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AYLESBURY GRAMMAR SCHOOL 
 

SUPPORTING STUDENTS WITH MEDICAL NEEDS 
 

 
 

1. Aim 
 

1.1  The aim of this policy is to ensure that all members of the Aylesbury Grammar School 
community with medical needs or conditions receive the appropriate care and support, are 
treated with the upmost respect and confidentiality, and without discrimination. 

 
2. Support for Students 

 
2.1 Aylesbury Grammar School understands that some students may need help and support 

with the management of their medical needs and/or conditions. 
 

2.2  Whilst the primary responsibility for the health and wellbeing of a student remains with his 
parents, the Student Welfare Officer and other first aid trained members of staff will assist to 
the best of their abilities. 

 
  The responsibilities of each person involved in the care of a student are detailed below: 

 
3. Student Welfare Officer responsibilities: 

 
3.1 Attend to any minor illness or injury and liaise with parents where necessary. 

 
3.2 To keep records of any intervention with staff or students in the appropriate record keeping 

facility. 
 

3.3 On receiving any information on a medical needs/conditions, as completed in their admission 
Medical Form when first starting at AGS, or when an update is received later in his time 
here, the SWO will liaise with parents if necessary. 

 

3.4 If a more detailed Individual Healthcare Plan (IHCP) is needed for a student, the SWO will 
complete this together with parents and any relevant healthcare professionals. 

 

3.5 Ensure quick and easy access to medication stored in the Medical Room or Main Office if 
require. 

 

3.6 Liaise with other departments in the school to provide the best care possible for each 
individual student with medical needs/conditions, and make any reasonable adjustments 
where necessary. 

 
4. All staff Inc. SWO responsibilities: 

 
4.1 Take appropriate steps to support any of the students with medical needs/conditions. 

 
4.2 Where possible and necessary, make reasonable adjustments to include students with 

medical needs in lessons.  This includes allowing students with limited mobility, whether 
temporary or permanent, extra time to get to and from lessons.  Students with limited 
mobility should have their classroom locations adjusted to suit their needs, so that they are 
able to fully participate in lessons.  Students with the inability to write, will be provided with 
other means to take notes and complete work in the lesson.  Students may need to have 
time away from sports whilst recovering, and PE/Games staff will be informed. 

 

 



4.3 Administer first aid if they have agreed to undertake this role; including giving immediate help 
to casualties with common injuries or illnesses, and those arising from specific hazards at 
school. 
 

4.4 Administer medication if they have agreed to undertake this role. 
 

4.5 Where necessary, ensure that an ambulance or other professional medical help is called. 
 

4.6 Undertake training to achieve the necessary competency for supporting students with medical 
needs/conditions, if they have agreed to undertake this role. 
 

4.7 Familiarise themselves with procedures detailing how to respond, when they become aware 
that a student with a medical need/condition needs help. 

 

4.8 Teachers and support staff will be given this policy as part of their new starter induction, and 
are to familiarise themselves with it on a yearly basis. 

 
5. Parent/Carer responsibilities: 

 
5.1 Making the school aware of any new or on-going medical concerns or diagnosis, or any 

changes to their son’s medical circumstances. 
 

5.2 Keeping the school up to date regarding any on-going treatment and/or additional support  
required, and informing SWO when extra support is no longer required. 
 

5.3 Contacting the school prior to return after any illness or injury that has resulted in the need for 
extra support during school time. 

 

5.4 Ensuring that all medication provided is in date, clearly and fully labelled, in the original 
packaging as dispensed by a pharmacist, and contains full instructions for administration, 
dosage and storage.  Understand that staff do not have to administer medication that is not 
provided as stated. 

 

5.5 Ensure that any medication required daily, prescription or otherwise, is administered outside of 
school hours unless absolutely unavoidable; this includes medicines such as antihistamines 
and antibiotics, etc. 

 

5.6 Ensure they keep a note of expiry dates, and replace any medication due to expire.  Any 
expired medication will be disposed of unless parents/carers contact SWO prior to expiry, to 
state that they wish to collect it, and ensure the medication is collected. 

 

5.7 Ensure that their son only attends school on crutches provided by a medical professional who 
has recommended them for a specific injury that the student has sustained, and the parent 
must inform SWO when their son no longer requires the crutches.  Students will not be 
allowed to go around the school site with crutches that have not been prescribed to them by 
an appropriate medical professional, due to the risk of further injury, damage, or exacerbating 
the existing injury. 
 

