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1. Introduction and Policy Statement 

Venturers Trust will support the full range of medical needs ensuring that students are included, achieve 

and stay safe.  We accept our responsibilities under the relevant regulations to provide adequate and 

appropriate support for students with medical conditions of any complexity. Most students will at some 

time have a medical condition that may affect their short-term participation in Academy activities, but 

some have conditions that, if not properly managed, could limit their access to education.  It is the 

respective Academy’s responsibility to take extra care in supervising some activities to make sure that 

these students and others are not put at risk.  

This would equally apply to a learning ‘disorder’ as well as a ‘disability’. The Disability Discrimination Act 

1992 defines disability as: ‘total or partial loss of the person's bodily or mental functions’. Whereas a 

disorder (closely linked to a syndrome) suggests a malfunction, meaning that learning is not nuero-typical 

but A-typical.  In this case the Academy environment must adapt and make a reasonable adjustment to 

accommodate and support those learning needs which are set out in the Education, Health and Care Plan 

(EHCP).  

 



 

 

Aims 

Venturers Trust recognises that students with long-term and complex medical conditions may require on-

going support, medicines or care while at their Academy to help them manage their condition and keep 

them well. Other students may require monitoring and/or interventions in emergency circumstances. All 

students should be able to access and enjoy the same opportunities at their Academy regardless of any 

medical conditions. 

We aim: 

• To ensure that all students with medical conditions are properly supported in our Academies so 

that they can play a full and active role in academy life, remain healthy and achieve their 

academic potential. 

• Have students’ needs known by those responsible for them supported in whole by a ‘care plan’ 

document which outlines needs, support, overview of condition and how this can manifest in day 

to day life   

Attendance is essential to enable a student to achieve their full potential. Venturers Trust recognises that 
sometimes absence from their Academy for students with medical conditions is unavoidable, but the 
Trust is committed to supporting these students to limit the impact on their educational attainment and 
emotional and general wellbeing.  The Trust recognises that for some identified conditions this may 
require more medical appointments which requires monitoring with medical professionals.  

Supporting a student with a medical condition is not the sole responsibility of one person. Venturers Trust 
will work collaboratively with other agencies/ outside medical professionals (e.g. GP, paediatrician, 
specialist nurse/Dr) to ensure that the needs of students with medical conditions are met effectively.  

Children who are too unwell to attend school will be supported by the Hospital Education Service. In such 
cases the pupil will remain on the Academy roll and both settings have a duty of care to keep each other 
updated and hold relevant reviews. 

3. Responsibilities 

There is no legal duty requiring Venturers Trust staff to administer medication: this is a voluntary role.  

However, it is the Academy’s responsibility to make sure that those who do so have support from parents, 

access to information and training.  They must know possible side effects and what to do if they occur.  

Care plans should be in place that outline the medication, what it is for, the possible side effects and how 

this can impact on the student.  It should also be available in the event of an emergency so medical 

professionals know exactly what medication is prescribed before offering possible life saving treatment. 

Risk Assessments should be completed for each condition and medication.  It should consist of an 

overview, effects, side effects and potential risk along with what measures are in place to prevent 

risk/harm.  

Administration of medication should be recorded each time it is administered.  Controlled drugs should 

be counter signed.  This should have a count carried over after each administration to ensure there is not 

a chance of overdosing.  The paperwork should be checked regularly by the DSL to ensure that all 

procedures are being followed. 

The Academy, via the Trust, must make sure that insurance arrangements provide full cover for staff 

acting within the scope of their employment although it is the employer, not the employee who is likely 

to be held responsible.  It is the employer’s responsibility to ensure that correct procedures are followed.  

Any specific training (e.g. managing diabetes, epilepsy) needed will be provided by qualified NHS staff. 



 

 

The governors and Chief Executive Officer retain the responsibility for ensuring the Venturers Trust 

systems comply with the law and keep both students and staff safe. 

They ensure that there is adequate insurance in place which will cover staff providing support for 
students with medical conditions including the administration of medicines and the undertaking of 
necessary medical procedures.  

 
The Principal/ Head of School has overall responsibility for the day to day implementation and 
management of the Medical Treatment of Students Policy and Procedures of the school.  
  
Ensure that this policy is implemented and regularly reviewed and sufficient staff have received suitable 

training and are competent before they take on responsibility to support students with medical 

conditions, and they are able to access information and other support materials as needed 

Ensure that their Academy’s procedures are developed and effectively implemented with partner 
agencies and ensure that all staff are aware of the policy and understand their role in its implementation 
 
The Principal or designated member of staff should seek parents’ agreement before passing on 
information to other Academy staff.  Sharing information is important if staff and parents are to ensure 
the best care for a student. 

