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CHANCERY EDUCATION TRUST 

PICKHURST ACADEMY 

FIRST AID AND MEDICINES POLICY 

 

Introduction 

The Chancery Education Trust believes that ensuring the health and welfare of 

staff, pupils and visitors is essential to the success of the Trust. 

We are committed to: 

 Providing adequate provision for first aid for pupils, staff and visitors. 
 Ensuring that pupils with medical needs are fully supported at the schools.    

 

Procedures for administering medicines and providing first aid are in place and 
are reviewed regularly. 

We will ensure all staff (including supply staff) are aware of this policy and 
that sufficient trained staff are available to implement the policy and deliver 

against all individual healthcare plans, including in contingency and emergency 
situations.  

We will also make sure that the Trust is appropriately insured and that staff are 
aware that they are insured to support pupils in this way. 

In the event of illness, a staff member will accompany the pupil to the academy 
office/medical room. In order to manage their medical condition effectively, the 

Trust will not prevent pupils from eating, drinking or taking breaks whenever 
they need to.  

Our duty to provide first aid at work is governed by the Health and Safety (First 
Aid) Regulations 1981. These require the Trust to carry out a risk assessment in 

order to determine what first aid facilities and personnel are necessary to meet 
the needs of our Trust. 

Arrangements 

 

The Trust Nurse/ Healthcare Professional 

The Academy will be allocated an Academy nurse or other suitably qualified 
healthcare professional; this person will have the lead role in ensuring that 

pupils with medical conditions are identified and properly supported in the 
Academy, including supporting staff on implementing a pupil’s Healthcare Plan. 

The Academy healthcare professional will work with the Principal to determine 
the training needs of Academy staff.  
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Full staff medical training plans will be retained in the Chancery Education Trust 
Administrator’s office to evidence medical training completed by staff throughout 

the year. 
 

Suitable cover will be provided in the absence of the Academy 
nurse/healthcare professional. 

The First Aid Team 

As an academy, we have a number of staff who hold a current first aid and or 
paediatric first aid qualification. Refer to the academy office for a current list of 

members who are trained in First Aid. 

 

Trained Staff 

All members of teaching and office staff are able to give any prescribed 
medicines that are required orally with written permission from the parent. 

Most members of staff have received training for Adrenaline Auto-injectors. 

Refer to the Academy Office for a current list of members who are trained to 

administer diabetic medicines. 
 

First Aid Boxes 

The first aid posts are located in: 

 The Office 

 There is a medical bag in each class room 
 

Medication 

Pupils’ medication is stored in: 

 Class First Aid bag 

 Office Cupboard 
 Fridge located in staff kitchen 

 

First Aid 

In the case of a pupil accident, the procedures are as follows: 

  
 The member of staff on duty calls for a first aider; or if the child can walk, 

takes him/her to a first aid post and calls for a first aider. 
 The first aider administers first aid and if necessary records details in our 

treatment book.   
 In more serious circumstances, the parent/carer will be contacted and 

details recorded in the treatment book. 

 If the child has to be taken to hospital or the injury is `work’ related then 
the accident is reported to the Governing Board.   
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 If the incident is reportable under RIDDOR (Reporting of Injuries, 
Diseases & Dangerous Occurrences Regulations 2013), then as the 

employer the Governing Body will arrange for this to be done. 
Plasters 

Before applying plasters, First Aiders should try to make sure the child is not 
allergic to plasters. If the First Aider is aware that the child is allergic to plasters 

the procedure is: 

 If a parent has supplied the school with an alternative type of plaster the 
first aider is able to use this 

 If an alternative has not been supplied the first aider will: 

Clean the wound 
If bleeding ceases the child will be returned to their previous 

activity 
If the bleeding cannot be stopped the parent is contacted to deal 
with the situation or an ambulance will be called if necessary. 

Hygiene and Infection Control 

All staff should take precautions to avoid infection and must follow basic hygiene 

procedures. Staff should have access to single-use disposable gloves and hand 
washing facilities, and should take care when dealing with blood or other body 

fluids and disposing of dressings or equipment. 

