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Policy Statement  

At Embley, we are committed to ensuring that all pupils with medical conditions, including those 

relating to physical and mental health, are appropriately supported to participate fully in school life, 

remain healthy, and achieve their potential. This policy applies across all areas of the school, 

including EYFS, Prep, Senior School, Sixth Form, and Boarding, ensuring a consistent whole-school 

approach. 

 

The school promotes full access to the curriculum for all pupils, including those with short- or long-

term medical needs. We aim to minimise the impact of medical conditions on pupils’ education and 

wellbeing by ensuring staff understand pupils’ needs and how best to support them. 

 

This policy reflects the requirements of Section 100 of the Children and Families Act 2014 and is 

based on the Department for Education’s statutory guidance Supporting Pupils at School with 

Medical Conditions. Embley is committed to non-discriminatory practice in accordance with the 

Equality Act 2010. 

 

The school recognises that individual needs may vary and works in partnership with parents, pupils, 

and healthcare professionals to provide tailored support. Parents/carers retain primary 

responsibility for their child’s health, including providing medication and up-to-date medical 

information. 

 

The procedures within this policy ensure that: 

 

• Staff understand their roles in responding to medical needs and emergencies 

• Appropriate training is provided 

• Effective systems are in place, including individual healthcare plans where required 

• Medicines are safely managed and recorded 

• First aid provision is available on site and during off-site activities 

• Incidents are appropriately recorded 

• Communication between school, parents, and healthcare services is effective 

• Risk assessments are undertaken where necessary 

 

By implementing this policy, the school aims to maintain a safe and supportive environment. 

 

All staff, including those without designated first aid responsibilities, share responsibility for pupil 

welfare and must: 

 

• Follow first aid procedures and know how to access support 

• Respond appropriately to illness or injury 

• Understand their duty of care, including during off-site activities 

• Ensure pupils are aware of available support 

 

The school maintains appropriate staffing, facilities, and equipment to support medical needs and 

regularly reviews provision through a First Aid and Medical Needs Assessment. Medical information 

is handled in accordance with data protection requirements. 

 



 
 

This document is available to all interested parties on the school website and on request from the 

Senior or Prep School offices, and should be read in conjunction with the following documents:  

 

• First Aid Policy  

• Mental Health & Wellbeing Policy  

• SEND Policy  

• Educational Visits and Activities (Offsite)  

• Risk Assessment  

• Allergy And Anaphylaxis Policy  

• Medical Information Recording Procedure 

 

This policy is reviewed annually or sooner if required.  

Aims & Objectives  

The aim of this policy is to ensure effective and coordinated support for pupils with medical 

conditions so they remain safe, healthy, and able to participate fully in school life. 

In particular, the school aims to ensure that: 

 

• Clear procedures are in place for the safe management and administration of medicines 

• Appropriate staffing, training, facilities, and resources are maintained 

• Effective communication and partnership is established with parents, healthcare 

professionals and external services 

• Staff are informed, confident and able to support pupils with medical needs 

• Pupils are supported to manage their conditions appropriately, including developing 

independence where suitable 

• The social, emotional and educational impact of medical conditions is recognised and 

addressed 

• Pupils are supported safely to participate in school life, with appropriate adjustments where 

needed 

• National guidance and best practice are followed 

• All staff understand their duty of care and can respond effectively in an emergency 

• The policy is applied consistently and reviewed regularly 

 
Embley, supported by United Learning Group, will ensure that any serious accident, injury to, or 

death of a child in its care, and any significant event relating to the administration of medicines, is 

reported and managed in accordance with statutory requirements and relevant regulatory guidance. 

Any required notifications to Ofsted, Independent Schools Inspectorate (ISI) or other relevant 

authorities will be made by the appropriate responsible person within the prescribed timescales. 

Identification & Review of Medical Needs 

The school will seek to identify and understand pupils medical needs prior to admission and will 

continue to review and update this information throughout their time at the school. 



 
 

Parents or carers are required to complete the Health Declaration Form, which includes essential 

information such as existing medical conditions, symptoms, triggers, management strategies, and 

current medication. 

As part of this process, parents or carers are required to complete and sign consent forms for first 

aid and medical treatment. This ensures the school has the necessary permissions in place to 

respond appropriately to a pupil’s medical needs. 

All completed forms are stored securely, and relevant medical information is recorded within the 

iSAMS Medical Centre (the school’s MIS system), with key details included on each pupil’s record. 

This information is accessible to appropriate staff and shared with relevant teams to ensure that 

accurate and up-to-date information is available to support pupils’ medical needs effectively. 

A summary of the medical information held for each pupil is shared with parents or carers annually, 

and they are required to confirm that the information remains accurate and up to date. Consent is 

also obtained and renewed on a yearly basis. A health declaration form is required when a pupil 

joins the school and at key transition points, including movement from Prep to Senior School. Ahead 

of each academic year, relevant medical information is shared with appropriate staff, and for new 

pupils this is supported through formal transition documentation and the induction process to 

ensure appropriate arrangements are in place from the outset. 

The school will review all available information for pupils. Where necessary, parents or carers will be 

contacted to clarify medical needs before the pupil joins the school.  

