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1. Introduction

The Board of Governors, in consultation with the Headmaster and the Health and Safety Officer, will ensure that the number of certified first aiders and the arrangements for training are sufficient to meet the needs of all foreseeable circumstances.

Any person needing first aid should be referred to the Housekeeper or to the school office.  A medical room is provided in Hillingdon House and first aid boxes are available in all areas of the school.  Members of staff possessing first aid qualifications are available in case of emergency.  The first aid materials are checked regularly by the Health and Safety Officer and any deficiencies made good.  Adequate and appropriate first aid provision must always form part of the preparation for all out of school activities.

2. Medical

2.1 Medical and Health Care

Pupils’ medical care is primarily supervised by the Housekeeper who, together with several other members of staff, has recently received relevant first aid training.

Any pupil who feels unwell is referred to the Housekeeper in the medical room, which is situated in Hillingdon House.  If necessary, the pupil may rest in the medical room.  Parents are contacted whenever pupils are judged to need further medical attention.  An ambulance will be called for a pupil suffering from any sudden or violent illness.

All records relating to medical matters are stored in the servery.  Details are recorded of all accidents, illnesses, medical complaints and the time, date and pupil’s name for any medications dispensed.  Every medical occurrence, however minor, is recorded.  Parents are notified of any occurrence other than a minor complaint and a note made of the date and time of notification.

2.2 Individually prescribed medications

· Parents must provide written permission stating that specific, named medications can be administered.

· In the case of medications prescribed for taking under special circumstances (eg antibiotics), each single dose must be brought to school on a daily basis.

· Each dose must be labelled with the name of the drug (including reference number and expiry date given on the container), the name of the pupil and a parental signature indicating that the dose may be given.

· A covering note to the Housekeeper is also required, stating the duration of the prescription and (if necessary) the time of the dose.  If a repeat prescription is obtained, the new reference number and expiry date will be required.  Advice of completion of long-term treatment is also requested.

· Medications are normally dispensed to pupils at 1:00 pm in the medical room, except those to be taken before food which are given just before lunch.

· Parents may leave correctly labelled medications in the locked medicines box in the main office, or hand them personally to the Housekeeper or to one of the secretarial staff.

· Where possible, it is requested that medications be administered by parents either before or after school.

· In all cases, all dosages of drugs dispensed are recorded in the Medical Record Book kept in the servery in Hillingdon House.
2.3 Other medications

· Only Paracetamol and throat lozenges are dispensed to senior pupils, provided that a Medical Consent Form has been completed and signed by the parent.  Maximum doses allowed are two 500mg Paracetamol tablets and two throat lozenges per pupil per day.

· Only throat lozenges are dispensed to junior and infant pupils under the same conditions as above.  Provided that a signature of authority has been given by a parent, sun tan lotion can be administered to infant and junior pupils by appropriate staff.

· All dosages of the above medications are recorded in the Medical Record Book.

· No pupil should be in possession of any medication in school, except for an inhaler or Epipen.

· If a pupil has a particular medical need, arrangements can be made with parents so that the needs of the pupil are met without compromising the safety of others in the school.

· Health care is an important part of the Personal, Social and Health Education (PSHE) programme which is taught throughout the school.
3. Procedure for children who are sick or infectious

· If children appear unwell during the day – have a temperature, sickness, diarrhoea or pains, particularly in the head or stomach –parents will be contacted and asked to collect the child, or send a known carer to collect on their behalf.

· If a child has a temperature, they are kept cool, by removing top clothing, sponging their heads with cool water, but kept away from draughts.

· In extreme cases of emergency the child should be taken to the nearest hospital and the parent informed.

· Parents are advised to take their child to the doctor before returning them to school; the school can refuse admittance to children who have a temperature, sickness and diarrhoea or a contagious infection or disease.

· After diarrhoea, parents are asked to keep children home for 24 hours or until a formed stool is passed.

4. Accidents

4.1 Accident procedure

Any pupil involved in a minor accident will be given first aid treatment by the Housekeeper or other appropriately qualified member of staff.  The following members of staff hold the First Aid At Work Certificate (updated every three years):


Mrs R Hitch (Housekeeper), Mrs K Foxwell (Lab Technician), Mr S Collins (Assistant Caretaker)

Water only should be used for treatment, in case of any adverse reaction to antiseptics or ointments.

If in any doubt, advice can be sought from the Doctor or hospital Accident and Emergency department.

Any accident, however minor, must be entered in the Accident/Incident Book kept in the servery in Hillingdon House.  This is a legal requirement.

Parents should always be informed, before the end of the school day if possible, of any accident other than the most minor.

The responsibility to attend the Accident and Emergency department of the hospital or the doctor lies with the parents, once they have been fully informed of the accident.