Designated staff member(s)/ the School Nurse/Student Welfare Officer work with the Leadership Team 

to: 

Collate information from medical forms for all students on entry to their Academy and identify any 
student who may require support with medical conditions. Ensure all necessary parental consents are in 
place for the administration of medicines. 

Have overall responsibility for the development of the care plans ensuring that they are kept up to date 
regarding needs, support and medication. Ensure these plans are shared and accessible for all staff 
working with the student.  Where applicable they should ensure the School Nurse is also aware of any 
student who has a medical condition that requires support in their Academy.  Care plans should be a 
complete overview and include an outlines of condition, the medication name and purpose and possible 
side effects. 

Liaise with outside agencies and medical professionals to ensure there is sufficient support and resources 
available within the Academy. Provide training for Academy staff as identified. Provide advice to Academy 
staff on health matters and liaise with other health professionals as necessary to provide appropriate 
support for students with medical needs 

Ensure all staff that need to know are aware of the student’s condition(s) Contact parents and 
professionals involved in the care of the child (and learning support if necessary) 

Ensure that sufficiently trained staff are available to implement the policy and deliver against all Individual 
Health Care Plans, including in contingency and emergency situations and that supply staff are suitable 
briefed 

Ensure that appropriate risk assessments for Academy visits, holidays, and other Academy activities 
outside the normal timetable are in place 

Ensure medication is stored safely and is administered in line with Policy and Procedures 

Ensure that relevant staff are aware of the guidance contained in the DfE “Supporting Students at school 
with medical conditions” statutory guidance: 

https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-
conditions--3 
 
Other Health Professionals and health providers including GP’s and paediatricians should:  

https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3


 

 

Notify the School when a student has been identified as having a medical condition that will require 
support at their Academy. The School Health Service can also provide advice on health issues to those 
concerned. 
 
Co-operate with their Academy that are supporting students with a medical condition, including 
appropriate communication and liaison with other healthcare professionals such as specialist and 
children’s community nurses. 
 
Teachers, therapists and TA’s have a responsibility for ensuring that they are aware of students’ medical 
needs, follow advice given and procedures for trips. They should understand the nature of the condition 
and when and where extra attention might be required. Support and cover staff should also be aware of 
this.  Teachers who do not have access to this information cannot be held responsible if they act 
incorrectly.   

 
Any member of Academy staff may be asked to provide support to students with medical conditions, 
including the administration of medicines although they cannot be required to do so.  Although 
administering medicines is not part of teachers’ professional duties, they should take into account the 
needs of the students with medical conditions they teach. Academy staff should receive sufficient and 
suitable training and achieve the necessary level of competency before they take on responsibility to 
support students with medical conditions. Any member of Academy staff should know what to do and 
respond accordingly when they become aware that a student with a medical condition needs help.  

Any member of staff who administers medicines must ensure that this is done in line with the Trust’s 
Medical Treatment of Students Policy and Procedures.  

 

Additional responsibilities of all staff:  

• Medication should be signed out by the Medical Lead, beforehand 

• Any controlled drugs should have a counter signature to sign out and sign back in if necessary. 

• All care plans must be taken on trips and documented within the trip risk assessment.  In the 
event of a possible condition that could lead to a fatality – the trip venue must be made aware.  

• Academy Leadership Team members, Middle Leaders, Student Support, and the First Aid Team 
need to be aware of which students have medical conditions, what they are and what the 
implications are 

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

 

Parents/Carers will be expected to keep the school informed about any changes to their child/children’s 
health and share any relevant care/allergy plans with the Academy. Care plans should be updated to 
reflect changes and relevant staff informed. 

Parents should provide their Academy with sufficient and up-to-date information about their child’s 
medical needs. They may be the first to notify their Academy that their child has a medical condition. 
Parents should be involved in the development and review of their child’s care plan. They should carry out 
any action they have agreed to as part of its implementation such as providing medicines and equipment 
and ensure they or another nominated adult are contactable at all times. 

Parents/Carers will be expected to complete a consent form for the administration of medicines prior to 
bringing medication into school. A medication handover form should be sent home to be completed and 
signed for students that are unable to safely carry their medication i.e.:  students that may be on the 
Autism Spectrum that do not have verbal communication or understanding of medication. 

