength of medicine

Dosage to be administered

Time dosage to be given

Pupil Name: ____________________________ Class: _____________
Date

Time

Medication Administered
(state name and dose)
Asthma

Allergy

Other
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Sign

Notes
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INDICATION FOR ADMINISTRATION OF MEDICATION DURING SEIZURES

Pupil Name

D.O.B.

Initial medication prescribed:
Route to be given:
Usual presentation of seizures:

When to give medication:

Usual recovery from seizure:

Action to be taken if initial dose not effective:

This procedure is agreed with parents’ consent. Only staff trained to
administer seizure medication will perform this procedure. All seizures
requiring treatment in school will be recorded. This procedure will be reviewed
annually unless a change of recommendations is instructed sooner.

This information will not be locked away to ensure quick and easy access should it be required.
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SEIZURE MEDICATION CHART

Pupil Name:

Medication type and dose:

Criteria for administration:

Date

Time

Given by

Observation/evaluation of care
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Signed/date/time

EpiPen® EMERGENCY
INSTRUCTIONS FOR AN ALLERGIC REACTION-EpiPen
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FORM 6A
FOR AN ALLERGIC REACTION- Emerade

Emerade® EMERGENCY INSTRUCTIONS

16

Jext® EMERGENCY INSTRUCTIONS FOR AN ALLERGIC REACTION-Jext

17

Symptom and Action Flowchart for Asthma attack
Children are expected to administer their own asthma pump, but will be assisted if necessary

18

19
School Asthma Card

.
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20
Some Useful Contacts

Allergy UK: Allergy Help Line: (01322) 619898 Website: www.allergyfoundation.com
The Anaphylaxis Campaign: Helpline: (01252) 542029 Website: www.anaphylaxis.org.uk
Shine Charity - Spina Bifida and Hydrocephalus
Tel: (01733) 555988 (9am to 5pm) Website: www.shinecharity.org.uk
Asthma UK Advice line: 0300 222 5800 Option 1 (Mon-Fri 9am to 5pm) Website:
www.asthma.org.uk
Council for Disabled Children (020) 7843 6000 Website: www.ncb.org.uk/cdc
Contact a Family Helpline: (020) 7608 8700 Website: www.cafamily.org.uk
Cystic Fibrosis Trust Tel: (0300 373 1000) or (020) 3795 2184 Website: www.cftrust.org.uk
Diabetes UK Care line: 0345 123 2399 (Weekdays 9am to 5pm) Website: www.diabetes.org.uk
Department for Education and Skills Tel: 0870 000 2288 Website: www.dfes.gov.uk
Department of Health: Website: www.dh.gov.uk
Disability Rights Commission (DRC) Website: www.drc-gb.org
Epilepsy Action Freephone Helpline: 0808 800 5050 (Monday – Thursday 9am to 4.30pm, Friday
9am to 4pm) Website: www.epilepsy.org.uk
Health and Safety Executive (HSE)
HSE Infoline: 08701 545500 (Mon-Fri 8am-6pm) Website: www.hse.gov.uk
Health Education Trust Website: www.healtheducationtrust.org.uk
Hyperactive Children’s Support Group
Tel: (01243) 539966 Website: www.hacsg.org.uk
MENCAP Telephone: (020) 7454 0454 Website: www.mencap.org.uk
National Eczema Society Helpline: 0800 089 1122 Website: www.eczema.org
National Society for Epilepsy
Helpline: (01494) 601400 (Mon-Fri 10am to 4pm) Website: www.epilepsysociety.org.uk
Psoriasis Association Tel: 01604 251 620 Website: www.psoriasis-association.org.uk

Supporting Policies
 Educational Visits Policy
 First Aid and Medicine Policy
 Health and Safety Policy
www.gov - Support pupils at school with medical conditions

St. James’ RC Primary School ‘Supporting Pupils in School with Medical Conditions’ summer 2018
Lisa Weeks

