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OUR SCHOOL VISION 

Our Christian vision is drawn from Matthew’s gospel, which proclaims the Kingdom of God. Jesus 
teaches his disciples about choice, commitment and Christian hope for transformational change. His 
wisdom guides us to acknowledge that wealth is not material but that true wealth is gained from 
working collaboratively for the common good.     

A fundamental component of our lives at SMSJ is a confident reassurance that all things are possible.  
We believe that healing, repair, repentance, forgiveness and reconciliation are always possible. We 
embrace innovation and transformation with the conviction that with Christ, every day, every task, 
every situation, every relationship brims with divine possibility. God is always at work in our lives.   

We trust in the loving purposes of God: trusting that the foundations of the world are good because 
they spring from God. Our hope is rooted in the love and faithfulness of God. We strive to equip our 
students with an awareness of the true value of things together with an understanding of the 
consequences of our thoughts, words and actions.  Christ’s sacrificial life and his teaching about love 
and humility may appear foolish by the world’s standards but, in reality, it expresses the Wisdom of 
God. 

SMSJ exists to enhance the future life chances and opportunities of our students, whatever their faith 
or starting point, by providing a centre of educational excellence at the heart of our community. 
Through hard work, resilience, perseverance and a commitment to our learning, we will create a hope-
filled future. Our children will be equipped with the ambition, qualities, qualifications and values 
necessary to meet the challenges of an ever-changing world, knowing that ‘…with God, all things are 
possible’. 

OUR SCHOOL VALUES 

We have chosen 3 Christian values to build our work around and ensure we grow in body, mind and 

spirit. These values were chosen by consulting staff, children, parents and governors. We are guided 

by the example of Jesus and the ways in which his followers in the early church described how they 

tried to learn from him. Our values; Wisdom, Service and Hope, define us, strengthen our 

relationships, and provide guiding principles that enable us live out our vision. 

1. Introduction 

Date of Last Review: September 2020 

Approval Authority:  

Staff Lead: Principal/School Business Manager 

Governor Lead: Chair of the Governing Body 

Status: Yes  

Review Frequency: Bi-annually 

Location: Staff Shared Drive (Policies folder) 

Date of Next Review: September 2022 
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St Mary and St John’s CE School (The “School”) is committed to giving all its students opportunities to 

access the curriculum.  Every effort will be made to ensure that students with medical needs 

experience the best possible care whilst at the school.  This policy provides a sound basis for ensuring 

that children with medical needs receive proper care and support at school.  In addition, the school 

has adopted the guidance published by the DfE/Department of Health entitled “Supporting Students 

with Medical Needs: a good practice guide”.   

All medical information received by the school will be treated confidentially.  Information to ensure 

the safety and care of individual students will be disclosed as appropriate to staff of the school.  Such 

procedure will be discussed with the student and parent for their agreement prior to the disclosure.  

(Throughout this policy, the term “parents” means all those having parental responsibility for a 

child). 

Most students will, at some time, have a medical condition that may affect their short-term 

participation in school activities, but some have conditions that, if not properly managed, could limit 

their long-term access to education.  It is the school’s responsibility to take extra care in supervising 

some activities, to make sure that these students, and others, are not put at risk. 

This document has been drafted in line with the School’s ‘Supporting Pupils with Medical Needs 

Policy’, approved by the Governing Body. 

2. Purpose  

This policy provides a sound basis for ensuring that children with medical and First Aid needs receive 

proper care and support at the school.   

 

Students with medical needs: 

 Should have access to a good general education; 

 Should be included in as wide a range of activities as possible; 

 Should be able to stay safe; 

 Should have their needs known by those responsible for them; 

 Should be supported by multi-agency advice. 

 

3.  Responsibilities 

The Governors and Principal retain the main responsibility for ensuring the school systems comply 

with the law and keep both students and staff safe. 

The Principal, with the School Business Manager, will work with Pastoral Staff, the school first aid 

officers and the LA school nurse service to:  

 design and monitor those systems,  

 agree procedures,  

 support and help the designated teachers, and  

 ensure that all staff have broad training. 