Parents/Carers will be expected to discuss medications with their child/children prior to requesting that a 
staff member administers the medication.  For students that are non-verbal or has limited ability and 
understanding, the communication will be held directly between parent/carers and the designated 
Academy staff member 



 

 

Students with medical conditions will often be best placed to provide information about how their 
condition affects them. They should be fully involved in discussions about their medical support needs 
and contribute as much as possible to the development of, and compliance with, their care Plan. If a child 
is self-managing their medication, this should be clearly stated in the care plan with appropriate 
arrangements for monitoring.  

For students that are non-verbal, have limited understanding and cognitive ability, there should be an 
appropriate advocate to liaise with their Academy nurse or student welfare officer to draw up a support 
and care plan. 

Local Authorities should work with academies to support students with medical conditions in order to 
attend full time education. Where students would not receive a suitable education in a mainstream 
school because of their health needs, the local authority has a duty to make other arrangements.  

4. Individual Health plans or Education and Health Care Plans (IHCP/ 

EHCP)  
 
The student’s resulting needs, including the aim of the  Care Plan/ EHCP is to capture the steps which an 
Academy should take to help the child manage their condition/disorder and overcome any potential 
barriers to getting the most from their education and how they might work with other statutory services. 
Not all students with health needs will need an Education Health Care Plan (EHCP) and Individual 
healthcare plans (and their review) may be initiated, in consultation with the parent, by a member of 
Academy staff or a healthcare professional involved in providing care to the child. Plans should be drawn 
up in partnership between their Academy, parents, and a relevant healthcare professional, e.g. school 
nurse, specialist or children’s community nurse or paediatrician, who can best advise on the particular 
needs of the child. Students should also be involved whenever appropriate.  
 
Where a student has an EHCP identifying health needs the SENDCo or School Nurse will contact the 
parents and/or the child where that child is deemed competent, to complete an EHCP assessment process 
where necessary to ascertain whether their Academy should take additional/further steps to help them 
manage their condition and overcome any potential barriers to getting the most from their education. 
The EHCP assessment will be initiated by the SENDCo or School Nurse in consultation with the parents, 
child, Local Authority , teaching staff and other relevant professionals and if the criteria are met a 
caseworker at the local authority will collate views and assessments and produce an individual EHCP. 
EHCPs will be shared with all relevant academy staff and when training needs are identified in the plan, 
the SENDCo or School Nurse will undertake this training if appropriate or will arrange training with other 
relevant professionals. The EHCP will be available to all staff and can be used to inform risk assessments 
for academy visits, holidays and other academy activities. Where a student has SEN but does not have a 
statement or EHCP, their special educational needs should be mentioned in their Individual Healthcare 
Plan.  
 
A Care Plan should contain the following information:  
 

• Education and other treatments, time, facilities, equipment, testing, access to food and drink if 
required to manage a condition, dietary requirements and environmental issues (for example, 
crowded corridors, travel time between lessons);  

• Specific support for the student’s educational, social and emotional needs – for example, how 
absences will be managed, requirements for extra time for examinations or tests, use of rest 
periods or additional support in catching up with lessons, counselling sessions;  



 

 

• The level of support needed (including emergencies). Some students will be able to take 
responsibility for their own health needs and/or will be able to manage their own medication. This 
should be clearly stated with appropriate arrangements for monitoring;  

• Who will provide this support, their training needs, expectations of their role and confirmation of 
proficiency to provide support for the student’s medical condition from a healthcare professional; 
cover arrangements for when they are unavailable;  

• Who in their Academy needs to be aware of the student’s condition and the support required;  

• Arrangements for medication  

• What arrangements or procedures are required for academy trips or academy activities to ensure 
the child can participate 

• What to do in an emergency, including who to contact and contingency arrangements. Some 
students may have an emergency healthcare plan prepared by their lead clinician that could be 
used to inform development of their EHCP.  

5. Administering Medication  

 Our aim is:  

• To ensure the appropriate and safe administration of prescribed medication to students while at 
school  

• To ensure all medication administered is recorded correctly  

• To ensure all medication is handed over safely – especially in the case of controlled drugs 

• To ensure the safe storage of all medication  
 

Staff members are not to administer over the counter medicines.  Only medication prescribed by a GP and 
filled by a pharmacist will be administered following the procedures below.  

Procedures for administering medication:  

Medication administered at the Academy must be for a medically diagnosed condition and prescribed by 
a GP/Medic.   

The medication must be from a pharmacy and in the correct packaging which states the student’s details.  