Managing Head lice in Schools 

The Academy will promptly notify parents of active head lice infestations (see 

Appendix 2). Having head lice is not a reason for school absence as treatment 

can be administered quickly. However, should live head lice be noticed by a 

member of staff, a call will be made to the parent who will be asked to collect 

the child immediately. Thoroughly combing through the hair or applying a 

treatment quickly at home will enable the child to be back at school on the same 

day (unless of course parents are notified late in the afternoon). If the 

infestation continues for more than three weeks, the Principal will call the 

parents to discuss what is being done to eradicate the head lice. 

Academy Insurance Arrangements 

 

   Zurich Municipal     

  Policy Number: KSC-242083-3753  
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Academy Visits 

In the case of a residential visit, the residential first aider will administer First 
Aid.  Reports will be completed in accordance with procedures at the Residential 

Centre.  In the case of day visits, the class teacher will carry a travel kit in case 
of need. 

 

Administering Medicines in the Academy 
 

Prescribed medicines may be administered in the Academy (by a staff 
member appropriately trained by a healthcare professional) where it is deemed 
essential.  Most prescribed medicines can be taken outside of normal Academy 

hours.  Wherever possible, the pupil will administer their own medicine, under 
the supervision of a member of staff.  In cases where this is not possible, the 

staff member will administer the medicine. 
 
If a child refuses to take their medication, staff will accept their decision and 

inform the parents accordingly. 
 

In all cases, we must have written parental permission outlining the type of 
medicine, dosage and the time the medicine needs to be given. These forms are 
available in the Academy office. 

 
Staff will ensure that records are kept of any medication given.  

Non-prescribed medicines may not be taken in the Academy. 
 

Storage/Disposal of Medicines 

Children will not be allowed to carry their own medicines/ relevant devices, 
unless in exceptional circumstances that the office must be informed of, but will 

be able to access their medicines in the Academy office and/or classroom 
for self- medication, quickly and easily. Pupils’ medicine will not be locked away 
out of pupil’s access; this is especially important on Academy trips. 

It is the parents/carers responsibility to ensure all medication for their child is ‘in 

date' and is replaced by the parent/carer when nearing to end of life and not the 
Academy's responsibility to remind parents when this is. 
 

It is not the responsibility of the Academy to remind parents to collect 
medicines that are no longer required or are out of date.  

 
It is the responsibility of the parent/carer to collect all medicine if a child leaves 
the school or the medicine goes out of date. If a child leaves the Academy or the 

medicine goes out of date and it has not been collected, the school will dispose 
of the medicine appropriately, without contacting the parent/ carer.  

Asthma inhalers will be held by the Academy for emergency use, as per 
the Department of Health’s protocol. 
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Accidents/Illnesses requiring Hospital Treatment 

If a child has an incident, which requires urgent or non-urgent hospital 
treatment, the Trust will be responsible for calling an ambulance in order for the 

child to receive treatment.  When an ambulance has been arranged, a staff 
member will stay with the pupil until the parent arrives, or accompany a child 

taken to hospital by ambulance if required. 

Parents will then be informed and arrangements made regarding where they 

should meet their child.  It is vital therefore, that parents provide the Academy 
with up-to-date contact names and telephone numbers. 

 

Defibrillator 

The Defibrillator is available within the Academy as part of the first aid 
equipment. Some first aiders are trained in the use of defibrillators.  

The local NHS ambulance service has been notified of its location which is in the 
Academy office 

 

Pupils with Special Medical Needs – Individual Healthcare Plans 

Some pupils have medical conditions that, if not properly managed, could limit 
their access to education.   
These children may be: 

  
Epileptic 

Asthmatic 
Have severe allergies, which may result in anaphylactic shock 
Diabetic 

  
Such pupils are regarded as having medical needs.  Most children with medical 

needs are able to attend school regularly and, with support from the Academy, 
can take part in most Academy activities, unless evidence from a clinician/GP 
states that this is not possible.  

The Academy will consider what reasonable adjustments they might make to 

enable children with medical needs to participate fully and safely on Academy 
visits. A risk assessment will be used to take account of any steps needed to 
ensure that pupils with medical conditions are included. 