Where required, an Individual Healthcare Plan (IHCP) will be developed in collaboration with 

parents, school staff and relevant healthcare professionals. This will be shared with those involved in 

the pupil’s care. In cases where medical needs are complex or linked to additional learning needs, 

the SENCo may take a lead role. Where appropriate, consideration may be given to the development 

of an Education, Health and Care Plan (EHCP) in partnership with parents and external professionals. 

Further information can be found in the SEND Policy. 

If a pupil already attending the school is newly diagnosed with a medical condition, experiences a 

change in their condition, or returns following a prolonged absence, parents or carers must inform 

the school. Appropriate arrangements will then be made to support the pupil’s return and minimise 

any impact on their education, working in partnership with parents and, where necessary, 

healthcare professionals. 

Parents and carers of pupils with existing medical conditions must keep the school informed of any 

changes, including updates to symptoms, medication, or treatment. 

The progress and wellbeing of pupils are regularly monitored, including through scheduled pupil 

progress discussions. Teaching staff remain vigilant in identifying any concerns relating to a pupil’s 

development or wellbeing and the school will investigate where progress is less than expected. 

Parents and carers are encouraged to raise any concerns about their child’s learning or wellbeing. All 

concerns will be taken seriously and considered appropriately. 

Defining and Planning Support 

Support for pupils is determined on an individual basis, considering their specific medical, learning 

and wellbeing needs. Information is initially gathered through Health Declaration Forms, supporting 



 
 

documentation and recorded on iSAMS in line with the school’s Medical Information Recording 

Procedure. 

Following data entry, Matron reviews all relevant medical information, supported by administrative 

staff (at both Senior and Prep). This information is used to identify required support and ensure 

consistency across the school.  

Where a pupil has a condition that requires specific management or emergency intervention, the 

school will ensure that appropriate care plans and procedures are in place. This includes identifying 

risks, required controls and clearly defined response actions in the event of an incident. 

Pupils with known high-risk conditions, such as severe allergies, asthma, epilepsy, or diabetes, will 

be supported through established emergency protocols and individualised care arrangements. This 

may include the availability of emergency medication, identification of trained staff and 

communication of emergency procedures to all relevant personnel. 

Where existing school procedures do not fully meet a pupil’s needs, bespoke arrangements will be 

developed in consultation with parents or carers and, where appropriate, healthcare professionals. 

These arrangements will clearly set out roles, responsibilities, and actions required in both routine 

management and emergency situations and will be communicated to relevant staff and reviewed 

regularly to ensure effectiveness. 

Where required, an Individual Healthcare Plan (IHCP) will be developed. The agreed plan is recorded 

on iSAMS in line with the school’s Medical Recording Procedure and standardised format, to ensure 

clarity and accessibility for staff, with appropriate access controls in place so that only relevant staff 

can view full medical records. 

Each IHCP will outline the arrangements needed to support the pupil safely and effectively, 

including: 

 

• A description of the medical condition(s), key symptoms, triggers, treatment and risks 

• The level of support required, including what the pupil can manage independently 

• Named responsible staff and when/how support will be provided 

• Clear medication details (dosage, timing, administration, equipment, side effects, 

restrictions) 

• Monitoring or testing requirements and actions to be taken 

• Emergency procedures, including signs to recognise and required staff responses 

• Inclusion of relevant clinical or external care plans where available 

• Information sharing arrangements and staff access to medical information 

• Day-to-day care needs, including adjustments for activities such as Sport 

• Medication storage, access and required equipment 

• Wider support needs (educational, social, emotional) 

• Staff training requirements and records of trained staff 

• Any specific dietary requirements related to the condition 

 

IHCPs will be reviewed regularly and updated to reflect changes in the pupil’s condition, treatment, 

or support needs. 

The school may involve external professionals where additional input is required. Where a pupil 

requires sustained or more complex support and progress remains limited despite targeted 



 
 

intervention, the school may consider initiating an assessment for an Education, Health and Care 

Plan (EHCP) in line with the SEND Policy. 

Where social, emotional, or mental health needs are identified, appropriate support strategies or 

programmes may be implemented. While staff do not diagnose conditions, the school has clear 

processes for early identification, escalation, and referral to appropriate services. Further guidance is 

available in the Mental Health and Wellbeing Policy. 

Regular review meetings are arranged with relevant staff to ensure that support arrangements and 

healthcare plans are understood, effectively implemented, and remain appropriate. Plans are 

updated as required to reflect any changes in a pupil’s condition or needs. 

Adjustments to the school environment, teaching approaches, or activities will be made where 

necessary to support pupils. Where appropriate, formal access arrangements (such as those 

required for examinations and assessments) will be applied for and implemented to support the 

pupil’s needs. 

Staff are provided with appropriate guidance, information, and training to support pupils effectively. 

Where specialist advice or additional expertise is required, the school may seek support from 

external services such as educational psychologists, specialist teachers, or therapists (including 

speech and language, occupational, or physiotherapy services), as appropriate to the pupil’s age and 

stage of development. These services may be accessed through Local Authority processes or 

commissioned independently, depending on the needs of the pupil. Recommendations provided by 

external professionals are used to inform support strategies, Individual Healthcare Plans (IHCPs) and 

where applicable, SEND support plans. Outcomes and advice from these services are shared with 

relevant staff, reflected in wider school practice and reviewed regularly to ensure that the provision 

in place remains effective and appropriate. 

Parents and carers are encouraged to work in partnership with the school and access external advice 

and services where appropriate to complement the support provided. 

