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Introduction
The Kite Academy Trust is committed to promoting and safeguarding the health and welfare of all
children in its academies. Children may have needs which arise from physical, medical, sensory,
learning, emotional or behavioural difficulties which require additional provision; each academy will
strive to meet these needs, balancing them against the academy’s responsibility for the welfare of
all its pupils.
The Kite Academy Trust is committed to providing children with additional needs the fullest access
to education and participation in academy life as possible. The Trust understands that parents/carers
are often concerned about the physical, social and emotional impact of attending school on their
child; it is therefore important that parents/carers and their children feel confident that the academy
will provide effective support. Our academies will liaise closely with parents/carers to establish an
Individual Care Plan (see Appendix 1) detailing the child’s needs and requirements, including the
administration of medication, where required. The academy will also make reasonable adjustments
to ensure access. The staff of the Kite Academy Trust recognise their responsibility for the care and
welfare of all children and aim to take the same care that a reasonable, prudent and careful parent
would take in the same circumstances.
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Supporting Medical Conditions
The Children and Families Act 2014 states that arrangements for supporting pupils at school with
medical conditions must be in place and those pupils at school with medical conditions should be
properly supported so that they can play a full and active role in school life, including school trips and
physical education, remain healthy and achieve their academic potential. This policy reflects the DfE
guidance ‘Supporting Children with Medical Conditions’
Children should be in school if fit to participate in the normal curriculum; however, in the best
interest of the child, the following exceptions will be made:
•

If a G.P. recommends that a child is fit to be in school, although requires medication;

•

Children with chronic illnesses who will be assisted to lead as normal a life as possible;

•

If it would be detrimental to a child’s health if medication were not administered

Close co-operation between the academy, parents, health professionals and other agencies is
essential to ensure that any necessary medical interventions during academy activities are
undertaken safely and correctly. The academy will agree and record arrangements to provide
appropriate medical support for each child needing it through prior discussion with their
parents/carers and health professionals before commencement. Parents/carers are required to give
written information of a child’s medical condition on admission to the academy and will be expected
to keep the academy fully informed of any changes that affect the child. Sharing information
regarding medical needs is paramount if staff are to guarantee the best care for a child. The Head
Teacher will ensure that all staff, including supply teachers, are aware of special medical information
for individual children as necessary, and will include:
•

Which children suffer from medical conditions;

•

Details of medication available for individual children;

•

Emergency procedures which should be followed for individual children

The Head Teacher is responsible for making sure that staff have appropriate training to support
children with medical needs, that this training provides sufficient understanding, confidence and
expertise and that arrangements are in place to update training on a regular basis. The Head Teacher
is also responsible for ensuring that cover arrangements are in place in case of staff absence or staff
turnover.
The administration of medicines by academy staff is not a part of standard contracts; this is a
voluntary role and staff have the right to decline to administer medicines.
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Individual Care Plans will be held for each child with an existing medical condition; this will be
reviewed annually and will be accessible to all staff responsible for administering first aid/medicines.
If a child becomes unwell or has an accident during the academy day, contact will be made with the
parent/carer to agree suitable arrangements for care of the child. Parents/carers are expected to
take responsibility to ensure the academy has up to date contact information. If a child requires
hospital treatment during the academy day, every effort will be made to contact the child’s
parents/carers or other emergency contact numbers. If this is not possible, the academy will make
arrangements for the child to be taken to hospital by calling an ambulance. The academy office will
continue to try to ensure parents are informed and a member of staff will stay with the child until a
parent arrives.
Health Care professionals are responsible for any medical decisions when parents/carers are not
available. Any relevant religious/cultural information will be communicated to medical staff by the
member of academy staff accompanying the child in the absence of their parent/carer. Academy
staff cannot give consent for any medical treatment as they do not have parental responsibility.
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Individual Care Plans
Not all children with a medical condition will require an Individual Care Plan (ICP). The need for an
ICP will be agreed through discussion with parents/carers and relevant healthcare professionals. Any
ICP will be based on evidence available; if there is not a consensus, the Head Teacher will make the
final decision. The academy, parents/carers and relevant healthcare professionals will write the ICP
according to the child’s specific needs and the child will be involved wherever appropriate.
The level of detail in the plan will depend on the complexity of the child’s condition and how much
support is needed. The contents of the ICP will consider:
•

