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Date of issue: November 2017 Review date: November 2024 School’s full 

address and post code: Colcot Primary School, Florence Avenue,  Barry, CF62 

9XH  

School’s phone number (including area code):01446735719  

School’s email address: ColcotPS@valeofglamorgan.gov.uk  

Website address for this policy: Colcot Primary School  

Name of person responsible for maintaining this policy: Nia Cule  

Key Principles  

Colcot Primary School recognises it is required to:  

∙ Make reasonable adjustments to ensure disabled children and young persons are not at a  

substantial disadvantage compared to their peers.  

∙ Make arrangements to promote co-operation between various bodies or persons, with a  view 

to improving, among other things the wellbeing of children in relation to their physical  and 

mental health, their education, training and recreational activities (sharing data when  

appropriate. This could be through working within the Wales Accord on Sharing Personal  

Information).  

∙ Work with other agencies including local health boards, health professionals, education  

professionals, and other relevant professionals.  

∙ Create an accessible environment to ensure inclusivity and accessibility in the fullest sense  

to learners with healthcare needs.  

∙ Make reasonable provision of counselling services for learners in Year 6.  ∙ Work with the 

Local Authority to ensure learners with healthcare needs receive suitable  education.  

∙ Provide support, guidance and advice including how to meet the training needs of school  staff 

so that the Governing body can ensure that the support specified within the Individual  

Healthcare plan (IHP) can be delivered effectively.   

Roles and responsibilities  

Governing body  



∙ Should oversee the development and implementation of arrangements to ensure the school  

complies with applicable statutory duties, including those under the Equalities Act (2010). ∙ 

Promote the wellbeing of learners and consider how they can support learners to develop  

skills, knowledge and emotional resilience required to uphold their rights, and the right of  

others. 
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∙ Work collaboratively with parents, school staff, other local authority departments and  agencies 

(outside of the LA) to develop the most appropriate arrangements, and delegation  of 

responsibilities or tasks to a head teacher, member of staff of professional as appropriate.   

∙ Ensuring arrangements are in place for the development, monitoring and review of the  health 

needs arrangements as well as relevant policies and procedures such as health and  safety, 

first aid, risk assessments, safeguarding measures and emergency procedures.  This may 

include working with other external agencies and internal departments to develop  an 

individual (pupil) Healthcare Plan – IHP.   

Head Teachers   

The Head Teacher should ensure arrangements to meet the healthcare needs of their learners 

are  sufficiently developed and effectively implemented, by:  

∙ Working with governing body to ensure compliance with applicable statutory duties when  

supporting learners with healthcare needs, including duties under the Equality Act 2010  and 

the Social Services and Well-being (Wales) Act 2014.  

∙ Ensuring the arrangements are in place to meet the learners healthcare needs are fully  

understood by all parties involved by working collaboratively with parents, governing  

bodies, school staff, other local authority departments and agencies (outside of the LA) to  

develop the most appropriate arrangements, and delegation of responsibilities or tasks to  

a head teacher, member of staff of professional as appropriate.   

∙ Have overall responsibility for the development of IHP’s (Individual Healthcare Plans) and  Risk 

Assessments for pupils. However, where appropriate the Head Teacher may delegate  the 

day to day management of the learners healthcare needs to another member of staff.  

∙ Ensure staff have adequate information, supervision and training to provide the necessary  

support to the individual learner.  

∙ Ensure the support put in place focuses on and meets the individual learners needs. ∙ Ensure 

that learners have an appropriate and dignified environment to carry out their  healthcare 

needs.   

∙ Provide regular reports to the governing body and local authority on the status of pupils  with 

healthcare needs within their school.  

∙ Ensuring all learners with healthcare needs are not excluded from activities they would  

normally be entitled to take part in without a clear evidence based reason.  

Teachers and other staff members   

Any staff member within the education setting may be asked to provide support to learners with  

healthcare needs, including assisting or supervising the administration of medicines. This role is  

entirely voluntary. Staff members must receive sufficient and suitable training and achieve he  

necessary level of competence before they take on the responsibility. No staff member can be  

required to administer or supervise medication unless it forms part of their contract, terms and  



conditions or a mutually agreed job plan.  

In addition to the training provided to staff that have volunteered or are contracted to support  

learners with healthcare needs, the education setting should also ensure staff: 
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∙ Fully understand the education setting’s healthcare needs policies and arrangements. ∙ Be 

aware of which learners have more serious or chronic healthcare needs and where  

appropriate are familiar with the learners IHP’s and Individual Risk Assessments. ∙ Fully 

understand the education settings emergency procedures and arrangements.  

Parents/carers   

- Parents must ensure they provide the school with any medical information for  

their child and update the class teacher and HT of any changes.  