Communication and Training 

The school ensures that staff are informed, trained and prepared to support pupils with medical 

needs. Training needs are identified through the First Aid & Medical Needs Assessment and are 

reviewed regularly, at least annually and sooner where required. Training is organised by the school, 

with refresher sessions provided as required and records maintained accordingly. Where additional 

or specialist training is required, the school will ensure sufficient staff are trained and that cover is 

maintained. 

Lists of qualified first aiders are displayed on health & safety notice boards across the site, as well as 

in the Medical Centre and Medical Room. Condition specific training (for example asthma, allergies, 

epilepsy and diabetes) is included within the school’s first aid provision. Anaphylaxis and allergy 

awareness training is provided to all staff. 

Matron, supported by the administrative team, is responsible for maintaining an accurate and up-to-

date register of pupils’ medical conditions and ensuring that all relevant staff are regularly informed 

of pupils with medical needs, including any required actions in an emergency. Staff can access this 

information at any time via the iSAMS pupil profile and are kept informed through regular briefings 

and written updates. New staff receive this information as part of their induction. Relevant dietary 

and medical information is also shared with the science and food technology department and 



 
 

catering contractor, and a dietary requirements report is made available in key locations and 

updated as necessary. The medical conditions register is included in the emergency grab bag and 

must be taken by staff in the event of an evacuation. 

All staff have a duty of care to act and respond appropriately in the event of a medical emergency. 

Staff should take prompt action to safeguard a pupil’s health and safety, including seeking assistance 

and following emergency procedures where required. Where possible, a member of staff who has 

received appropriate training should take responsibility for supporting the pupil and administering 

any necessary medication or treatment. 

The administration of medicines and the delivery of healthcare support should only be carried out by 

staff who have received suitable training and have been assessed as competent to do so. This does 

not prevent staff from providing basic first aid, such as minor wound care, where appropriate. In 

emergency situations, staff should follow the arrangements set out in a pupil’s IHCP (where one is in 

place) or the school’s emergency procedures. Where a member of staff is not trained to carry out a 

specific intervention, they must seek immediate assistance and ensure that appropriate medical help 

is obtained without delay. 

Four defibrillators are available on site (located in the Pavilion, Prep School, Sports Hall and Boarding 

House). All designated first aiders are trained in cardiopulmonary resuscitation (CPR), including both 

hands-only CPR and rescue breaths. The defibrillators provide clear, step-by-step voice instructions 

to guide users during an emergency. 

The Health & Safety Officer is trained in Supporting Pupils With Medical Conditions and Giving 

Medication in School and Childcare Settings and works to support the effective implementation of 

the school’s policies and procedures. 

 

Record Keeping 

The school maintains accurate, secure and up-to-date records of all medical information, treatment 

and medication administered to ensure safe and effective support for pupils. 

 

• All medication given is recorded in a Daily Log and/or directly on iSAMS 

• Entries are completed in chronological order to ensure accuracy and traceability 

• Records include the type of medication, dosage, date, time, and the member of staff 

administering or supervising the administration  

• The Daily Log is maintained in the Senior School Medical Centre and the Prep School Office 

• Relevant staff will make a telephone call, send an email, or issue a text notification to 

parents/carers confirming any treatment provided or medication administered. 
 

Medication records are retained in accordance with the school’s data retention schedule until the 

pupil reaches the age of 25, unless a longer retention period is required. Staff records are retained 

for a period of six years, in line with legal and data retention requirements. 

 

Storage of Records and Documentation 

All medical documentation, including health declaration forms, consent forms, healthcare plans, and 

records of administration, is stored securely on iSAMS, My School Portal and associated school 

systems.  



 
 

 

Where required, records may also be held in designated medical areas to support day-to-day 

operational use, before being retained securely in line with school procedures. 

 

Review and Accuracy of Records 

Medical records are reviewed and updated: 

 

• Annually as part of routine checks 

• Where there is a change in a pupil’s medical condition 

• When medication, treatment, or care requirements change 

 

Parents and carers are responsible for informing the school of any updates to ensure records remain 

accurate and current. 

 

Access, Confidentiality and Information Sharing 

The school is committed to maintaining a safe and supportive environment where pupils, staff, and 

parents feel confident sharing personal information. Confidentiality is central to the relationship 

between pupils and Embley, with the wellbeing and safeguarding of pupils taking priority in all 

decisions. 

 

Matron, as a registered healthcare professional, adheres to professional standards and legal duties 

regarding confidentiality, including guidance from the Nursing and Midwifery Council (NMC). All 

medical information is recorded and managed separately from other school records and treated as 

strictly confidential. 

 

Information is only shared on a “need to know” basis, where it is necessary to support a pupil’s 

wellbeing, safety, or educational needs, and usually with consent. Disclosure without consent may 

occur in exceptional circumstances, such as medical emergencies or safeguarding concerns, where 

there is a risk of harm. 

Accurate records are maintained, and any sharing of information outside the school requires 

appropriate consent and documentation. 

Pupils are encouraged to seek support from the school, with the understanding that confidentiality 

will be respected within professional and safeguarding boundaries. 

 

All staff involved in the administration of medication must respect pupils’ privacy and ensure that 

procedures are carried out sensitively and appropriately. 