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

•

The child’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;

•

Specific support for the child’s educational, social and emotional needs, such as how
absences will be managed, ELSA support etc.;

•

The level of support needed, including the child’s level of competency in managing their own
medicines and procedures;

•

Who will provide the required support, their training needs, expectations of their role and
confirmation of proficiency to provide support for the child’s, and cover arrangements for
when they are unavailable;

•

Who in the academy needs to be aware of the child’s condition and the support required;

•

Separate arrangements or procedures required for educational trips or other activities
outside of the normal academy timetable that will ensure the child can participate, such as
risk assessments;

•

Where confidentiality issues may be a consideration, the designated individuals to be
entrusted with information about the child’s condition;

•

What to do if a child refuses to take any medication, including any alternative options,
bearing in mind that no member of staff will force them to take a medicine or carry out a
necessary procedure;

•

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

ICPs will be linked to, or become part of, any statement of special educational needs (SEN) or
education, health and care (EHC) plan. If a child has SEN but does not have a statement or EHCP, the
SEN will be mentioned in the ICP.
A template ICP can be found at Appendix 1.
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Administration of Medication
Medication should only be administered by the academy when essential and where it would be
detrimental to a child’s health if the medicine were not administered during the academy day.
Medication should not be given on an ongoing basis, unless prescribed by a doctor.
The need for medicines to be administered during the academy day should be avoided;
parents/carers are therefore requested to arrange the timings of doses accordingly (i.e. medicines
prescribed to be taken three times a day can be taken in the morning, after academy hours and at
bedtime). Academy staff will agree to administer prescribed medication in exceptional
circumstances, such as those requiring four doses a day, but cannot accept responsibility for missed
doses. Parents must give written consent by completing the Temporary Administration of Medicines
form (see Appendix 3) and the following guidelines should be followed:
•

Medication must be brought to the academy office by the parent or carer, not by the child;

•

Medication should be in a clearly labeled, appropriate, container with the following
information:
o

Child’s full name, DOB and Class

o

Name of medication

o

Dosage instructions – frequency and levels

o

Instructions for administration

o

Date of dispensing

o

Cautionary advice

o

Expiry date

•

Parents are responsible for ensuring that the academy has an emergency contact number
for the period during which medication is required (if different from the usual emergency
contact number);

•

Parents are responsible for ensuring medicines do not exceed the expiry date;

•

Parents are responsible for the disposal of out of date medication;

•

Instructions for the disposal of Adrenaline Auto-Injectors/needles should be kept with
medication but it is the parent’s responsibility to arrange for disposal;

•

The child will be expected to report to the academy office at the appropriate time;

•

Generic medicines (such as a child’s own Paracetamol) will not be retained by the academy
and will be held solely to administer in exceptional circumstances, following completion of a
Temporary Administration of Medicines form;

Exceptions to the administration of prescribed medication include:
•

Where the timing of the dose is vital and timing mistakes could lead to serious consequences.
In this case, parents/carers will be asked to come into the academy to administer doses;

•

Where medical or technical expertise is required (until relevant training has been received);

•

Where intimate contact is necessary;

•

When a child refuses to take the medication. No member of staff will force a child to do so.

The academy will take no responsibility for non-administration of medicine, either through
unwillingness of the child to take the medicine or in the rare event that staff forget to administer the
medicine. Parents/carers will be informed as soon as possible should this situation arise.
The academy cannot take responsibility for administering non-prescribed medication and children
are not permitted to bring these into the academy for self-administration.
All medicines will be stored centrally, safely and in accordance with storage instructions.
The academy must keep records of:
KITE ACADEMY TRUST
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•

Written requests/parental consent, ensuring that these requests match the written
instructions on the pharmacy dispensed label;

•

Names of staff responsible for medication, keeping information and medicines up to date
and keeping equipment and devices clean and in good working order;

•

Names and locations of staff authorised and trained to administer medication;

•

All treatments/medication given, including the date, time, medicine, dose and signatures of
people administering;

•

Full details of any incidents, involving emergency action.