5.8 Completing a ‘Parental agreement for school to administer medicine’ form before bringing 
medication into school 

 

5.9 Discussing medications with their child prior to requesting that a staff member administers the 
medication 

 

5.10 Where necessary, developing an Individual Healthcare Plan (IHCP) for their child in 
collaboration with Student Welfare Officer and any other necessary healthcare professional 

 
 
 



6. Student responsibilities: 
 

6.1 If competent, students are encouraged to self-manage their medical conditions where 
possible 
 

6.2 Should carry and be responsible for their own medication devices, for example, an inhaler, 
an adrenaline auto-injector, diabetic testing kit, etc.  This should be during school and to any 
sports fixtures during and outside of school hours 
 

6.3 Should NEVER carry around medication such as pain relieving tablets or liquid, or any other 
medication that is not required for emergency use; this must be stored in the Main Office 

 
7. Provision and documentation of first aid during the school day 

 
7.1 A school EpiPen, school salbutamol inhalers and an Automated External Defibrillator (AED) 

are all available for use in case of emergency. 
 

7.2 The emergency medicines and AEDs remain in the school at all times and are not used for 
educational visits.  It is the responsibility of the student and his parents/carers to ensure the 
correct medication is taken on an educational visit.  If a student does not have the correct 
medication to cover the duration of the educational visit, then the student may not be 
permitted to go on the trip. 

 

7.3 A basic first aid kit is taken on each educational visit. 
 

7.4 The AED can be operated by anyone, as it gives precise instructions. 
 

7.5 All presenting complaints and treatments given, are documented on the ‘Accident and 
Medical Report’ for the academic year.  Any incidents resulting in injury requiring a visit to 
hospital will be recorded on the online database. 

 

7.6 Other members of staff trained in first aid are listed on the shared drive, and should be called 
upon if needed. 

 
8. Managing medicines in school 

 
8.1 Any medication brought into school MUST be stored with the Student Welfare Officer either 

in the Main office or in the Medical Room, and not carried around the school site or left in a 
student’s locker or bag. 
 

8.2 All medication stored with the Student Welfare Officer, with the exception of emergency or 
refrigerated medication, will be stored in a locked cupboard. 

 

8.3 All medication brought into school must be in date, clearly and fully labelled, in the full 
complete original packaging as sold or dispensed by a pharmacist, and contain full 
instructions for administration, dosage and storage.  Staff do not have to administer 
medication that is not provided as stated. 

 
Prescribed medication- 
 

8.4 Should only be brought into the school when essential 
 

8.5 If a student needs to take a course of medication, the times are to be arranged around the 
school day, e.g. morning, straight after school and before bed for a ‘3 times a day’ dose.  If 
this is absolutely unavoidable, parents must complete a ‘Parental agreement for school to 
administer medicine’ form, found on the school’s website.  This form is to be brought in to the 
Student Welfare Officer first thing in the morning of the day of the first dose to be taken at 
school, and is to accompany the medication 

 



 
8.6 Must be stored with the Student Welfare Officer 

 
8.7 It is the student’s responsibility to arrange a suitable time to take his medication and ensure 

that he is there at the arranged time.  The student will not be called in if they have forgotten 
themselves 

 
8.8 The date and time of taking the medication will be documented for the reference of the 

Student Welfare Officer, but it is the responsibility of the student to inform their parents of 
this. 
 

9. Non-prescribed medication- 
 

9.1 Aylesbury Grammar School will ONLY provide tablet Paracetamol for pain relief, and will 
administer the dose according to NICE guidelines. 
 

9.2 Antihistamines are given for the urgent treatment of allergic reactions only, and are not 
provided on a daily basis for hay fever. 

 

9.3 As part of the admissions procedure, all parents will complete a medication consent form, 
indicating which medicines, if any, they give permission for their son to receive. 

 

9.4 Aylesbury Grammar School stores the medication consent form completed on admission, for 
use as consent to medication required during the school day or on educational visits. 

 

9.5 Medications consented to in the medical form of the admissions pack will only be given if 
absolutely necessary, and every attempt to treat an ailment or injury without medication will be 
made. 

 
10.  Emergency procedure: 

 
10.1 An emergency 999 ambulance should be called when a qualified first aider has assessed the 

situation and deemed it necessary, unless it is deemed essential where there is an immediate 
and significant danger to health. 
 