4.2 Emergency medical procedure

No member of staff is obliged to deal with a medical emergency such as dealing with a diabetic or administering an Epipen – intervention must be voluntary.  However, staff have no liability only when acting in an uniformed capacity.

In medical emergencies, pupils can be taken by ambulance to the Accident and Emergency department of the hospital in Harlow.  Staff are advised not to take a pupil to hospital in their own vehicle unless it is judged to be a matter of life or death, when another member of staff should also accompany the pupil.
5. Procedures  for the soiling of children

· Teacher or child detects a problem.

· The TA, if available, will take the child to the cloakrooms.

· The child will be instructed how to clean themselves and given clean underwear to put on. 
· In the absence of TA the housekeeper is informed.

· If the child appears unwell then they are taken by the TA to the medical room and the housekeeper will be informed and will ring home for collection.
6. Records

A record should be made at the earliest opportunity on each occasion when any member of staff, pupil or other person receives first aid treatment, either on the school premises or as part of a school-related activity.  Records are kept in the school’s Accident and Incident Record Book, which is maintained by the Housekeeper.  Parents of children becoming sick or injured during the school day are contacted according to need.

Appendix 1
SAINT NICHOLAS SCHOOL

REQUEST FOR THE ADMINISTRATION OF MEDICINE IN SCHOOL
To be completed by the parents/guardian of any child to whom drugs may be administered under the supervision of school staff.

Please complete in block letters

Child’s name: _________________________________
Form: ________________________

Doctor’s name: ___________________________
Doctor’s Tel No: _____________________

The Doctor has prescribed the following:

	Name of Drug/Medicine to be given:
	TIme to be taken / before/after food
	How much:

One 5ml/one tablet

	1.


	
	

	2.


	
	

	3.


	
	


My child may/may not carry the drug on their person if the school agrees.

(Delete accordingly)

NB: Parents are responsible for keeping medicines up-to-date, for notifying school of any changes and removal of out of date medicines and return to dispensing pharmacy.

Please record below any special/emergency procedures to be followed or side effects known.

I request that the treatment be given in accordance with the above/attached information by a responsible member of the school staff who has/has not received any necessary training.  I understand that it may be necessary for this treatment to be carried out during educational visits and other out of school activities, as well as on the school premises.  I will inform you immediately of any changes in the above.

I undertake to supply the school with the drugs and medicines in properly labeled containers, including a 5ml medicine spoon or oral syringe for liquid medicines.

I accept that whilst my child is in the care of the School, the School staff stand in a position of the parent and that the School staff may, therefore, need to arrange any medical aid considered necessary in an emergency, but I will be told of any such action as soon as possible.

I understand that whilst School staff will use their best endeavours to carry out these arrangements, no legal liability can be accepted by the School staff or Principals in the event of any failure to do so, or of any adverse reaction by my child to the administration of the drug.

Signed: ___________________________________________ (Parent/Guardian)

Date: _____________________________________________

Note for special / emergency circumstances:  (Please describe precisely the circumstances and the nature and dosage of the prescribed medication or treatment).

Appendix 2

ANAPHYLAXIS
Anaphylaxis (nut allergy) is a condition, which appears to be on the increase.  It is difficult to diagnose in advance and is often discovered only when a child eats a nut for the first time.  For this reason, we ask all parents to observe strictly the following rule:-

NO NUTS OR NUT PRODUCTS OF ANY SORT ARE TO BE BROUGHT INTO THE SCHOOL
Peanut butter is particularly hazardous, as even contact with a person who has eaten peanut butter can provoke a reaction.  Please be vigilant about any food coming into school; snacks, lunch, birthday cake, cake sales etc.

PROCEDURE IN THE EVENT OF AN ANAPHYLACTIC REACTION WHICH REQUIRES EPIPEN USE
Ask some to ask the office staff to:

· Dial 999 and call an ambulance

· Give the pupil’s name and inform them that he/she is suffering an Anaphylactic reaction

· Call the pupil’s parents and inform them

· While awaiting the medical assistance, staff will administer the Epipen

· A second dosage will be given after ten minutes if the ambulance has not arrived and his/her condition has not improved

THE EPIPEN TREATMENT – INJECTABLE ADRENALINE
Directions for use are:

· Pull the end of ie. the grey cap

· Hold onto the muscle at the top of the leg ie. thigh

· Aim the pen.  It must be placed OUTSIDE THE THIGH AND LEFT
· Press down on the top of the pen: this will click which in turn will push the needle into the leg

· Count slowly to ten: this allows the adrenaline to be absorbed

· Withdraw needle ie. pull the Epipen away

· Look for a positive response.  YOU CAN INJECT A SECOND DOSAGE AFTER TEN MINUTES IF REQUIRED

· Confirm that an ambulance has been called