Records will be kept for 3 years. Individual Care Plans for children will be kept until they leave the
academy.
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Emergency Medication
Emergency medication refers to that which is prescribed for the emergency treatment of a condition,
rather than short-term dosage. This may relate to conditions such as allergies, asthma and diabetes
and include medications such as adrenaline, glucose/dextrose and inhalers.
All members of staff, including new, temporary and supply staff, are made aware of children with
specific medical needs. Appropriate training will be given to staff for when situations arise where
emergency medicines are necessary, such as assisting in administering medication and calling an
ambulance.
Emergency medications will be accessible immediately. Medicines and devices such as asthma
inhalers, blood glucose testing meters, insulin devices and adrenaline auto-injectors will always be
readily available to children and not locked away. All emergency medication will be kept in the
designated storage in the academy office and/or classroom (see below); children will be informed
about where their medicines are at all times and be able to access them immediately.
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Asthma Care
Asthma inhalers will be kept in the academy office/medical room so that they are readily available.
Inhalers should be given to the academy in the original box, displaying the pharmacist label, showing
child’s name and dosage required instructions.
Children are expected, where able, to administer their own medication for the treatment of asthma
under adult supervision, and the dosage taken will be recorded by a member of staff. It is, however,
recognised that due to the age of the child, self-administration may not be possible. This is recorded
as part of the Individual Care Plan.
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Anaphylaxis Care
Severe anaphylaxis is an extremely time-critical situation. Our academies will ensure that all AAI
devices are kept in a safe and suitably central location, such as the academy office, to which all staff
have access at all times, but in which the AAI is out of the sight and reach of children. They must not
be locked away in a cupboard or an office where access is restricted, and should not be located more
than 5 minutes away from where they may be needed. Where required, such as in our larger
academies, a second AAI may be located in the child’s classroom or another location closer to the
dining area or playground; for example. This will be decided by the Head Teacher.
Parents/carers will be required to complete an Individual Care Plan if a child requires an AAI. If
medication changes, parents are required to inform the academy. Parent/carers will provide the
required AAI in a suitable container with their child’s name and photograph on. It is the
parent/carer’s responsibility to check the contents regularly and also to check the validity of the AAI
on a termly basis.
The Individual Care Plan must detail the usual allergic symptoms for the child concerned and must
be updated with any changes in medication. This information will be shared with relevant members
of staff to ensure the best care for the child.
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For further advice, please refer to:
Guidance on the use of Adrenaline Auto-Injectors in Schools
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Diabetes Care
For children with a diabetes diagnosis, their ICP will detail the procedure for blood glucose
checking, the insulin prescribed, including the dose to be given and the procedure for injecting i.e.
via a pen device or an insulin pump.
The academy will accept insulin that is inside an insulin pen or pump rather than its original container,
but it must be in date.
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Intimate Care
Intimate care is any care which involves washing, touching or carrying out a procedure (such as
cleaning up a child after they have soiled themselves) to intimate personal areas. In most cases, such
care will involve cleaning for hygiene purposes as part of a staff member’s duty of care.
If a specific procedure is required as part of a medical condition, this must be documented in an
Individual Care Plan. The needs and wishes of children and parents will be taken into account
wherever possible within the constraints of staffing and equal opportunities legislation.
The Kite Academy Trust recognise that intimate care is a sensitive issue and requires staff to be
respectful of the child’s needs and dignity. Our academies will ensure that all staff responsible for
the intimate care of children will undertake their duties in a professional manner at all times,
respecting the child’s right to privacy, choice and control. The child will be supported to achieve the
highest level of autonomy that is possible given their age and abilities. Staff will encourage each child
to do as much for themselves as is possible; this may mean, for example, giving the child
responsibility for washing themselves. When a child is in need of intimate care, two adults should
be present; one to carry out the necessary care and one to support and safeguard the adult and child.
Children with long-term incontinence will require carefully planned arrangements, to ensure the
welfare and dignity of the child at all times. These arrangements will be discussed with
parents/carers and documented in an Individual Care Plan. Parents/carers will be responsible for
providing nappies, disposal bags, wipes, changing mat etc. The academy is responsible for providing
gloves, plastic aprons, a bin, non-allergic wet wipes, and liners to dispose of any waste. Please see
the Kite Academy Trust’s Infection Control Policy.
The Kite Academy Trust Safeguarding & Child Protection Policy will be adhered to at all times. If a
member of staff has any concerns about a child’s presentation, e.g. marks, bruises, soreness etc, they
will immediately report concerns as outlined in the policy. If a child makes an allegation against a
member of staff, procedures will be followed as detailed in the Kite Academy Trust Safeguarding &
Child Protection Policy).