Before giving any medication, the parent/carer must meet with the identified member of staff/ Medical 
Welfare Officer/School Nurse to complete a written care plan to include the condition, medication, 
dosage, sign, symptoms and triggers, where applicable.  Care plans will be shared with relevant staff.  

Students over the age of 16 are able to provide consent for themselves for the administration of over the 
counter or prescribed medication after meeting with the Medical Welfare Officer/School Nurse.  

For some students over the age of 16 but with limited understanding and cognitive ability, the primary 
care giver will be solely responsible for permitting administration of medication in liaison with the 
Medical Welfare officer 

All medication must be stored individually in a locked cabinet in the medical room with a copy of the 
written care plan and a record sheet for trained staff to complete each time a dose is administered.  

Medication that requires storage at a lower temperature can be placed in the medicine’s fridge.  

Controlled medication must be stored in the controlled medicines cabinet.  

Keys for the medical cabinet must be held away from the Medical Room, ideally in Reception.  

No student should ever use another student’s medication.  

All medication to be logged on the ‘medications held’ list and recorded on the medical room COSHH 
register.  A copy of the Safety data handling sheets for each medication held must be filed in the 
appropriate folder.  



 

 

A termly check must be carried out to ensure all medication is within its use by date.  Parents to be 
informed of any medication that is coming to the end of its use by date and a new supply requested.  Any 
medication that is no longer required can either be handed back to parents or disposed of at a local 
pharmacy.   

AAI pens must be checked regularly as the shelf life is limited.  There must ALWAYS be 2 pens in the 
Academy in case 1 is faulty/does not work. 

If disposing of medication takes place at a pharmacy, a detailed list must be produced and signed for by 
the pharmacist and Medical Welfare Office/School Nurse.  

Prescribed medication can be given only by named and willing staff who have had training.  

5. Staff Training and Support  

Needs will be identified when the Care Plan/EHCP is developed and will be discussed with the SENDCo 
and/or School Nurse and relevant staff. If the SENDCo or School Nurse is unable to provide this training 
they will find a suitable external training provider. Training should be sufficient to ensure that staff are 
competent and have confidence in their ability to support students with medical conditions and to fulfil 
the requirements as set out in Care Plan/EHCP. They will need an understanding of the specific medical 
conditions they are being asked to deal with, their implications, preventative measures and emergency 
measures so that staff can recognise and act quickly when a problem occurs.  

Staff must not give any medication or carry out any medical procedures without appropriate training. A 
First Aid certificate does not constitute appropriate training in supporting students with medical 
conditions.  

All relevant staff will be given awareness training so that they are aware of their Academy’s policy for 
supporting students with medical conditions and their role in implementing that policy. New staff will be 
made aware of this on induction to their Academy.  

6. The Student’s Role in Managing their own Medical Needs  

After discussion with parents, children who are old enough and competent should be encouraged to take 
responsibility for managing their own medicines and procedures. This should be reflected within their 
Care Plan/EHCP.  

Wherever possible, students should be allowed to carry their own medicines and relevant devices or 
should be able to access their medicines for self-medication quickly and easily. Students who can take 
their medicines themselves or manage procedures may require an appropriate level of supervision. If it is 
not appropriate for a child to self–manage, especially in primary schools, then relevant staff should help 
to administer medicines and manage procedures for them.  

If a student refuses to take medicine or carry out a necessary procedure, staff should not force them to do 
so, but follow the procedure agreed in the Care Plan/EHCP parents should be informed so that alternative 
options can be considered.  

For specialist Autism provisions it should be noted that these students will need adult supervision to 
administer/manage their medication.  Some students will not have the understanding/cognitive ability to 
know when they require medication or the relevance of the medication and therefore will not be able to 
manage this. 

7. Emergency Procedures  

Where a student has a Care Plan this should clearly define what constitutes an emergency and explain 
what to do, including ensuring that all relevant staff are aware of emergency symptoms, side effects of 



 

 

medication and procedures that should be followed. Other students in the Academy should know what to 
do in general terms, such as informing a teacher immediately if they think help is needed.  

Where a student doesn’t have a Care Plan and an emergency situation arises, this will be assessed by the 
School Nurse or a First Aider and appropriate action taken. Where a student needs to be taken to 
hospital, staff should stay with them until the parent/carer arrives, or accompany a student taken to 
hospital by ambulance.  
 