 

Educational Trips or Off-Site Activities  

Where medication or medical support is required during educational visits or activities outside the 

normal school day or off-site, appropriate records and documentation will be maintained to ensure 

continuity of care. Relevant information must be recorded on iSAMS under the pupil profile at the 

earliest opportunity, and no later than the end of the school day or upon return to site, unless 

exceptional circumstances apply (for example, during residential visits). 

Where prior consent has been obtained and agreed as part of trip or activity arrangements, it may 

not always be necessary to notify parents or carers each time medication is administered. In such 

cases, the school will ensure that all administration is appropriately recorded, and communication 

with parents will be managed in line with the agreed arrangements and professional judgement. 



 
 

Any medication taken on a school trip must be formally signed out and, on return, signed back in by 

the trip leader. Records must clearly identify the medication, pupil, dates and quantities involved. 

Staff responsible for visits must be informed of pupils’ medical needs, including Individual Healthcare 

Plans (IHCPs) and any required medication or emergency procedures.  

Routine Administration 

Staff must check the ISAMS Medical Centre pupil profile - Medication section before administering 

any medication to a pupil.  

The administration of all medication, including routine medication, must then be logged on iSAMS 

immediately after it has been given. As staff rely on this system to review previous doses 

administered, prompt and accurate recording is essential to prevent duplicate dosing or medication 

errors. 

Staff must ensure to include the following information using the drop-down fields provided: 

• Supplier (patient or school) 

• Location it was given 

• Name the medication 

• Dose 

• Date of issue 

• Time of issue 

• Expiry date  

• Medication consent (tick box) 

• Relevant notes, e.g.:  

o “Telephone consent obtained from main point of contact”  

o “Given due to headache”  

o “Administered following sports injury” 

o “Temperature in normal range”  

 

Where appropriate, specific situations may require the presence of two members of staff, preferably 

of the same gender as the pupil. 

 
Prescribed Medication 

Prescribed medicines (e.g. antibiotics) may be administered where appropriate, following 

consultation and agreement with parents and with written parental consent in place. 

 

The school only accepts medication issued by a registered healthcare professional. All medication 

must be provided in its original container, clearly labelled with the pupil’s name and include 

instructions for dosage and administration. Medicines that are not in their original packaging or 

where instructions differ from those provided by the prescriber will not be accepted. Medication 

must be handed to the appropriate school office, where consent will be recorded.  

 

Only first aid trained staff may administer prescribed medication.  

 

Where appropriate, medication will be returned to parents at the end of the day, and details of 

administration will be shared to parents/carers via telephone call or email and a record of 



 
 

communication documented on iSAMS. Pupils may be supported to self-administer medication 

where they have been assessed as competent, parental consent has been provided and appropriate 

arrangements are in place. 

 

Non-Prescribed Medication 

 

Tablet or Liquid Paracetamol and Ibuprofen 

Where parental consent has been provided, age-appropriate liquid or tablet paracetamol and/or 

ibuprofen may be administered by a first aid trained member of staff. 

 

To reduce the risk of double dosing, paracetamol or ibuprofen will not be administered before 13:00 

without parental consent. Where parental consent is obtained via telephone, this must be recorded 

on iSAMS. 

 

Where appropriate, the pupil’s temperature may be checked prior to administration and parents 

may be contacted if concerns remain. 

 

Paracetamol and ibuprofen are supplied by the school to ensure safe storage and in-date use. Only 

age-appropriate liquid or tablet forms will be administered.  

 

Ibuprofen will not be administered to pupils with asthma where it is known or suspected to trigger 

or worsen symptoms, including during an active asthma flare-up. Parental consent must be provided 

with the understanding that ibuprofen is not routinely recommended for some individuals with 

asthma. 

 

Aspirin will only be administered if prescribed by a doctor and supported by written parental 

consent. 

 

Cetirizine Liquid or Tablet Form 

Where parental consent has been provided, age-appropriate liquid or tablet cetirizine may be 

administered by a first aid trained member of staff. 

 

Cetirizine will only be administered for mild allergy symptoms where there are no signs of 

anaphylaxis or respiratory distress. Pupils displaying severe allergic symptoms must be treated as a 

medical emergency.  

 

Cetirizine is supplied by the school to ensure safe storage and in-date use. Only age-appropriate 

liquid or tablet forms will be administered, in accordance with the manufacturer’s instructions. 

 

Antihistamine Cream 

Where parental consent has been provided, antihistamine cream may be applied by a first aid 

trained member of staff for mild allergic skin reactions, such as insect bites, stings, or minor rashes. 

 

Antihistamine cream must not be applied to broken skin, large areas of the body, or where there are 

signs of a severe allergic reaction. Pupils displaying severe allergic symptoms must be treated as a 

medical emergency. 

Antihistamine cream is supplied by the school to ensure safe storage and in-date use and will be 

used in accordance with the manufacturer’s instructions. 



 
 

 

Boarders Only - Throat lozenges  

Where parental consent has been provided, throat lozenges may be given by a first aid trained 

member of staff for the relief of minor sore throat symptoms. 

 

Throat lozenges will only be administered to pupils able to safely manage and dissolve the lozenge 

themselves due to choking risks. 

 

Throat lozenges are supplied by the school to ensure safe storage and in-date use and will be 

administered in accordance with the manufacturer’s instructions. 

 

Boarders Only - Olbas Oil (aromatic inhalant decongestant)   

Where parental consent has been provided, Olbas Oil may be used by a first aid trained member of 

staff as an aromatic inhalant decongestant for pupils aged 12 years and over. 