The Academy will not send pupils with medical needs home frequently or create 

unnecessary barriers to pupils participating in any aspect of Academy life. 

However, Academy staff may need to take extra care in supervising some 

activities to make sure that these pupils, and others, are not put at risk. 
 
An individual health care plan can help schools to identify the necessary safety 

measures to support pupils with medical needs and ensure that they are not put 
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at risk.  The Academy appreciates that pupils with the same medical condition do 
not necessarily require the same treatment. 

Parents/guardians have prime responsibility for their child’s health and should 

provide the school with information about their child’s medical 
condition.  Parents, and the pupil if they are mature enough, should give details 
in conjunction with their child’s GP and Paediatrician.  A nurse may also provide 

additional background information and practical training for Academy staff. 
 

Procedure that will be followed when the Academy is first notified of a pupil’s 
medical condition: 
 

A Parental Agreement form is filled out by the parent/carer. Relevant staff are 
notified, via email and visuals placed in staff room, academy office and medical 

bag. 
 
This will be in place in time for the start of the relevant Academy term for a new 

pupil starting at the Academy or no longer than two weeks after a new diagnosis 
or in the case of a new pupil moving to the Academy mid-term. This is reliant on 

the parent/ carer filling out the correct documentation and providing the 
medication.  

No edible products can be bought into the Academy and distributed by either 
teachers or pupils as we are unable to guarantee that they do not contain nuts 

or other food products that can cause allergic reactions. 

Staff Training 

Full staff medical training plans will be retained in the Chancery Education Trust 
Administrator’s office to evidence medical training completed by staff throughout 

the year. 
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Appendix 1 

Forms 

 

Form 1: Contacting Emergency Services 

Form 2: Health Care Plan 

Form 3: Parental agreement for Academy to administer medicine 

Form 3A: Record of regular medicine administered to an individual child 

Form 4: Indication for administration of medication during epileptic seizures 

Form 4A: Epileptic seizure chart 

Form 5: Emergency instruction for an allergic reaction - EpiPen® 

Form 5A: Emergency Instructions for an allergic reaction - Emerade® 

Form 5B: Emergency Instructions for an allergic reaction - Jext® 

Form 6: Symptom and Action flowchart for dealing with an asthma attack 

Form 6A: School asthma card 
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Form 1 

Contacting Emergency Services 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Request for an Ambulance 

Dial 999, ask for ambulance and be ready with the following information: 

 

1. Your telephone number: 

   0208 462 5867       

2. Give your location as follows (insert Academy address) 

Pickhurst Academy      

 Pickhurst Lane       

 West Wickham, Kent         

        

3. State that the postcode is: 

   BR4 0HL         

4. Give exact location in the Academy (insert brief description) 

 Close to the Zebra Crossing and in sight of the Miller & Carter Steak House 

5. Give your name:          

6. Give name of child and a brief description of child’s symptoms 

            

            

            

7. Inform Ambulance Control of the best entrance and state that the crew will    

be met and taken to the casualty 

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

Put a completed copy of this form by the telephone 
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Form 2: 

Health Care Plan 

If any other medical condition is not captured by the Generic Care Plan, the 

Academy would use one of these plans in consultation with the parents and GP. 

Health Care Plan 

Academy Pickhurst Academy 

Pupil Name & Address  

Date of Birth  

Class  

Medical Diagnosis  

Triggers  

Who Needs To Know About 

Pupils Condition & What 

constitutes and Emergency 

 

Action to Be Taken in 

Emergency and by whom 
 

 

 

Follow Up Care  

Family Contacts 

Names 

Telephone Numbers 
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Clinic/Hospital Contacts 

Name 

Number 

 

GP 

Name  

Number 

 

Description of medical 

needs and signs and 

symptoms 

 

Daily Care Requirements   

Who is Responsible for 

Daily Care 

 

 

Transport Arrangements 

If the pupil has life-

threatening condition, 

specific transport 

healthcare plans will be 

carried on vehicles 

 

Academy Trip 

Support/Activities Outside 

Academy Hours 

(e.g. risk assessments, 

who is responsible in an 

emergency) 

 

Form Distributed To  
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Date            

 

Review date           

 

This will be reviewed at least annually or earlier if the child’s needs change 

Arrangements will be made in relation to the child travelling to and from the 

Academy. If the pupil has life-threatening condition, specific transport 

healthcare plans will be carried on vehicles 
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FORM 3 

Parental agreement for Pickhurst Academy to administer medicine 

(one form to be completed for each medicine) 

The Academy will not give your child medicine unless you complete and sign this form. 