10

Allergies
All academies within the Kite Academy Trust have provision for children to have a hot meal at
lunchtimes, and are fully able to cater for allergies and food intolerances. The Kite Academy Trust
promotes a healthy lifestyle and is committed to ensuring that the meals provided have good
nutritional value. Our academies are nut-free; staff, children and visitors are not permitted to bring
nuts or nut-based products onto the premises.
For children with specific dietary requirements, a Special Dietary Request form (see Appendix 2) must
be completed. This will be provided to catering staff who will take all reasonable steps to ensure the
child does not eat food items to which they are allergic/intolerant. Parents will remind the child
regularly of the need to refuse food items, and arrange alternatives when appropriate.
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First Aid
Each academy will appoint designated first aiders, at least one of which will have a paediatric first
aid certificate, with responsibility for:
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•

Acting as first responders to any incidents, assessing the situation where there is an injured or ill
person, and provide immediate and appropriate treatment;

•

Ensuring that an ambulance or other professional medical help is summoned when appropriate;

•

Filling in an accident report on the same day, or as soon as is reasonably practicable, after an
incident

Each academy will have first aid kit(s) in areas around the academy, and a full first aid kit in the
office/medical room, and will ensure that there are adequate medical supplies in all kits. All staff at
the academy must know where the first aid kits are stored.
Parents/carers are responsible for ensuring that the academy has their correct, up-to-date contact
details and must provide three emergency contacts for their child, in contact priority order.
An accident form will be completed by the relevant member of staff on the same day or as soon as
possible after an incident resulting in an injury; as much detail as possible should be supplied when
reporting an accident.
Records held of administered first aid/accidents will be retained by the academy for a minimum of 3
years, in accordance with regulation 25 of the Social Security (Claims and Payments) Regulations
1979, and then disposed of securely.
Please see the Kite Academy Trust’s First Aid Policy.
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Infection Prevention & Control
The Kite Academy Trust’s Infection Control Policy provides guidance to prevent and manage
infections in our academies.
We follow national guidance published by Public Health England (PHE) when responding to infection
control issues and encourage staff and pupils to routinely follow good hygiene practice.
During an outbreak of an infectious illness, epidemic or pandemic, additional measures and
procedures will be put in to practice to minimise the spread of the infection and ensure our
academies are safe. These will include daily cleaning procedures that follow national guidance and
are compliant with the COSHH. Enhanced cleaning will be undertaken where required.
Please see the Kite Academy Trust’s Infection Control Policy.
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Educational Visits & Associated Travel
Children with medical needs will be encouraged to participate in educational visits wherever safety
permits. The academy may need to take additional safety measures for such visits and in this
instance refer to National Guidance for the Management of Outdoor Learning, Off-site Visits and
Learning outside the Classroom for guidance. Prior to the trip, discussions will be held between the
academy and parents to agree appropriate provision and safe handling of medication, and will be
included in any risk assessment undertaken.
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Sporting Activities
Most children with medical conditions can participate in the PE curriculum and extracurricular sport.
Any restrictions on the child’s ability to participate in PE should be clearly identified and incorporated
in the Individual Care Plan.
Children requiring asthma inhalers will be encouraged to use them by the class teachers before and
after PE. With regard to medic alert bracelets/necklaces which are worn to alert others of a specific
medical condition, these can be regarded as a source of potential injury in sporting activities and
consideration should be given to their temporary removal and safe keeping by the person in charge
of the activity.
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Sun Safety
Academies within the Kite Academy Trust promote sun safety and encourage children to protect
themselves from the sun by wearing hats and appropriate clothing. Children are also informed of the
importance of hydration and the need to drink more water during times of intense heat.
During the summer months, parents/carers are encouraged to provide their children with sun hats
and water to drink throughout the day. Sunscreens are permitted and we recommend that all day
sunscreens are applied at home during hot weather.
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Legislation and Statutory Responsibilities
This policy meets the requirements under Section 100 of the Children and Families Act 2014, which
places a duty on academies to make arrangements for supporting their pupils with medical
conditions.
It is also based on the Department for Education’s statutory guidance: Supporting pupils at school
with medical conditions.
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Complaints
Parent/carers with a complaint about the support of their child’s condition should discuss these
directly with the Head Teacher. If the Head Teacher cannot resolve the matter, they will direct
parent/carers to the Kite Academy Trust’s Academy Complaints procedure.
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Appendix 1 – Individual Care Plan Form
Individual Care Plan
Name of Child:
Class:
DOB:
Reason for Care Plan:
Emergency Contact
Numbers:

