
Medical Needs Policy – School QA Compliance Checklist
Aligned to Birmingham City Council Model Medical Needs Policy (Jan 2026)
How to use this checklist
· Mark Yes / Partly / No
· Note where in your policy this is covered (page/section)
· Record actions needed if gaps are identified

1. Policy Overview & Statutory Basis
	Checkpoint
	Yes / Partly / No
	Evidence in our policy
	Action needed

	The policy states it is written in line with Section 100 of the Children and Families Act 2014
	
	
	

	The policy references DfE “Supporting Pupils at School with Medical Conditions” (2015)
	
	
	

	The policy references the Equality Act 2010 and reasonable adjustments
	
	
	

	The policy references the SEND Code of Practice (2015)
	
	
	

	The policy confirms it applies to both physical and mental health needs
	
	
	

	The policy is dated, approved, and has a clear review cycle
	
	
	



2. Named Roles & Accountability
	Checkpoint
	Yes / Partly / No
	Evidence
	Action needed

	A Designated Health Needs Coordinator is clearly named
	
	
	

	This role is a member of SLT or the Headteacher
	
	
	

	The Headteacher’s responsibilities are clearly set out
	
	
	

	Governing Body / Trust responsibilities for oversight and compliance are included
	
	
	

	Staff responsibilities are clearly described and proportionate
	
	
	

	The policy confirms staff are insured for delegated medical tasks
	
	
	



3. Identification of Medical Needs & Notification
	Checkpoint
	Yes / Partly / No
	Evidence
	Action needed

	There is a clear process for identifying medical needs on admission
	
	
	

	There is a process for responding to new or changed medical needs
	
	
	

	The policy explains how information is gathered from parents/carers and health professionals
	
	
	

	Information sharing is explained and complies with GDPR
	
	
	



4. Individual Health Care Plans (IHCPs)
	Checkpoint
	Yes / Partly / No
	Evidence
	Action needed

	The policy explains when an IHCP is required
	
	
	

	IHCPs are developed with health professionals (e.g. school nursing)
	
	
	

	IHCPs include emergency procedures and named responsibilities
	
	
	

	There is a process for reviewing and updating IHCPs
	
	
	

	Staff know where to access plans while maintaining confidentiality
	
	
	



5. Training & Competency
	Checkpoint
	Yes / Partly / No
	Evidence
	Action needed

	All relevant staff receive appropriate medical needs training
	
	
	

	Training includes conditions such as asthma, allergy, epilepsy, diabetes
	
	
	

	Mental health training is referenced (e.g. mental health first aid)
	
	
	

	The policy explains how training is refreshed and recorded
	
	
	

	Links with BSHSS / Special School Nursing Service are clear
	
	
	



6. Administration of Medication
	Checkpoint
	Yes / Partly / No
	Evidence
	Action needed

	The policy refers to BCC guidance on administering medicines
	
	
	

	Written parental consent is required before medication is given
	
	
	

	Clear arrangements for secure storage of medication
	
	
	

	Clear record‑keeping for medication administered
	
	
	

	Arrangements for emergency medicines (e.g. inhalers, adrenaline auto‑injectors)
	
	
	




7. First Aid & Emergency Procedures
	Checkpoint
	Yes / Partly / No
	Evidence
	Action needed

	A list of trained first aiders is maintained and shared
	
	
	

	Emergency procedures are clearly explained for staff
	
	
	

	Clear process for contacting emergency services
	
	
	

	Arrangements for accompanying pupils to hospital
	
	
	

	Emergency equipment (e.g. inhalers, defibrillator if applicable) is covered
	
	
	



8. Inclusion, Equality & Participation
	Checkpoint
	Yes / Partly / No
	Evidence
	Action needed

	The policy confirms pupils with medical needs can access full curriculum
	
	
	

	Reasonable adjustments for trips, visits, and clubs are explained
	
	
	

	Risk assessments for pupils with medical needs are included
	
	
	

	Attendance is not penalised due to medical needs
	
	
	



9. Mental Health & Emotional Wellbeing
	Checkpoint
	Yes / Partly / No
	Evidence
	Action needed

	Mental health needs are explicitly included in the policy
	
	
	

	Clear escalation and referral routes are described
	
	
	

	Collaboration between pastoral staff and Health Needs Coordinator is described
	
	
	



10. Record Keeping & Confidentiality
	Checkpoint
	Yes / Partly / No
	Evidence
	Action needed

	Records held include IHCPs, consent forms, medication logs, training
	
	
	

	Records are stored securely and access is controlled
	
	
	

	Confidentiality expectations are clearly stated
	
	
	



11. What Is Unacceptable Practice
	Checkpoint
	Yes / Partly / No
	Evidence
	Action needed

	The policy clearly states what schools must not do (e.g. denying access to medication)
	
	
	

	The views of pupils and parents are explicitly respected
	
	
	

	Medical evidence and professional advice are not ignored
	
	
	



12. Complaints & Escalation
	Checkpoint
	Yes / Partly / No
	Evidence
	Action needed

	Parents know who to contact first (Health Needs Coordinator / Head)
	
	
	

	The formal complaints process is referenced
	
	
	



Final QA Sign‑off (for schools)
· Overall judgement: ☐ Compliant ☐ Partially compliant ☐ Non‑compliant
· Key actions identified:
· Policy review required by:
· Signed (Headteacher / SLT):