10.2 Every effort should be made for the 999 call to be made while within reach of the casualty.  
The caller should be prepared to answer questions about the casualty, and provide a location 
for the casualty.  The caller should then inform the main office, to let the appropriate staff 
know to guide them to the casualty’s location. 

 

10.3 Parents/carers should be contacted as soon as possible, and where they are unable to attend 
to their son to accompany him to the hospital, a member of staff should go with the student 
until the parent/carer is able to reach the student.  Parents must make every effort to attend to 
their son as soon as possible. 
 
 

10.4       Request an ambulance - dial 999, ask for an ambulance and be ready with the 

information below. 

Speak clearly and slowly and be ready to repeat information if asked. 

• Your telephone number – 01296 484545 

• Your name. 

• Your location as follows: Aylesbury Grammar School, Walton Road, Aylesbury, 

HP21 7RP. 

• The exact location of the patient within the school. 

• The name of the child and a brief description of their symptoms. 

• The best entrance to use and state that the crew will be met and taken to the patient. 

  



Appendix 1 – 
 

 

AYLESBURY GRAMMAR SCHOOL 

HEALTH CARE PLAN 
Please complete this form if your son requires specific treatment or has a specific medical condition(s) which 

has not been covered on the Parental Consent and Medical Health Care Information Form for School 

Administration and Off Site Activities. 

Student’s name  

Tutor group  

Date of birth  

Home address  

Medical diagnosis/condition  

Date  

Review date  

 

FAMILY CONTACT INFORMATION 

 1ST Contact 2nd Contact 

Name   

Relationship to student   

Home phone Number   

Mobile phone number   

Work phone number   

 

MEDICAL CONTACTS 

 Hospital/clinic GP 

Name   

Phone Number   



MEDICAL INFORMATION 

Describe medical needs and give details of your son’s symptoms, triggers, signs, 

treatments, facilities, equipment or devices, environmental issues etc. 

 

 

 

 

CARRYING MEDICATION – Does your son carry his own medication (i.e. epipen, inhaler 

etc.)?   

If so please give details and where it can be found i.e. bag, blazer pocket. 

 

Medication  

Where it can be found  

 

NAME OF MEDICATION, dose, method of administration, when to be taken, side effects, 

contra-indications. 

Name of Medication  

Amount to be administered  

Method of administration  

When to be taken  

Any side effects  

 

ADMINISTRATION OF MEDICATION 

Are you happy for your son to administer his medication?                           YES             NO 

 

Do you give permission for a member of staff to administer medicine?      YES             NO 

 

Signature      -------------------------------------------------------------- 

 

 

 

 

 



DAILY CARE REQUIREMENTS (i.e. medication administered twice a day before sport etc.) 

 

 

 

SPECIFIC SUPPORT FOR THE PUPIL’S EDUCATIONAL, SOCIAL AND EMOTIONAL NEEDS 

 

 

 

ARRANGEMENTS FOR SCHOOL VISITS ETC 

 

 

 

PLEASE DESCRIBE WHAT CONSTITUES AN EMERGENCY, AND THE ACTION TO BE 

TAKEN 

 

 

 
  



Appendix 2 – 

 

 

Parental Agreement for School to Administer Medicine in School 

If you would like the Matron/Staff to administer medicine should your son require it, please complete and 

sign this form. 

     

 

Name of school 

 

Aylesbury Grammar School 

 

Date 

 

 

Student’s name 

 

 

Tutor group 

 

 

Name and strength of medicine 

 

 

Expiry Date 

 

 

Dose to be given 

 

When to be given  

Any other instructions  

Quantity of tablets to be given to the 

school 

 

 

Note: Medicines must be in the original container as dispensed by the pharmacy 

    1st Contact                                     2nd Contact 



 

Daytime phone number of 

parent/carer 

 

Relationship to student 

  

 

Name and Phone number of 

GP 

  

 

The above information is, to the best of my knowledge, accurate at the time of writing and I give consent to 

school staff administering medicine in accordance with the school policy.  I will inform the school 

immediately, in writing, if there is any change in dosage or frequency of the medication or if he should stop 

taking it. I understand it is my responsibility to inform the school of any changes in a student’s 

circumstances. 

Parent/Carer signature ____________________________________________________ 

Print Name                   ________________________Date_________________________ 

If more than one medicine is to be given a separate from should be completed for each. 