 

Name of Pupil       Class Form ______ 

 

Date of Birth  ________/______/______ 

 

Medical condition or illness          

 

Medicine: To be in original container with label as dispensed by pharmacy 

 

Name/type and strength of medicine       

   

(as described on the container)   

             

 

Date commenced    ________/______/______ 

 

Dosage and method           

 

Time to be given           

 

Special precautions           

 

Are there any side effects that the   

Academy should know about?         

    

Self administration    Yes/No (delete as appropriate) 

 

Procedures to take in an emergency        

 

Parent/Carer Contact Details: 

Name             

 

Daytime telephone no.          

 

 

Relationship to Pupil           

 

 

Address                                                
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I understand that: 

 

 I must deliver the medicine safely to the office  

 I give consent to staff to administer spare medication (Auto Adrenaline Injectors - 

Epipen/Emerade/Jext and asthma inhalers) held by the academy/school if my 

child has already been prescribed any of these medicines/devices by their GP 

 Children will not be allowed to carry their own medicines/ relevant devices, unless 

in exceptional circumstances, that the office must be informed of, but will be able 

to access their medicines in the office and/or classroom for self-medication, 

quickly and easily. Pupils’ medicine will not be locked away out of pupil’s access. 

 It is the parents/carers responsibility to ensure all medication for their child is ‘in 

date’ and is replaced by the parent/carer when nearing to end of life and not the 

academy/school’s responsibility to remind parents when this is. 

 It is not the responsibility of the academy/school to remind parents to collect 

medicines that are no longer required or are out of date.  

 It is the responsibility of the parent/carer to collect all medicine if a child leaves 

the academy/school or the medicine goes out of date. If a child leaves the 

academy/school or the medicine goes out of date and it has not been collected, 

the academy/school will dispose of the medicine appropriately, without contacting 

the parent/ carer.   

The information I have provided is, to the best of my knowledge, accurate at the time of 

writing and I give consent to appropriately trained staff administering medicine in 

accordance with the Policy.  I will inform the academy/school immediately, in writing, if 

there is any change in dosage or frequency of the medication or if the medicine is 

stopped. I give consent that any unused or out of date medication may be disposed of 

accordingly by the academy/school office unless otherwise specified. 

 

Parent’s signature           

 

Print Name            

 

Date              
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Form 3A 

Record of regular medicine administered to an individual child 

Pupil Name:____________________________  Class:_____________ 

 

Date Time 

Medication Administered 

(state name and dose) Sign Notes 

Asthma Allergy Other  
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Form 4 

INDICATION FOR ADMINISTRATION OF MEDICATION DURING 

SEIZURES 

Pupil Name       D.O.B.      

Initial medication prescribed:          

Route to be given:            

Usual presentation of seizures:          

             

             

When to give medication:            

             

             

 

Usual recovery from seizure:           

             

             

Action to be taken if initial dose not effective:         

             

             

             

This criterion is agreed with parents consent.  Only staff trained to administer 

seizure medication will perform this procedure.  All seizures requiring 

treatment in Academy will be recorded.  These criteria will be reviewed 

annually unless a change of recommendations is instructed sooner. 