- Parents must provide medication or other requirements;   

- Parents must provide emergency contact information;  

- Parents must participate in drafting and agreeing individual healthcare plan (IHP)  

where needed; and   

- take part in discussions, including around information 

sharing/confidentiality Learner  

- to inform staff member/s if feeling unwell;   

- to inform relevant staff member/s of any medication or healthcare needs, or  

changes;  

- participate in drafting and agreeing individual healthcare plan (IHP), where  

appropriate;  

- take care when carrying medicines to and from school, and not sharing with  

others;  

- taking part in discussions around sharing/confidentiality of personal 

information. Local authority   

- The school will liaise with the Local Authority and ensure that policies and  

procedures are in place and to ensure legal duties and requirements are met in  

regard to learners with healthcare needs.  

NHS Wales school health nursing service, health and other professionals, third  

sector organisations and other specialist services   

The school will liaise and work alongside these services, where appropriate. This  

can include health professionals, e.g. occupational therapists, speech and 

language therapists.  

Individual Healthcare Plan (IHP’s)   



Colcot Primary School acknowledges that IHP’s are essential where healthcare needs are  

complex, fluctuation, long term or where there is a high risk that an emergency intervention is  

needed. IHP’s set out what support is required by the learner. The Governing body should ensure  
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that the healthcare needs policy includes information on who has overall responsibility for the  

development of IHP’s.   

Not all learners with healthcare needs require an IHP and each education setting is expected to  

implement a process whereby the most appropriate interventions are considered and 

implemented.  

The development of detailed IHP’s may involve:  

∙ the learner  

∙ the parents  

∙ input of information from previous education setting  

∙ appropriate healthcare professionals  

∙ social care professionals  

∙ the Headteacher and/or delegated responsible individual for healthcare needs across the  

setting  

∙ teachers and support staff, including catering staff (where applicable)  

∙ any individuals with relevant roles such as a first aid co-ordinator, wellbeing officer and  

special educational needs co-ordinator SENco).  

Sharing information  

The school will actively work with multi agencies including NHS Wales School health nursing  

service, third sector organisations and other specialist services to develop Healthcare plans where  

necessary. This information will be used to develop school and pupil specific risk assessments,  

IHP’s, PEEP’s and medical needs forms where necessary.  

The school may, where appropriate and with permission with individual schools and internal  

departments within Learning & Skills share information internally in order to develop support plans  

and risk assessments. This may include the ALN, Safeguarding, Health & Safety and Catering  

departments. This list is not exhaustive and contact with both external and internal agencies will  be 

taken on a case by case basis.  

Details of pupils medical conditions, allergies and/or dietary needs and restrictions should be  

recorded in SIMS.  

The school will ensure that any information that may, where appropriate need to be shared about  

a child will be done to ensure their safety – i.e admin staff, supply teachers and other visitors. This  

information will be shared in a confidential and on a need to know basis.  

Creating an accessible environment  

The School and Governing body will work alongside the Local Authority to ensure that the School  

is inclusive and accessible in the fullest sense to your learners with healthcare needs, including: - 

physical access to school building/s;   



- reasonable adjustments - auxiliary aids or services;   

- day trips and residential visits;   

- social interactions e.g. clubs and social activities;  

- exercise and physical activity; 
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- food management; and  

- undertaking any necessary risk assessments.  

Procedures and record keeping for the management of learners’ healthcare needs  

Parents / carers will complete a medical consent form. A copy of this will be kept in the main  

office and with the child’s medication. This will detail any emergency contact numbers for the  

child.   

A daily record will be kept to include the time medication given and if there are any reactions – 

this will be signed by the member of staff administering the medication.  

A copy of a child’s IHP will be kept in the Class teachers file, with the ALNCo and in the childs  

file.  

Please see the form templates which are used at Annex 2 at the following link:  

http://learning.gov.wales/resources/browse-all/supporting-learners-with-healthcare 

needs/?lang=en)   

Storage, access and the administration of medication and devices  

All medication will be stored in the HTs office unless it needs to be in the fridge. Parents must 

replenish the medication and ensure that the medication is in its original box so that  the school 

can see the name of child and dosage. Empty medication packs will be kept in school  as 

evidence.  

Emergency procedures   

In an emergency situation the school will contact 999 and then inform the parents. The  

emergency procedure will be the duty of the most senior member of staff – HT, DHT, SLT  

All staff have received First Aid training  

The child’s details and parent details will be accessed using SIMS  

The learners IHP will provide information to staff reading procedures to follow in case of an  

emergency.  

All staff are made aware of any child with a specific health need.   

Pupils will be reminded to inform adults in the school if they are feeling unwell.  

Training  

All staff have received First Aid training and this training is updated regularly. - ensuring All staff  

have a basic awareness of common medical conditions to recognise symptoms and understand  

how to seek appropriate assistance.   