 

A designated first aid officer (welfare officer) will be available in the medical room throughout the 

whole school day.  In addition to this, further members of staff are first aid trained, thus ensuring 

adequate and effective support throughout the school, i.e.: office staff; PE staff; LSAs; meal time 

supervisors. 
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A designated first aid officer, will oversee the arrangements for first aid provision for each child with 

a specific need (i.e. in addition to the medical room trained staff, designated LSAs with appropriate 

first aid training are aware of the specific needs of the current secondary and primary phase cohort 

and are available to respond immediately, to any incident occurring during the school day).  This 

support is also provided for off-site activities. 

 

Teachers have a responsibility for ensuring that they are aware of students’ medical needs, and for 

following advice given. 

 

Health Professionals are responsible for sharing information and skills with staff, as needed. 

4. Procedures 

Illness in school 

If a student becomes ill in a lesson and the teacher feels that medical treatment is required, the 

student should be sent to the school office, accompanied by another student or LSA where possible 

(a secondary phase pupil may not need to be accompanied).  The class teacher should sign the 

planner of any secondary phase child as approval for them to go to the medical room should they fall 

ill during class time.  The planner will be checked by the welfare officer to confirm that the teacher is 

aware that the pupil is out of lesson; 

 

The school has a strict policy that no medication will be given orally or externally unless written 

permission has been given by the parent (Refer to Appendix B for Administration of Medicines form); 

 

If the teacher feels that the student is too ill or injured to be moved, then a designated First Aid 

member of staff should be called.  First Aid should be administered, as appropriate.  If it is thought 

that follow-up treatment is required, the parent will be contacted;   

 

Where hospital attention is deemed necessary, but not immediate, the school will contact parents, 

who will be expected to take their child to hospital; 

 

In an emergency, an ambulance must be called and the parent contacted by the school immediately.  

In the absence of a parent, i.e. if the school has been unable to contact a parent in time, a member of 

staff must accompany the student to the hospital and remain there until the parent arrives (Refer to 

Appendix A for procedures); 

 

If a parent cannot be contacted, the school will act in loco parentis and will give permission for any 

emergency treatment. 

Giving Medication 

Medication is given in accordance with the school first aid procedures (Appendix A) and only through 

the school medical room;  

 

Records are kept of all medications issued. Before giving any medication, the official ‘Administration 

of Medicines form’ (Appendix C) must be completed, in agreement with parents; 

 

Medication must be kept in a locked cabinet, labelled with the student’s name, and must be checked 

regularly for the ‘use by’ date. Parents should dispose of unused medication; 
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Secondary phase students may be allowed to administer the medication themselves, only if fully 

supervised by a member of the medical room staff.  When medication has been administered this 

should be logged in the computerised record log by time and date, and signed by two people, one of 

whom can be the student, if they are responsible enough.  Periodic checks will be made of the record 

log by the School Business Manager to ensure compliance; 

 

The key to the medicine cabinet, is kept in the Main Office; 

 

No child should ever use another person’s medication. 

5. Students with long-term medical needs 

Students with medical needs entering the school from local schools will usually be identified through 

discussions with the previous teacher and information given by parents.  Such information will be 

checked thoroughly with the parent to ensure appropriate records are kept and appropriate 

provision can be made. 

Parents are requested to approach the school with any information that they feel the school will 

need to care for individual students. Parents of secondary pupils will be required to complete a 

Medical Statement form to identify any medical needs (this is included within the school admissions 

pack). This form may require endorsement from the student’s General Practitioner.  Parents are 

responsible for informing the school of medical issues that arise during the student’s time in the 

school. 

The school welcomes all students and encourages them to participate fully in all activities. The school 

will advise staff on the practical aspects of management of: 

 Asthma attacks 

 Diabetes 

 Epilepsy 

 An anaphylactic reaction 

The school will keep a record of students who may require such treatment (recorded on SIMS & 

individual Care Plans) 

The school expects all parents whose children may require such treatment to ensure that 

appropriate medication has been lodged with the school, together with clear guidance on the usage 

of the medication. 