 

This information will not be locked away to ensure quick and easy access should it be 

required. 
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Form 4A 

SEIZURE MEDICATION CHART 

 

Pupil Name:              

 

Medication type and dose:           

 

Criteria for administration:           

 

Date Time Given by Observation/evaluation of care Signed/date/time 
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Form 5                                                                                     EpiPen® 

EMERGENCY INSTRUCTIONS FOR AN ALLERGIC REACTION-EpiPen 

AIRWAY:  Persistent cough, hoarse voice 
 difficulty swallowing, swollen tongue  

BREATHING:  Difficult or noisy breathing, 

 wheeze or persistent cough  

C ONSCIOUSNESS:  Persistent dizziness / pale or floppy 
 suddenly sleepy, collapse, unconscious 

 

If ANY ONE (or more) of these signs are present: 
 

1. Lie child flat: 
 (if breathing is difficult, 
    allow child to sit) 

2. Use Adrenaline autoinjector (eg. Epipen) without delay 
3. Dial 999 for ambulance and say ANAPHYLAXIS (“ANA-FIL-AX-IS”)  

 *** IF IN DOUBT, GIVE ADRENALINE *** 

After giving Adrenaline:  

1.! Stay with child until ambulance arrives, do NOT stand child up 

2.! Commence CPR if there are no signs of life 

3.! Phone parent/emergency contact 

4.! If no improvement after 5 minutes, give a 2nd adrenaline dose 
      using a second autoinjector device, if available.  

! "#$%&'#( )*+, #&+- . . /0+! "#$%&#+*1)"+*&, $2- , *3+! "# ! $%&' ( ) *+, - .&/) /0123/4+*&
+) &*( 5 - ( ) - &6 +71&8) ( 6 ) &9( ( , &/33- .: 2&6 1( &1/*&%; <<=>&?@=! ABC>D&<CEECF; "A$ 
  

  

!            !        "&

Watch for signs of ANAPHYLAXIS 
(life-threatening allergic reaction) 

Mild-moderate allergic reaction: 
· Swollen lips, face or eyes 

· Itchy / tingling mouth 

· Hives or itchy skin rash 
 

ACTION: 
·!Stay with the child, call for help if necessary 

·!Locate adrenaline autoinjector(s) 

· Give antihistamine:  

· Phone parent/emergency contact 

· Abdominal pain or vomiting 

· Sudden change in behaviour 

Allergy Action Plan 
THIS CHILD HAS THE FOLLOWING ALLERGIES: 

4)5+6- , )2789+. #"+07$7#2+8- *7:+

You can dial 999 from any phone, even if there is no credit left on a mobile.  
Medical observation in hospital is recommended after anaphylaxis.  

Additional instructions:  
  

  

  
 

Name:  

 

DOB:  

  

  

  

  

  

  

  

 

 

  
Emergency contact details:  
  

1) 

     ! 

2) 

     ! 

  
  

  

  

  
Photo 

This is a medical document that can only be completed by the child's healthcare professional. It must not be altered 
without their permission. This document provides medical authorisation for schools to administer a ‘spare’  back-up 
adrenaline autoinjector if needed, as permitted by the Human Medicines (Amendment) Regulations 2017. 

This plan has been prepared by:   

SIGN & PRINT NAME: 

Hospital/Clinic:  

               !              Date: 

  

  

PARENTAL CONSENT: I hereby authorise school staf f to administer the 
medicines listed on this plan, including a ‘spare’  back-up adrenaline 
autoinjector (AAI) if available, in accordance with Department of Health 

Guidance on the use of AAIs in schools. 

Signed: 

 

 

                  (PRINT NAME)    

                                     Date: 

  

  

w w w . b s a c i . o r g  

! ; %7+<0)=*%+>- . )72&+5- 0+! ''70?&+@+A')" ). #'+B, , / " - '- ?&9+CDEFCGH+
+

Child’s 
Weight:                     Kg 

CETIRIZINE 2.5mg

If wheezy, give adrenaline FIRST, then asthma reliever puffer (blue inhaler) via spacer

20 Nov, 2017
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FORM 5A                                                                                  Emerade® 

EMERGENCY INSTRUCTIONS FOR AN ALLERGIC REACTION- Emerade 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 
 

 
 

 

 

 

 

 
 

 

Name:  

 
DOB:  

 
 
 
 
 
 
 
 
 
 

 
Emergency contact details: 
 

1) 
     ! 
 
2) 
     ! 
 