 

Olbas Oil must not be used by pupils with asthma due to the risk of triggering respiratory symptoms. 

 

Olbas Oil is supplied by the school to ensure safe storage and in-date use and will be used in 

accordance with the manufacturer’s instructions. 

 

Boarders Only - Diarrhoea rehydration sachets  

Where parental consent has been provided, diarrhoea rehydration sachets may be administered by 

a first aid trained member of staff to support rehydration following episodes of diarrhoea. 

 

Pupils with persistent symptoms, signs of dehydration, severe abdominal pain, blood in stools, or 

who are otherwise unwell must be referred to a medical professional for further assessment or 

treated as an emergency.  

 

Parents must be informed of any ongoing concerns and treatment provided. 

 

Rehydration sachets are supplied by the school to ensure safe storage and in-date use and will be 

administered in accordance with the manufacturer’s instructions. 

 

Sun Safety and Suncream Application - Prep, Senior & Boarders  

Embley promotes sun safety and provides shaded areas to help reduce the risk of sunburn during 

hot weather. 

Parents/carers are expected to provide sun cream for their child for regular use. Pupils should arrive 

at school with sun cream already applied and are encouraged to reapply it independently as needed 

during the day. 

Sun Safety and Suncream Application - Nursery 

Nursery promotes sun safety and provides shaded areas to help reduce the risk of sunburn during 

hot weather. 

Parents/carers are expected to provide sun cream for their child for regular use. Sun cream must be 

clearly labelled with the pupil’s name and kept in date. Pupils should arrive with sun cream already 

applied. 

 



 
 

Nursery pupils will be supported by staff with sun cream application where parental consent has 

been provided. 

On occasion, sun cream may be supplied by the Nursery; however, parents/carers are expected to 

provide their child with their own sun cream for regular use. Written parental consent must be 

obtained prior to the use of Nursery-provided sun cream. 

 

Complementary and Alternative Medication 

The school recognises and respects that some pupils may use alternative or complementary 

medicines; these will be reviewed by Matron to ensure they are appropriate, safe, and supported by 

parental consent before being permitted on site. All medication must be licensed for use in the UK. 

 

Non-Routine Administration   

Where appropriate, the school may support the administration of emergency medication for pupils 

with known medical conditions. This may include, but is not limited to: 

• Adrenaline Auto-Injectors (AAIs) for severe allergic reactions/anaphylaxis 

• Emergency medication for seizures 

• Glucagon for diabetic hypoglycaemia 

• Other prescribed emergency medication identified within an Individual Healthcare Plan 

(IHCP) 

Relevant staff will receive appropriate training before administering emergency medication. All 

medication will be administered in accordance with the pupil’s Individual Healthcare Plan (IHCP), 

written parental consent, and the procedures outlined within this policy.  

 
Following administration, parents/carers will be informed as soon as reasonably practicable. The 

incident will also be reported through the school’s accident/incident reporting procedures and 

reviewed in line with United Learning requirements where appropriate. 

Relevant information will be shared with emergency services where required, and follow-up 

communication with parents/carers will take place to understand the pupil’s outcome and support 

any subsequent investigation or review. 

 

Self-Carried Medication and Supervision Arrangements 

Pupils are not permitted to carry medication unless prior authorisation has been given by the school 

and agreed with parents/carers, following an appropriate assessment of need and safe use. This 

does not apply to inhalers and adrenaline auto-injectors (AAIs). Pupils with asthma are expected to 

always carry their inhaler with them. Pupils prescribed an adrenaline auto-injector (AAI) are always 

expected to carry two devices with them. In the Prep School and Nursery, due to age and 

supervision needs, AAIs and inhalers must be held by the school to ensure safe storage and prompt 

access. 



 
 

Staff are informed of pupils with medical needs and, as far as is reasonably practicable, will remind 

pupils to carry their medication and check that it is on their person prior to activities, events on site, 

or off-site visits.  

Boarders may only keep medication in their rooms where prior authorisation has been given. 

Medication must never be shared with other pupils. A risk assessment will be completed with the 

pupil and Matron to confirm safe use and understanding of responsibilities. 

Vaccination Provision and Consent 

Vaccinations are provided by the NHS School Immunisation Service or an approved external 

provider. Parental consent is obtained and recorded directly by the provider, and the school’s role is 

limited to facilitating access where required. 

 

Emergency Asthma Inhalers and Adrenaline Auto-Injectors  

Embley holds emergency asthma inhalers and Adrenaline Auto-Injectors (AAIs) for emergency use 

and follows current Department of Health guidance relating to their use in schools. 

The school emergency inhaler and EpiPens are stored in the following locations: 

• Within the emergency grab bag located at Senior and Prep School Reception 

• Atherley Dining Hall 

• Prep School Dining Room 

• Prep School Office 

• Senior School Medical Centre 

• The Pavillion  

These emergency kits are intended as backup devices where a pupil’s own prescribed medication is 

unavailable, cannot be located, is faulty, or where an additional dose is required in an emergency. 

The school’s emergency inhaler and AAI’s may not always accompany school trips where multiple 

visits are taking place simultaneously and supply cannot be guaranteed. Where applicable, 

parents/carers must ensure their child attends off-site activities with their own prescribed inhaler 

and two prescribed AAIs. Staff responsible for the trip must confirm the medication is present 

before departure. 