6. Medicines in School 

PAMS and class teachers should be informed of any medication brought into the school at any time.  

However, all medication must be held in the medical room. Information regarding any prescribed 

medication should be made available to the student’s tutor (available on the student’s SIMS record). 

In the event of any special form of administration of medication being required, the parent must 

contact the school, so that arrangements can be made for this to occur. Students should not carry 

medicines or tablets around the school:  medicines should not be held by the student, but be given to 

school welfare officer/office. 
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7. School off-site visits 

The school believes that all students are entitled to participate fully in activities associated with the 

school and will attempt at all times to accommodate students with medical needs.  However, 

consideration must be given to the level of responsibility that staff can be expected to accept.  Care 

Plans are held in the medical room by the Welfare Officer.  Copy Care Plans are also held for all 

relevant children and will accompany first aid officers on school trips in case of emergency.  

 

8. Conclusion 

We seek to provide the very best for each of our students.  We are committed to ensuring that we 

fulfil our responsibility to provide adequate and appropriate first aid to pupils, staff, parents and 

visitors and to put procedures in place to meet that responsibility. 

 

9. Monitoring, Evaluation and Review  

The Governing Body will review this policy at least every two years and assess its implementation and 

effectiveness. The policy will be promoted and implemented throughout the school.  

 

10. References 

“Supporting Students with Medical Needs: a good practice guide”, DfE/Department of Health 

DfE Circular 14/96 “Supporting Students with Medical Needs in School” 

www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions 

 

 

If you require a large print copy of this document please contact the school
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Appendix A – First Aid Procedure 

This document clarifies first aid arrangements and procedures at this school, in respect of: 

 Illness; 

 Accidents; 

 Students or staff in need of First Aid treatment; 

 Administration of medicines. 

Staff are required to familiarise themselves with these procedures, as detailed below.    

1. First Aid 

The school’s appointed First Aid (Welfare) Officers are responsible for: 

 Responding to students or staff presented to the First Aid room in need of treatment; 

 Ensuring that First Aid boxes are appropriately stocked, in accordance with DfE guidelines.  

First Aid boxes are located in the following areas of the school: 

Medical Room (School Office - NH)  

Kitchen (NH)* 

KS2 Hall (NH) 

Cleaners Office (NH) 

Portable kit available in School offices for off-site activities (NH & BH) 

Medical Room (BH) 

Science Prep room (BH)* 

DT Room 1 (Cookery Prep room) (BH)* 

Kitchen (BH)* 

*Burns kits are also available in these locations. 

(NB. Whilst the boxes are checked regularly, managers of these areas should liaise with first aiders to 

ensure the box is well stocked) 

 Keeping an incident log of First Aid treatment; 

 Providing  written notification  to be handed to class teacher and parent, advising of the child’s 

visit to the medical room and action taken as appropriate; 

 Ensuring that the accident log is completed, as required as soon as possible after the incident; 

    Managing the administration of medicines, in accordance with school policy and DfE 

guidelines. 

A list of all first aiders is available in each of the school offices. 
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2. Accidents 

Should an accident occur, and the person(s) clearly able to move, they should be accompanied to the 

office, where appropriate action will be taken. 

Should it appear inadvisable to move the injured person, then they should NOT be moved, but school 

office informed.  A qualified First Aider and senior member of staff/member of the SLT will attend 

and take responsibility for dealing further with the situation. 

Where hospital attention is deemed necessary, but not immediate, the school will contact parents, 

who will be expected to take their child to hospital; 

 

In an emergency, an ambulance must be called and the parent contacted by the school immediately.  

In the absence of a parent, i.e. if the school has been unable to contact a parent in time, a member of 

staff must accompany the student to the hospital and remain there until the parent arrives; 

If a parent cannot be contacted, the school will act in loco parentis and will give permission for any 

emergency treatment 

Any First Aider giving treatment must record the injury and action taken in the appropriate incident 

log, (log is held by the Office) in the event of a minor, illness/injury, where there is no need for a 

parent to be called.  However, written notification should be provided in all instances to the class 

teacher in order for them to monitor the child when they return to class.  A copy of the form will be 

sent home with the child.   