  

THIS CHILD HAS THE FOLLOWING ALLERGIES: 
 

 

 

 

 
Photo 

Emerade can be kept at any ambient temperature,   
but do not freeze. For more information and to 
register for a free reminder alert service, go to 

www.emerade-bausch.co.uk 
 
 

Produced in conjunction with: 
 

       
 

    www.allergyuk.org            www.anaphylaxis.org.uk  
 

! The British Society for Allergy & Clinical Immunology 
w w w . b s a c i . o rg         Approved Jan 2014 

 

Watch for signs of ANAPHYLAXIS 
(life-threatening allergic reaction): 

 

Mild-moderate allergic reaction: 
· Swollen lips, face or eyes 

· Itchy / tingling mouth 

· Hives or itchy skin rash 
 

ACTION: 
· Stay with the child, call for help if necessary 

· Give antihistamine:  

· Contact parent/carer 

 

· Abdominal pain or vomiting 

· Sudden change in behaviour 

(if vomited, can repeat dose) 

 

Child’s 
Weight:                   Kg 

AIRWAY:  Persistent cough, hoarse voice,  
difficulty swallowing, swollen tongue 

BREATHING:  Difficult or noisy breathing, 
 wheeze or persistent cough 

CONSCIOUSNESS:  Persistent dizziness / pale or floppy 
 suddenly sleepy, collapse, unconscious 

 

If ANY ONE of these signs are present: 
 

1. Lie child flat. If breathing is difficult, allow to sit 
2. Give Emerade® 
3. Dial 999 for an ambulance* and say 

ANAPHYLAXIS (“ANA-FIL-AX-IS”) 

If in doubt, give Emerade
® 

After giving Emerade: 

1. Stay with child, contact parent/carer 

2. Commence CPR if there are no signs of life 
3. If no improvement after 5 minutes, give a further Emerade® 

or alternative adrenaline autoinjector device, if available 

 
 
 

*You can dial 999 from any phone, even if there is no credit left on a mobile. 
Medical observation in hospital is recommended after anaphylaxis. 

This is a medical document that can only be completed by the patient's treating health professional and cannot be 
altered without their permission.  

This plan has been prepared by: 

Hospital/Clinic:  

               !        Date: 

Additional instructions: 

 

 
 

 

 
Allergy Action Plan 

 

PLACE and PRESS against the outer thigh 

Remove the needle 

shield 

HOLD in place for 5 seconds. Lightly 
massage injection site afterwards 

How to use Emerade
®

 

1 

 

2 

3 

 

If wheezy, give 10 puffs salbutamol (blue inhaler) via spacer and dial 999
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FORM 5B                                                                                  Jext® 

EMERGENCY INSTRUCTIONS FOR AN ALLERGIC REACTION-Jext 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Additional instructions: 

 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 
 

 
 

 

 

 

 

 

 

 

 
 

Allergy Action Plan 

 

Name:  

 
DOB:  

 
 
 
 
 
 
 
 
 
 

 
Emergency contact details: 
 

1) 
     ! 
 
2) 
     ! 
 
  

THIS CHILD HAS THE FOLLOWING ALLERGIES: 
 

 

AIRWAY:  Persistent cough, hoarse voice,  
difficulty swallowing, swollen tongue 

BREATHING:  Difficult or noisy breathing, 
 wheeze or persistent cough 

CONSCIOUSNESS:  Persistent dizziness / Pale or floppy 
 Suddenly sleepy, collapse, unconscious 

 

If ANY ONE of these signs are present: 
 

1. Lie child flat. If breathing is difficult, allow to sit 
2. Give Jext® 
3. Dial 999 for an ambulance* and say 

ANAPHYLAXIS (“ANA-FIL-AX-IS”) 

If in doubt, give Jext
® 

After giving Jext: 

1. Stay with child, contact parent/carer 

2. Commence CPR if there are no signs of life 
3. If no improvement after 5 minutes, give a further Jext® or 

alternative adrenaline autoinjector device, if available 

 
 
 

 

 

 
Photo 

Keep your Jext device(s) at room temperature,       
do not refrigerate.  
For more information and to register for a free 

reminder alert service, go to www.jext.co.uk 
 

Produced in conjunction with: 
 

       
 

! The British Society for Allergy & Clinical Immunology 
w w w . b s a c i . o rg         Approved Oct 2013 

*You can dial 999 from any phone, even if there is no credit left on a mobile. 
Medical observation in hospital is recommended after anaphylaxis. 