In case of an accident / seizure stating in cases of emergency and ambulance will be called, parents/ carer 
notified and if parents unable to get to the school in time to accompany child to hospital and member of 
staff will accompany child to hospital and remain there until parents arrive 

8. Day Trips, Residential Visits and Sporting Activities  

Students with medical conditions will be actively supported to take part in academy trips, visits and 
sporting activities. Discussions between the trip leader, the SENDCo, the School Nurse, parents, student 
and relevant health care professional will take place in plenty of time to ensure that any necessary 
adjustments or training can take place. A student will only be excluded from the activity if evidence from 
a clinician such as a GP states that it is not safe or practicable for them to do so.  
 

• A list of students attending a trip, visit or special event must be emailed to the Health and Safety 
Lead/Medical Welfare Officer/School Nurse at least two weeks beforehand.  This will allow time 
to check care plans, make any necessary arrangements and liaise with the member of staff 
responsible for Inclusion to produce a risk assessment.  

• A copy of relevant care plans and risk assessments will be supplied, along with any medications to 
the Trip Leader.    

• Medication must be signed for both on leaving the site and on return.  

• Any late comers onto the trip must be checked against the master care plan list and information 
requested from the Medical Welfare Officer/School Nurse.  

• Staffing on trips should take into account the needs of both disabled students and those with 
medical needs and whether any accompanying adults are prepared and trained to give 
medication/carry out medical procedures 

• Relevant risk assessments will be written as necessary 

9. Complaints 

Should a parent or student be dissatisfied with the support provided they should discuss their concerns 
with the person responsible for providing the support as named on the Care Plan/ EHCP. If this does not 
resolve the issue they may make a formal complaint via the Trust’s complaints procedure.  

10. Information sharing 

Consent given by parents on admission forms, which must also request permission to share with relevant 

staff.  

Annual review meetings will be held with the Medical Officer/School Nurse or when the needs or 

medication changes. 

Liaison with outside agencies and medical professionals should have an open dialogue and be reflected in 

individual care plans. 

An electronic copy of each care plan is held on SIMS under the medical section for each student and for 

specialist provisions there will also be an All About Me and Care Plan within a class overview in each 

classroom. 



 

 

Information is accessible for staff when needed (e.g. trips and special activities) on care plans for key 

students, for trips and focused in risk assessments. This is particularly important in sport where a 

specialist is employed, and where links with physiotherapists and other medical professionals are 

particularly fostered and special risk assessments produced.  

All care plans should be shared and taken on all trips.  This is to ensure that all information is available to 

anyone that may need to support individuals and in the case of a medical emergency where information 

contained in the care plan can be passed to the emergency services. 

The Principal will inform all staff, of the First Aid arrangements that are relevant to a particular student, as 
appropriate in relation to this policy. This may include, the location of the first-aid equipment, facilities 
and personnel, the procedures for monitoring and reviewing the Academy’s first-aid needs.  

Copies of this policy will be available to all relevant staff who may come into contact with students 
requiring support for a medical condition.  
 

APPENDIX : Templates and proformas 
 

Template A: individual healthcare plan 
 

Name of school/setting  

Child’s name  

Group/class/form  

Date of birth     

Child’s address  

Medical diagnosis or condition  

Date     

Review date     

Family Contact Information  

Name  

Phone no. (work)  

(home)  

(mobile)  

Name  

Relationship to child  

Phone no. (work)  

(home)  

(mobile)  

 
Clinic/Hospital Contact 

 

Name  

Phone no.  



 

 

G.P.  

Name  

Phone no.  

 

Who is responsible for providing 
support in school 

 

 
Describe medical needs and give details of child’s symptoms, triggers, signs, treatments, 
facilities, equipment or devices, environmental issues etc 

 

 
Name of medication, dose, method of administration, when to be taken, side effects, contra-
indications, administered by/self-administered with/without supervision 

 

 
Daily care requirements  

 

 
Specific support for the pupil’s educational, social and emotional needs 

 

 
Arrangements for school visits/trips etc 

 

 
Other information 

 

 
Describe what constitutes an emergency, and the action to take if this occurs 

 

 
Who is responsible in an emergency (state if different for off-site activities) 

 

 
Plan developed with 

 

 
Staff training needed/undertaken – who, what, when 

 

 
Form copied to 

 

 



 

 

 
Template B: parental agreement for setting to administer medicine 
The school/setting will not give your child medicine unless you complete and sign this form, and 
the school or setting has a policy that the staff can administer medicine. 
 

Date for review to be initiated by  

Name of school/setting  

Name of child  

Date of birth     

Group/class/form  

Medical condition or illness  

Medicine  

Name/type of medicine 
(as described on the container) 

 

Expiry date     

Dosage and method  

Timing  

Special precautions/other instructions  

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

 

Self-administration – y/n  

Procedures to take in an emergency  

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

Contact Details 

Name  

Daytime telephone no.  