Qualifications and assessments  

Teachers are expected to use their professional judgement to support learners with healthcare  

needs.  
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Education other than at school (EOTAS)   
Pupils who are in hospital or unable to attend school for a long period of time will be provided  
with work to complete an the school, will inform the Local Authority.   

School transport   
The School will liaise with the Local Authority if any child needs school transport  

Reviewing policies, arrangements and procedures  

All procedures are regularly reviewed and staff are updated.   
This policy will be reviewed annually.   

Insurance arrangements   

The School has the appropriate insurance policies in place.  

Complaints procedure   
The School has a Complaints Policy which has been agreed by the Governing Body. The policy  
is available on request  

Individual healthcare plans (IHPs)   

An IHP will be written in conjunction with child, parent, class teacher, ALNCO and any  
appropriate health professional  
An IHP will be deemed necessary for pupils who have medical concerns that can affect them  
accessing learning e.g Downs Syndrome, Diabetes, Epliepsy  
The IHP will cover any specialist provision needed, medication and any side effects and  
emergency conditions.   
It will be the responsibility of the parent to update the school of any medical changes and the  
ALNCo to update the IHP  

Unacceptable practice   
The School recognises that it must not act in a manner where individuals pupils needs are not  

considered to the fullest. Unacceptable practice in this respect would include:  

∙ Preventing learners for attending school due to their healthcare needs, unless their  

attending would be likely to cause harm to the learner or others;  

∙ Prevent learners from easily accessing their medication when and where necessary; ∙ 

Assume every learner with the same condition requires the same treatment and support; ∙ 

Ignore the view of the learner, parent or guardian. Ignore the views of healthcare  

professionals and other stakeholders;  

∙ Penalise learners for their attendance record if the absence is related to their healthcare  

needs;  

∙ Prevent or create unnecessary barriers to a learner’s participation in any aspect of their  

education, including trips, e.g. by requiring a parent to accompany the learner.  

Please see the ‘Unacceptable Practice’ section in the Welsh Government’s ‘Supporting  
Learners with Healthcare Needs’ statutory guidance:  
http://learning.gov.wales/resources/browse-all/supporting-learners-with-healthcare 
needs/?lang=en 
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RELATED POLICY, PROCEDURES AND GUIDANCE.  

The following guidance documents, policies and procedures are available from 

Staffnet: http://staffnet.valeofglamorgan.gov.uk/Schools/Schools-Health-and-

Safety.aspx  

∙ WAG Guidance on the use of Emergency Salbutamol inhalers in schools. ∙ 

Epi Pen Guidance.  

∙ Managing Allergies in Schools.  

∙ First Aid Policy & Needs Assessment (Corporate).  

∙ Health & Safety Risk Assessment template  

USEFUL CONTACTS  

Asthma  

Asthma UK Cymru  
Helpline: 0300 2225800  
www.asthma.org.uk/  

Anaphylactic shock  

Allergy UK  
Helpline: 01322 619898  
www.allergyuk.org/  

Anaphylaxis Campaign  
Helpline: 01252 542029  
www.anaphylaxis.org.uk/  

Child support organisations  

Action for Children  
Tel: 0300 123 2112  
www.actionforchildren.org.uk/  

Action for Sick Children  
Helpline: 0800 074 4519  
www.actionforchildren.org.uk/ 
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Barnardo’s Cymru  
Tel: 029 2049 3387  
www.barnardos.org.uk/wales  

Children in Wales  
Tel: 029 2034 2434  
www.childreninwales.org.uk/  

Diabetes  
Diabetes UK Cymru  
Tel: 029 2066 8276  
www.diabetes.org.uk/  

Diabetes IHP template  
www.diabetes.org.uk/Guide-to-diabetes/Your-child-and-diabetes/Schools/IHP-a-childs-individual 
healthcare-plan/  

Diabetes UK school and parent resource packs  
www.diabetes.org.uk/Guide-to-diabetes/Your-child-and-diabetes/Schools/Diabetes-in-school 
resources  

Epilepsy  

Epilepsy Action Wales  
Tel: 01633 253407  
Helpline: 0808 800 5050  
www.epilepsy.org.uk/incvolved/branches/cymru  

Epilepsy Wales  
Helpline: 0800 2289016  
www.epilipsy-wales.org.uk  

Young Epilepsy  
Helpline: 01342 831342  
www.youngepilepsy.org.uk  

Learning Difficulties  

Learning Disability Wales  
Tel: 029 2068 1160  
www.ldw.org.uk  

MENCAP Cymru  
Helpline 0808 808 1111  
www.mencap.org.uk 
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Special Needs Advisory Project (SNAP) 
Cymru Helpline 0845 120 3730  
www.snapcymru.org/  

Medical-based support organisation  

The National Autistic Society Cymru  
Helpline: 0808 800 4104  
www.autism.org.uk/  