Watch for signs of ANAPHYLAXIS 
(life-threatening allergic reaction): 

 

Mild-moderate allergic reaction: 
· Swollen lips, face or eyes 

· Itchy / tingling mouth 

· Hives or itchy skin rash 
 

ACTION: 
· Stay with the child, call for help if necessary 

· Give antihistamine:  

· Contact parent/carer 

 

· Abdominal pain or vomiting 

· Sudden change in behaviour 

(if vomited, can repeat dose) 

 

Child’s 
Weight:                   Kg 

 

 

This is a medical document that can only be completed by the patient's treating health professional and cannot be 
altered without their permission.  

This plan has been prepared by: 

Hospital/Clinic:  

               !        Date: 

 

If wheezy, give 10 puffs salbutamol (blue inhaler) via spacer and dial 999
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Form 6: Symptom and Action Flowchart for Asthma attack 

Children are expected to administer their own asthma pump, but will be 

assisted if necessary 
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Form 6A: School Asthma Card 
 

 



 

Pickhurst Academy is committed to safeguarding and promoting the welfare of children and young people and 

expects all staff and volunteers to share this commitment. 

Chancery Education Trust – First Aid and Medicine Policy November 2017 

22 

Appendix 2 
 
 
 
 
Dear Parents & Carers 
 
HEAD LICE 
 
There have been a couple of reports of head lice in school recently. 
  
Please make it a regular habit to check your child’s hair for head lice and treat if need be. 
  
Treatment is only really effective if EVERY parent is vigilant in checking for head lice and 
treating appropriately. 
 
Head lice like short or long hair, so even if your child has short hair, it is important to check 
accordingly. 
 
Please see the notes on the reverse of this letter for further information on what to look for and 
how to treat. 
 
Thank you for your co-operation. 
 
Yours sincerely 
 
 

The Academy Office 
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What are the signs and symptoms of lice? 

Head lice are usually visible in the hair and on the scalp, especially during brushing. 

Some children might also feel itchy. The eggs are white in colour and can be found 

near the scalp. Head lice can reproduce and mature very quickly, so a few can 

quickly grow in number over a very short period of time.  

How are lice normally treated?  

If you suspect head lice, check the base of the hairs for eggs. They are oval, yellow 

or white, and tiny, less than one millimetre long. Also look carefully at the hair to 

see if you can spot adult lice. Favourite spots for infestation are behind the ears, 

and at the nape of the neck. If you can't see anything, try combing the hair with a 

fine-toothed comb over a piece of white paper to see if any lice drop out. 

Most people prefer to try natural methods to treat this problem first. This is a good 

idea because lice are becoming increasingly resistant to chemical treatments. The 

most effective is wet combing but it is hard work and you’ll need to be persistent.  

 

The best procedure is as follows: 

 Wash the child’s hair and apply a generous amount of conditioner, which 

should be left in. 

 Use a good quality fine toothed steel comb and comb the child’s hair in small 

sections over a piece of paper so you can see the lice drop out. Wipe the 

comb clean on a piece of tissue between each stroke. 

 Continue until you can’t see any more lice or nits after combing. This will 

probably take at least half an hour.  

 Repeat every three or four days for at least two weeks so you remove any 

hatching lice before they have the chance to lay new eggs. You can’t remove 

the eggs by combing, only the lice. 

Alternatively you could try an insecticide lotion. You will need to apply the lotion to 

all areas of the child’s scalp. It usually needs to be left in for up to 12 hours. For 

most brands, two applications a week apart are needed. 

If lice are still present after the second application, they may be resistant to it. Try 

a different brand with different active ingredients. 

It can take several treatments to get rid of the eggs and lice completely. Medicated 
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shampoos and lotions contain quite strong chemicals, so some people may have an 

allergic reaction to them.  

Some brands are not suitable for children with asthma. 

What’s going to help? 

Cleaning combs and brushes regularly helps prevent transferring the lice back onto 

the scalp. Try not to share brushes with other people. Maybe have one for each 

child.   