Relationship to child  

Address  

I understand that I must deliver the 
medicine personally to 

[agreed member of staff] 

 
The above information is, to the best of my knowledge, accurate at the time of writing and I give 
consent to school/setting staff administering medicine in accordance with the school/setting 
policy. I will inform the school/setting immediately, in writing, if there is any change in dosage or 
frequency of the medication or if the medicine is stopped. 
 
Signature(s)                Date 
 
 



 

 

 
Template C: record of medicine administered to an individual child 
 

Name of school/setting  

Name of child  

Date medicine provided by parent 
  

  

Group/class/form  

Quantity received  

Name and strength of medicine  

Expiry date 
  

  

Quantity returned  

Dose and frequency of medicine  

 
Staff signature   
 
Signature of parent   
 
 

Date 
 

  
 

  
 

  

Time given    

Dose given    

Name of member of staff    

Staff initials    

    

Date 
 

  
 

  
 

  

Time given    

Dose given    

Name of member of staff    

Staff initials    

 

Date          

Time given    

Dose given    

Name of member of staff    

Staff initials    

    

Date          



 

 

Time given    

Dose given    

Name of member of staff    

Staff initials    

    

Date          

Time given    

Dose given    

Name of member of staff    

Staff initials    

    

Date          

Time given    

Dose given    

Name of member of staff    

Staff initials    

 
 
 



 

 

Template D: record of medicine administered to all children 
 

Name of school/setting  

 
 

Date Child’s name Time Name of Dose given Any reactions Signature Print name 

        

        

        

        

        

        

        

        

        

        

        

        

        

 
 
 
 



 

 

Template E: staff training record – administration of medicines 
 

Name of school/setting  

Name  

Type of training received  

Date of training completed     

Training provided by  

Profession and title  

 
I confirm that [name of member of staff] has received the training detailed above and is 
competent to carry out any necessary treatment. I recommend that the training is updated 
[name of member of staff]. 
 
Trainer’s signature   
 
Date   
 
I confirm that I have received the training detailed above. 
 
Staff signature   
 
Date   
 
Suggested review date     
 
 
Template F: contacting emergency services 
 
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. 
 
1. your telephone number  
2. your name 
3. your location as follows [insert school/setting address] 
4. state what the postcode is – please note that postcodes for satellite navigation   

systems may differ from the postal code 

5. provide the exact location of the patient within the school setting  

6. provide the name of the child and a brief description of their symptoms 
7. inform Ambulance Control of the best entrance to use and state that the crew will be 
met and taken to the patient 
8. put a completed copy of this form by the phone 
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Template G: model letter inviting parents to contribute to individual healthcare plan 
development 
 
Dear Parent/ Carer 
 

DEVELOPING AN INDIVIDUAL HEALTHCARE PLAN FOR YOUR CHILD 
 

Thank you for informing us of your child’s medical condition. I enclose a copy of the school’s 
policy for supporting pupils at school with medical conditions for your information. 
 
A central requirement of the policy is for an individual healthcare plan to be prepared, 
setting out what support the each pupil needs and how this will be provided. Individual 
healthcare plans are developed in partnership between the school, parents, pupils, and the 
relevant healthcare professional who can advise on your child’s case.  The aim is to ensure 
that we know how to support your child effectively and to provide clarity about what needs 
to be done, when and by whom.  Although individual healthcare plans are likely to be 
helpful in the majority of cases, it is possible that not all children will require one.  We will 
need to make judgements about how your child’s medical condition impacts on their ability 
to participate fully in school life, and the level of detail within plans will depend on the 
complexity of their condition and the degree of support needed. 
 
A meeting to start the process of developing your child’s individual health care plan has 
been scheduled for xx/xx/xx.  I hope that this is convenient for you and would be grateful if 
you could confirm whether you are able to attend.  The meeting will involve [the following 
people]. Please let us know if you would like us to invite another medical practitioner, 
healthcare professional or specialist and provide any other evidence you would like us to 
consider at the meeting as soon as possible.  
 
If you are unable to attend, it would be helpful if you could complete the attached individual 
healthcare plan template and return it, together with any relevant evidence, for 
consideration at the meeting.  I [or another member of staff involved in plan development 
or pupil support] would be happy for you contact me [them] by email or to speak by phone 
if this would be helpful. 
 
Yours sincerely 
 
 
 
 
 
 
 