Bobath Children’s Therapy Centre 
Wales Tel: 029 2052 2600  
www.bobathwales.org  

Cerebra-for brain-injured children and young 
people Tel: 01267 244200  
www.cerebra.org.uk 
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FORM TEMPLATES  

Form 1 – Contacting Emergency Services  

Form 2 – Parental agreement for education settings to administer medicine 

Form 3 – Record of medicine stored for administered to an individual 

learner Form 4 – Record of medicines administered to all learners – by date 

Form 5 – Request for learner to carry / administer their own medicine Form 

6 – Medication / healthcare incident form 
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FORM 1: Contacting emergency services  

Request for an Ambulance  

1. Dial 999, ask for an ambulance and be ready with the following information  

where possible.  

2. State your telephone number.  

3. Give your location as follows [insert your address].  

4. State that the postcode is [insert postcode].  

5. Give the exact location in the education setting.  

6. Give your name.  

7. Give the name of the learner/person and a brief description of symptoms.  

8. Inform ambulance control of the best entrance and state that the crew will be met  

and taken to [name the location].  

9. Don’t hang up until the information has been repeated back.  

SPEAK CLEARLY AND SLOWLY AND BE READY TO REPEAT INFORMATION IF  

ASKED TO. 
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FORM 2: Parental agreement for education setting to administer  

medicine  

[Insert name of education setting] needs your permission to give your child medicine.  

Please complete ad sign below this form to allow this.  

Name of Child  

Date of birth / /  

Group/Class/form  

Healthcare need(s)  

Medicine  

Name/Type of medicine  

(as described on the container)  

Date dispensed / / Expiry date (if applicable) / / Agreed review date to be 

initiated by [name of member of staff] / / Dosage and method  

Timing  

Special Instructions  

Self Administration (delete as appropriate) YES/NO  

Are there any side effects that the setting needs to know about?  

FORM 2 – Ctn’d. (Parental agreement for education setting to administer medicine) 
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Procedures to take in an emergency?  

Contact Details  

Name  

Daytime telephone number  

Relationship to Child  

Address  

I understand that I must deliver the medicine personally to an agreed member of 

staff. I understand that I must notify the setting of any changes in writing. Date / / 

Signatures (s)……………………………………………… 
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FORM 3: Record of medicine stored for and administered to an  



individual learner  

Name of learner  

Date medicine provided by   
parent/guardian/carer  

Group/Class/Form  

Name and strength of medicine  

Dose and frequency of medicine  

Method of administration  

Special instructions?  

Staff Signature …………… …………………………………… Signature of 

Parent/Carer/Guardian ………………………………………………….. 

Date given  Time given  Dose given  Administer

ed  by:  

Witnessed by:  
(name of 2nd staff  

member) 
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FORM 4: Record of medicines administered to all learners – by date  

To be completed for pupils who have occasional or ad-hoc medicine(s) administered, including  

salbutamol inhalers, paracetamol etc. 

Date  Learner’s name  Time  Name of  

medicine 

Dose   

given 

Any reactions  Signatu

re  of 

staff 

Print name 
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FORM 5: Request for learner to carry/administer their own 

medicine This form must be completed by the parent/carer/guardian.  

If staff have any concerns discuss this request with healthcare professionals.  

Learner’s name  



Group /class/form  

Address  

Name of medicine & dose  

Carry and administer  

Administer from stored location  

Procedures to be taken   
in an emergency  

Contact information  

Name  

Daytime telephone number  

Relationship to learner 
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I would like my child to administer and/or carry their medicine 

Signed parent/carer/guardian……………………………………. Date  
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FORM 6: Medication/healthcare incident report  

An INC1 form must also be completed in addition to this form – send to Corporate  

Health & Safety Department.  

Learner’s name  

Home address …………………………….. Telephone no………………… 

……………………………………………….  

Date of Incident …………………………… Time of Incident ……………… 

Correct medication and dosage (including method )  

Medication normally administered by: Learner  

Learner with staff supervision  

Nurse/ School staff member  

Type of error:  

Dose administered later than agreed/scheduled time  

Omission Wrong dose Additional dose Wrong learner Dose given without 

permission on file Dietary Dose administered by unauthorised person Other  

Description of Incident:  

Action Taken:  

Parent/carer/guardian notified: name, date & time 

……………………………………… School nurse notified: name, date & time 

……………………………………………….. GP/Medical professional notified: name, 

date & time ………………………………….  

LEA notified Name(s) / Department(s)  

…………………………………………………………………………………………………..  

Learner taken home Learner sent to hospital  

Other ………………………………………………………………………… 
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guidance: http://learning.gov.wales/resources/browse-all/supporting-learners-with-healthcare-needs/?lang=en However if after  
reading the guidance you require assistance, please email additionallearningneedsbranch@wales.gsi.gov.uk  
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