 

Check the rest of the family for signs of head lice and treat if necessary. Inform 

friends and family who may come into contact with a child with head lice.  

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Pickhurst Academy is committed to safeguarding and promoting the welfare of children and young people and 

expects all staff and volunteers to share this commitment. 

Chancery Education Trust – First Aid and Medicine Policy November 2017 

25 

Some Useful Contacts 

Allergy UK  

Allergy Help Line: (01322) 619898 
Website: www.allergyfoundation.com 

 
The Anaphylaxis Campaign  
Helpline: (01252) 542029  

Website: www.anaphylaxis.org.uk  
 

Shine Charity - Spina Bifida and Hydrocephalus  
Tel: (01733) 555988 (9am to 5pm) 

Website: www.shinecharity.org.uk 
 
Asthma UK (formerly the National Asthma Campaign)  

Adviceline: 0300 222 5800 Option 1 (Mon-Fri 9am to 5pm)  
Website: www.asthma.org.uk  

 
Council for Disabled Children  
Tel: (020) 7843 6000 

Website: www.ncb.org.uk/cdc 
 

Contact a Family  
Helpline: (020) 7608 8700 
Website: www.cafamily.org.uk 

 
Cystic Fibrosis Trust  

Tel: (0300 373 1000) or (020) 3795 2184  

Website: www.cftrust.org.uk  
 

Diabetes UK  
Careline: 0345 123 2399 (Weekdays 9am to 5pm) 

Website: www.diabetes.org.uk 
 
Department for Education and Skills  

Tel: 0870 000 2288 
Website: www.dfes.gov.uk 

 
Department of Health  
Website: www.dh.gov.uk 

 
Disability Rights Commission (DRC)  

Website: www.drc-gb.org  
 

Epilepsy Action  
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Freephone Helpline: 0808 800 5050 (Monday – Thursday 9am to 4.30pm, Friday 
9am to 4pm)  

Website: www.epilepsy.org.uk  
Health and Safety Executive (HSE)  

HSE Infoline: 08701 545500 (Mon-Fri 8am-6pm)  
Website: www.hse.gov.uk  
 

Health Education Trust  
Website: www.healtheducationtrust.org.uk 

 
Hyperactive Children’s Support Group  

Tel: (01243) 539966 
Website: www.hacsg.org.uk  
 

MENCAP  
Telephone: (020) 7454 0454  

Website: www.mencap.org.uk  
 
National Eczema Society  

Helpline: 0800 089 1122  
Website: www.eczema.org  

 
National Society for Epilepsy  
Helpline: (01494) 601400 (Mon-Fri 10am to 4pm)  

Website: www.epilepsysociety.org.uk 
 

Psoriasis Association  
Tel: 01604 251 620  
Website: www.psoriasis-association.org.u  
 

Gov.uk Head Lice (Pediculosis) 
 

Guidance on Infection Control in Schools and Other Childcare Settings 
 

NHS Head Lice and Nits 
 

Supporting Policies  

 Educational Visits Policy 
 Health and Safety Policy 

 Supporting Pupils with Medical Conditions Policy 

 

 

https://www.gov.uk/guidance/head-lice-pediculosis
http://www.publichealth.hscni.net/publications/guidance-infection-control-schools-and-other-childcare-settings-0
https://www.nhs.uk/conditions/head-lice-and-nits/treatment/
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Monitoring and Implementation Policy  

The policy is reviewed annually, although the Trust may vary or amend it 
periodically to ensure that we fulfil our obligation around First Aid and Medicine. All 

proposed changes to this policy would be made following the approval from the 
Trust. 

 Name Date 

Policy written by 
Penel Tait, Suzanne Williams, 
Barbara Rutherford 

01/11/16 

Agreed by Committee Principal 15/12/16 

Adopted by Governing Body Full Governing Board 14/03/17 

To be reviewed annually 

Review by 
Laura Marsh,Principal 
/Suzanne Williams 

01/12/17 

Review by Committee Local Governing Board 15/12/17 

Adopted by Governing Body Local Governing Board 13/03/18 

 

 