For pupils with known asthma or allergies, written parental consent will be obtained for the use the 

Embley’s emergency devices. Staff may administer emergency medication where required in 

accordance with the pupil’s Individual Healthcare Plan (IHCP), medical guidance, and this policy. 

Where a pupil has a known asthma or allergy diagnosis but consent documentation is outstanding, 

emergency medication may still be administered where required in line with emergency medical 

advice. 

In exceptional or unforeseen emergency circumstances, the school’s emergency AAI’s may be used 

for a pupil without a known diagnosis or existing consent where symptoms indicate a potentially life-

threatening anaphylactic reaction and were advised by emergency services or an appropriate 



 
 

medical professional. This may include a pupil presenting for the first time with symptoms consistent 

with anaphylaxis due to an unrecognised allergy. Such use would only occur in exceptional 

circumstances where immediate treatment is considered necessary to preserve life or prevent 

serious deterioration. Adrenaline must not be withheld in a suspected anaphylactic emergency, as 

there are no absolute contraindications to its use in these circumstances. Wherever possible, pupils 

known to be at risk of anaphylaxis are identified in advance through established medical procedures, 

health declaration forms, individual healthcare plans and parental communication. 

Following the administration of an AAI, an ambulance must always be called immediately, clearly 

stating that the casualty is experiencing suspected anaphylaxis. 

Parents/carers will be informed as soon as reasonably practicable if their child has been 

administered the emergency inhaler or AAI. All use must be recorded on iSAMS and through the 

school’s accident/incident reporting procedures. 

The school stores asthma and anaphylaxis emergency kits together due to the known link between 

severe allergies and asthma symptoms. 

Emergency Asthma Kit Contents 

• Salbutamol metered dose inhaler 

• Age-appropriate compatible spacers 

• Asthma Plan Communication, including a list of pupils with known asthma, their identified 

triggers, symptoms, prescribed medication, required control measures, and emergency 

treatment procedures. 

  
Emergency Anaphylaxis Kit Contents 

• Two AAI devices  

• AAI kits suitable for pupils aged 5 years and over are held throughout the school.  

• Nursery and Prep School additionally maintain age-appropriate kits for pupils under 5 years 

old. 

 
Matron is responsible for maintaining a register of emergency kits, including batch numbers and 

expiry dates. All emergency kits must be checked monthly by Matron, with checks formally 

recorded. Instructions for use, cleaning, storage, and disposal will be followed in accordance with 

the manufacturer’s guidance. Staff must notify Matron whenever an emergency inhaler or AAI 

devices has been used to ensure prompt replacement. 

This policy should be read in conjunction with the Allergy and Anaphylaxis Policy. 

Risk Assessments 

Risk assessments are carried out to ensure appropriate measures are in place to safeguard the 

health, safety and wellbeing of pupils with medical conditions while they are under the school’s care. 

Where an IHCP is not required, the school may instead complete a risk assessment. This may be 

appropriate in situations such as: 



 
 

• When there is a notable likelihood of exposure to triggers associated with a pupil’s condition 

within the school environment 

• Where medical equipment used by a pupil could pose a risk if not used, handled or stored 

correctly 

• Where a pupil has reduced mobility due to injury 

• Following a medical procedure or operation that may impact the pupil’s ability to participate 

fully in school activities 

Completed risk assessments and made accessible to relevant members of staff. 

In addition, a risk assessment must be completed for all educational visits, trips, residentials and 

activities outside the usual timetable. These assessments must explicitly consider pupils with IHCPs, 

as well as those with known medical conditions and those with additional, short-term or general 

health needs (for example, travel sickness, minor conditions or temporary health issues) ensuring 

that appropriate control measures, reasonable adjustments and support arrangements are in place 

to enable safe participation. 

Risk assessments are prepared by the trip organiser and reviewed in line with established 

procedures by the Educational Visits Coordinator and a member of the school leadership team, in 

accordance with Evolve/Outdoor Education Service guidance. 

Personal Emergency Evacuation Plans (PEEPs) 

Where a pupil has visual, hearing, mobility, or other specific needs, whether arising from an 

accident, medical procedure, or ongoing condition, a Personal Emergency Evacuation Plan (PEEP) 

will be developed to ensure safe evacuation in an emergency. 

Relevant staff will be informed of the arrangements, and PEEPs will be securely on the pupil’s profile 

within the documents section of iSAMS Medical Centre.  

Fire evacuation drills are conducted termly, and PEEPs will be reviewed following these drills where 

necessary. 

PEEPs are formally reviewed at least annually, and additionally whenever there are changes to the 

pupil’s medical condition, mobility, or level of support required. 

 

Liability and Indemnity 

The school maintains appropriate insurance arrangements to provide cover where it is legally liable 

for injury, loss or damage arising from the administration of medication or the delivery of medical 

care within the school setting. This is provided through the school’s insurance arrangements, 

including public and employer’s liability cover. 

This cover extends to staff who are supporting pupils with medical conditions, provided that they act 

in accordance with their duty of care, follow the school’s policies and procedures, and work within 

the scope of their role, training and competence. 



 
 

Staff must ensure that all medication is administered and care is provided in accordance with 

parental consent, prescribing instructions where applicable, and any relevant healthcare plans and 

training received. 

Any concerns regarding the support provided should be raised with the school in the first instance so 

that they can be addressed promptly. Where concerns cannot be resolved informally, parents or 

carers may follow the school’s formal complaints procedure. 