Bodily fluids will be handled by gloved First Aiders, wearing new disposable gloves for each incident. 

Following an accident in the school, or on a school visit, the accident log must be completed (See 

Appendix C below for procedures).  The accident log is held in the School Office on each site. The log 

should be completed and signed/countersigned, as soon as possible after the incident.  The member 

of staff attending the incident/to whom the accident was reported is responsible for completing this, 

and returning it to the School Business Manager who may need to notify the Health and Safety 

Executive, as necessary (dependant on the injury). 

All accidents are reported to Governors termly at each Finance & Premises Committee meetings. 

3. Students / Staff in Need of First Aid Treatment 

Students are either well enough to attend the school, in which case they are in their lessons, or 

unwell, in which case they will be at home. If a student becomes ill during the day and is unable to 

attend class, every effort will be made by the school office to contact their parent/guardian to ask 

them to collect their child.  

It is not acceptable for students to be visiting First Aid as an alternative to attending lessons.  Other 

than in the obvious cases, for example, a nose bleed, students will not be seen in First Aid unless they 

have the authorisation from the member of staff responsible for them (i.e. subject teacher for that 

lesson), to attend the First Aid room. 

Members of staff are urged to ensure they do not send students to the school medical room unless 

they are in need of First Aid.  
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When a child is identified as having a medical need, any medical information provided to the school 

and medication received from parents will be passed to these members of staff and will be recorded 

within the SIMS database and a hardcopy of the information maintained in a separate ‘Care Plan’ file, 

which is easily accessible in the medical room.   

 

This information will be provided to all members of staff who need to be aware of procedures and 

support needed. 

Each campus has a dedicated medical room where children can go to get their medicine or if they 

feel unwell. Children should only go to the medical room if advised by a member of staff. All visits to 

the medical room are recorded. 

In the absence of the Welfare staff, other members of staff who are trained first aiders will take over. 

Written notification will be provided to the class teacher and parent advising them that their 

student/child has made a visit to the medical room and outcome of the visit in all instances 

(Appendix D) 

Children who are unwell in the morning should not be sent to school and parents should telephone 

the school office to inform school of this. 

Children who have had sickness or diarrhea should return to school no less than 24 hours after the 

last episode. This increases to 48 hours if both vomiting and diarrhea are present. 

Absence over 3 days may require medical evidence in some cases. 

Children of concern with general health issues or other medical reasons such as vision or hearing can 

be, with parental permission, referred to the LA school nursing service for further assessment. They 

may then be referred on to a relevant health professional. 

The First Aid room does not administer medicines other than those covered below. Students who are 

mildly under the weather and in school are expected to be in class. 

4. Administration of Medicines 

The administration of medication does not form part of the normal job description of an employee 

within an educational institution, and the school is not obliged to administer medicines to students. 

However, the in loco parentis role means that we act as follows:  

 

The school cannot provide any pain relief for common ailments such as headache, toothache, period 

pains, etc., unless a previous written request has been made and the medication provided by the 

parent/guardian (using the school medicine form); 

 

The most common form of medicines the school may be asked to hold will include: 

 Antibiotics  -  a child may be considered fit to attend school by their GP provided he/she 

continues a course of antibiotics, 

 Maintenance prescribed drugs  -  e g, for epilepsy, cystic fibrosis 

 Inhalers  -  for asthma 
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Parents may request the school to administer medicines, but they must be accompanied by a school 

medicine record form and handed in to school office.  

For students who have medication linked to their special educational need, this should form part of 

their annual review.  

The administration of medicines will be recorded in the medical log, maintained by the school 

office/Welfare Officer who will ensure that medicines are appropriately stored, as advised on the 

prescription label. 

The administration of medication by staff will be managed by the first aider who will raise any 

concerns with the Head of School who will, in turn, consult with the nursing service.  