photo
1.
2.
3.

Created by:

Date Received:

Background
Information /
Area of Concern:
Symptoms of
Condition:

Medication
(if applicable):

Action During an
Episode:

Day-to-Day Care:

Staff Involved:

Review Date:

To be shared with all staff (copy to be kept in classroom, staffroom and in office; copy to be given with verbal briefing
to all adults with responsibility for the child
Signed: .........................................................................................................................

Date: ..................................

Parent/Guardian

Signed: .........................................................................................................................

Date: ..................................

Head Teacher
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Appendix 2 – Special Dietary Request Form
Special Dietary Request
Child’s Name: ........................................................................................................

Year/Class: …………………..........

Type of Diet:

.....................................................................................................................................................................

Medical:

.....................................................................................................................................................................

(e.g. allergy)

Religious:

.....................................................................................................................................................................

Ethical:

.....................................................................................................................................................................

(e.g. vegetarian)

Please print specific details. Identify food that the child is / is not allowed to eat:
Non-Suitable Foods

Suitable or Substitute Foods

DOES YOUR CHILD HAVE A SIGNIFICANT OR LIFE THREATENING FOOD ALLERGY?

YES

NO

(PLEASE CIRCLE)

TO BE COMPLETED BY THE ACADEMY
The following is required for medical diets only
EMERGENCY PROCEDURES FOR USE
OF AN ADRENALINE AUTO INJECTOR (AAI)

Details: (academy to complete)

Where is the AAI located?
Administered by whom?
Local arrangements for identification of child
agreed and emergency procedure in place

Details: (academy to complete)

Signature: …………………………………………………………..

Print Name: ………………………………………………………………………………

Parent/Guardian

Parent/Guardian

Signature: …………………………………………………………..

Print Name: ………………………………………………………………………………

Academy Representative

Position: ……..................................................................................
Signature: …………………………………………………………..

Print Name: ………………………………………………………………………………

Caterer

Date: …….................................
This form should be held with the child’s Individual Care Plan and a copy passed to the Catering Service.
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Appendix 3 – Temporary Administration of Medicines Form
Temporary Administration of Medicines
Child’s Name:

...................................................................................................................................................

Date of Birth:

.........................................

Condition or Illness:

...................................................................................................................................................

Parents’ Tel:

...................................................................................................................................................

G.P. Name:

.............................................................................

Special Instructions:

...................................................................................................................................................

Year/Class: .........................................

Tel: .................................................

...................................................................................................................................................
Allergies:

...................................................................................................................................................

Other prescribed medicine child takes at home:
...................................................................................................................................................
Medicine to be Administered:
Name of Medicine

Dose

Frequency/Times

Completion Date of
Course

I agree to members of staff administering medicines/providing treatment to my child as directed above. I
accept full responsibility for the instructions provided and understand that, while every care will be taken
to administer medication as instructed, staff will accept no responsibility for any mistakes.
Signed: ....................................................................................................................

Date: ..................................

Parent/Guardian

Print Name: .......................................................................................................................................................................

PLEASE NOTE: Where possible the need for medicines to be administered at the academy should be avoided.
Parents are therefore requested to try and arrange the timings of doses accordingly.
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