 

Transport to Hospital 

Pupils should not normally be transported to hospital in staff vehicles, in order to ensure they 

receive appropriate medical care and supervision during transfer. 

In exceptional circumstances, where it is considered to be in the pupil’s best interests (for example, 

following advice from emergency services or where there is a significant delay in ambulance 

attendance), alternative transport may be used. This may include a staff vehicle or a school vehicle, 

where an appropriate driver is available. 

Where a school vehicle is used, this should be driven by an authorised and insured driver employed 

by the school. All transport arrangements must prioritise the safety, dignity and medical needs of 

the pupil. 

In all such situations, staff are acting in a duty of care role and must follow first aid guidance and any 

instructions provided by emergency services. A minimum of two adults must be present, including at 

least one qualified first aider. The driver must focus solely on driving and must not be responsible for 

supervising the pupil during the journey. 

Parents or carers must be informed as soon as reasonably practicable, and appropriate records of 

the incident and actions taken must be completed in line with school procedures. 

 

 

Storage & Disposal  

 

Storage of Medication 

Matron has overall responsibility for ensuring that effective arrangements are in place for the safe 

storage and management of medicines, and that all relevant staff are aware of and follow these 

procedures. 

 

Medicines are stored securely in the Senior School Medical Centre and the Prep School Medical 

Room, in accordance with legal requirements and manufacturer instructions. All medication must be 

kept in its original container, clearly labelled with the pupil’s full name, medication name, dosage, 

method of administration, and expiry date. 

 



 
 

On receipt, staff must ensure that medication is in date, correctly labelled, and accompanied by 

appropriate written instructions. Parents are responsible for providing medicines that meet these 

requirements.  

 

Asthma inhalers and AAIs are not locked away and are always readily accessible to enable prompt 

emergency response. 

 

Medicines requiring refrigeration are stored in a designated medical fridge, accessible only to 

authorised staff. Fridge temperatures are monitored regularly to ensure safe conditions. Medicines 

must never be stored with food. 

 

Disposal of Medication 

The school does not dispose of prescribed medication. Parents/carers are responsible for collecting 

all medicines and must ensure all are returned at the end of the academic year. Any medication not 

collected should be followed up with parents/carers. 

 

Sharps boxes are used for the safe disposal of needles and other sharp items. These are stored 

securely and disposed of through approved clinical waste arrangements in line with local 

requirements. 

 

Management of Controlled Drugs  

 

On Site 

Controlled drugs are handled with enhanced security measures. They must be stored in a locked, 

tamper-resistant container, which is then kept within a second locked cupboard or secure medical 

room. Keys are stored securely within a key safe. Access is strictly limited to authorised staff who 

require it for administering medication, and only they are permitted to use the access code. 

 

Appropriate records should be maintained to track the receipt, administration, and remaining 

quantities of controlled drugs, ensuring clear accountability and auditability. The administration of 

controlled medication must always be witnessed and recorded with two authorised staff signatures. 

Where recorded on iSAMS, both the administrator and witness must be clearly identified within the 

entry notes. 

 

Controlled Drugs on Educational Visits and Off-Site Activities 

When taken off site, controlled drugs must remain secured in a locked container and carried by a 

designated member of staff. The container should be kept within a secure, fastened bag and always 

remain under the direct supervision of that staff member to prevent unauthorised access or loss. 

 

Management of Medication Errors 

Whilst systems, training, and guidance are in place to minimise the risk of errors, any medication 

error must be treated as a serious incident. 



 
 

In the event of an error, Matron and the Senior Leadership Team must be informed immediately, 

and parents/carers notified without delay. Where necessary, medical advice should be sought via 

NHS 111 or emergency services (999). All incidents must be recorded in line with the school’s 

reporting and investigation procedures. 

Following any incident, the circumstances will be reviewed and appropriate action taken, including 

updating risk assessments and procedures where required. 

 

Refusal of Medication 

Pupils will not be forced to take medication. If a pupil refuses or is unable to take their medication, 

or if a dose is not fully taken (e.g. spat out), staff must not administer a further dose. Parents/carers 

must be informed as soon as reasonably practicable, and the incident recorded in line with school 

procedures. 

 

Medical Provision to Boarding Pupils at Embley  

The school ensures appropriate arrangements are in place to support the health and wellbeing of 

boarding pupils, in line with the National Minimum Standards for Boarding Schools.  

 

Boarders have access to first aid, routine medical care, and external health services, including GP, 

dental, and optical provision. With parental consent, boarders are registered with a local GP. Pupils 

may choose whether to be accompanied to appointments by Embley staff and may request a male 

or female practitioner. 

 

Day to day medical care on site is overseen by Matron, who is appropriately qualified and supported 

by first aid trained staff. Access to medical advice is always available, including out of hours, with 

clear escalation procedures in place. 

 

Suitable accommodation is provided for pupils who are unwell, including access to washing and 

toilet facilities, with arrangements made to manage infection control and ensure appropriate 

supervision. Pupils requiring rest or isolation are monitored by Matron or boarding staff, and parents 

are kept informed of their child’s condition. Where appropriate, pupils may return home to recover. 

 

Boarding staff provide support outside of Matron’s working hours, liaising with medically trained 

staff as required. Emergency procedures are in place, including access to NHS 111, out of hours 

medical services, or ambulance support if needed. 