5. Covid-19 

Students presenting covid-19 symptoms, i.e. temperature / cough / loss of taste or smell will be dealt 

with in line with government guidelines (see below).  Full PPE (disposable mask; gloves; apron) must 

be worn by staff attending to pupils with any or all of the above symptoms.  Pupils will be held in a 

separate location, not the medical room until parents have been contacted and the pupil collected.  

https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-first-

responders/interim-guidance-for-first-responders-and-others-in-close-contact-with-symptomatic-people-with-

potential-2019-ncov 

 

 

The above procedures are compliant with the DfE document “Guidance on First Aid for Schools”.  

  

https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-first-responders/interim-guidance-for-first-responders-and-others-in-close-contact-with-symptomatic-people-with-potential-2019-ncov
https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-first-responders/interim-guidance-for-first-responders-and-others-in-close-contact-with-symptomatic-people-with-potential-2019-ncov
https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-first-responders/interim-guidance-for-first-responders-and-others-in-close-contact-with-symptomatic-people-with-potential-2019-ncov
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Appendix B 
 

 
Administration of Medicines Form 

 
 

Name of Child                                     _______________________________________ Class ___________ 
 
Name of Medicine                              _______________________________________________________ 
 
Reason for requiring medication     _______________________________________________________ 
 
____________________________________________________________________________________ 
 
Dosage                                                  _______________________________________________________ 
 
Time of Dosage                                   _______________________________________________________ 
 
Dates that medicine is to be administered from     __________________________________________ 
 
Dates that medicine is to be administered to          __________________________________________ 
 
How the medicine is to be administered,                 __________________________________________ 
e.g. by mouth, in the ear, nasally etc. 
 
I understand that all staff are acting voluntarily in administering medicines and have the right to 
refuse to administer medication.  I understand that the school cannot undertake to monitor use of 
inhalers carried by children, and that the school is not responsible for loss or damage to any 
medication. 
 
I undertake to update the school with any changes in administration for routine or emergency 
medication and to maintain an in date supply of medication. 
 
 
Today’s Date                           ______________________________________________ 
 
Parent / Carer  (Print Name)______________________________________________ 
 
Parent / Carer (signature) ________________________________________________ 
 
School Officer Approval     ________________________________________________ 
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Appendix C 
 
Accident Reporting Procedure 

 
With regard to the inevitable accidents that happen around the school: 
  
If a pupil has an accident during a lesson, it is the responsibility of the teacher/adult present to fill out 
the accident form. Please make a note of all the following details and fill in the accident log, which is 
located in the School Office at each site  
  

·       Name, PAM or class 
·         Location of injury (e.g. right arm) 
·         Type of injury (e.g. burn, cut etc.) 
·         Details of any machinery, equipment, substance involved, if applicable (e.g. bench) 
·         Names and addresses of any witnesses, if applicable 
·         Was the person carrying out an authorised task? 
·         Time/date of accident 
·         Exact location of accident, i.e. location (e.g. sports hall, room no.) 
·         Description of accident 
·         Cause of accident, if applicable (e.g. carelessness, faulty equipment) 
·         Preventative action taken, if applicable (e.g. review risk assessment) 
·         First aid/medical treatment given at the scene, if applicable. 

  
If the accident occurs to a staff member, the same details are required. 
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Appendix D 
 
 

 
 

Notification of Medical Room Attendance 
 

 
Please be advised that your child:  
_________________________________________________________ 
 
Class: _____________________________ 
 
Was seen in the medical room today at:   _            AM/PM 
 
Reason:  
______________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
  
The following Action was taken: __________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
Delete as Appropriate: 
 
Your child returned to class with no further action required; 
Your child returned to class and the teacher requested to monitor; 
We tried to contact you by telephone with no answer/a message was left on your answerphone/ with 
the following contact: _________________________________________________ 
 
 
 

A copy of this form has also been provided to your child’s teacher, please do not hesitate to speak 
with the School Office should you have any questions 
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