 

Parents are encouraged to arrange routine appointments during school holidays. The school will 

support emergency or urgent appointments where required, with appropriate supervision and 

communication. 

The confidentiality, dignity, and rights of boarders are always respected, including their ability to 

make informed decisions about their care in line with age and understanding. 

Roles & Responsibilities  

Clear roles and accountability are essential to ensure effective support for pupils with medical 

needs. 



 
 

 

United Learning Group and Embley’s Local Governing Body   

United Learning provides overarching guidance, standards, and requirements for supporting pupils 

with medical conditions. Embley’s Local Governing Body is responsible for reviewing this policy and 

monitoring its implementation in practice to ensure it remains effective and compliant. 

 

Headmaster 

The Headmaster has overall accountability for implementing this policy and ensuring appropriate 

procedures are in place. Responsibility is delegated to suitably trained staff, with regular audits and 

reporting in place to evidence compliance. 

 

Matron 

Matron is responsible for overseeing and coordinating medical provision across the school. This 

includes assessing first aid requirements, developing IHCP’s, emergency arrangements, overseeing 

medical records and consent, and ensuring medicines are stored, administered, and recorded safely. 

Matron also ensures appropriate equipment and resources are available, regularly checked and that 

staff are kept informed of relevant medical needs. Matron works closely with the SENCo and Health 

& Safety Coordinator(s) to maintain a coordinated approach. 

 

Medical Administrator  

Providing general administrative support to Matron. The Medical Administrator supports the 

management of medical provision by maintaining records and consent information, processing data 

received from parents/carers and ensuring systems such as iSAMS are kept up to date. They assist 

Matron with the administration of Individual Healthcare Plans (IHCPs), Asthma Communication and 

Emergency Plans and ensuring communication with staff.  

 

Health & Safety Coordinator & Deputy Health & Safety Coordinators 

Supports the school in implementing effective arrangements for managing medical needs. This 

includes 

advising on policy implementation, reviewing the first aid and medical needs assessment, arranging 

and maintaining staff training, monitoring compliance through regular checks and meetings and 

supporting continuous improvement of procedures. 

 

SENCo 

The SENCo works with staff and external professionals to identify and support pupils’ needs. They 

coordinate provision for pupils with medical and additional needs, contribute to EHCPs and IHCPs, 

liaise with parents and external agencies, and ensure appropriate adjustments are in place within 

the school. 

 

Senior Mental Health & Wellbeing Lead (SMHL) 

The SMHL is responsible for leading and coordinating mental health and wellbeing across the school. 

This includes developing and overseeing the school’s wellbeing approach, supporting both pupils 

and staff, promoting relevant policies and initiatives, and ensuring that mental health provision is 

regularly reviewed and maintained. 

 

Boarding Staff 

Outside of school hours, boarding staff are responsible for the care and welfare of boarders, 

including supporting pupils who are unwell. They must follow school medical procedures, ensure 



 
 

appropriate supervision, and liaise with Matron regarding any health concerns or changes in a 

pupil’s condition. Boarding staff may administer medication if first aid trained, ensuring this is done 

in line with this policy and accurately recorded. They are also responsible for maintaining a safe and 

hygienic environment, implementing care arrangements for unwell pupils, and responding 

appropriately in line with emergency procedures. 

 

First Aiders and Trained Staff 

Designated first aiders provide immediate care and support. Some staff receive additional training 

for specific conditions where applicable. Staff must be appropriately trained and confident before 

undertaking these responsibilities. 

 

All School Staff  

All staff must be familiar with this policy and understand how to respond appropriately in an 

emergency. They may be required to support pupils with medical needs and must follow training 

and guidance, respond promptly when assistance is needed, and be aware of the specific needs of 

pupils in their care. All staff receive training in allergy awareness and anaphylaxis to ensure they can 

recognise and respond effectively. 

 

Educational Visits Coordinator (EVC) 

The EVC and visit leaders must ensure that pupils medical needs are fully considered during the 

planning and risk assessment of all off-site activities. This includes reviewing Individual Healthcare 

Plans (IHCPs) and identifying any medication requirements. Appropriate control measures must be in 

place before visits are approved to ensure pupils can be safely supported. 

 

Healthcare Professionals 

External healthcare professionals may provide advice, guidance, training, and support to the school, 

including contributing to Individual Healthcare Plans and notifying the school of pupils who require 

medical support. In boarding settings, pupils may also access external services such as GPs, dentists, 

and opticians, with appropriate arrangements in place to support and coordinate their care. 

 

Pupils  

Pupils should be involved in the management of their medical needs in a way that is appropriate to 

their age, understanding and level of independence. They are expected to follow agreed support 

plans and communicate when they require assistance, with younger pupils receiving additional 

supervision and support from staff. 

 

Parents/Carers 

Parents/carers are responsible for providing accurate and up-to-date information about their child’s 

medical needs. They must inform the school of any changes to medical conditions or treatment, 

supply required medication and equipment (ensuring it is in date and clearly labelled), and 

participate in the development and review of healthcare plans where required. Parents/carers must 

also ensure they, or a nominated contact, are always contactable and provide appropriate consent 

for the administration of medication or treatment. 

References to parents/carers include an appointed educational guardian where parental authority 

has been delegated and recorded by the school in accordance with the Guardianship Terms & 

Conditions. 
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