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1

•A parent or healthcare professional informs 
the school that the child has a medical 
condition or is due to return from long-term 
absence, or that needs have changed.

2

• The headteacher coordinates a meeting to 
discuss the child's medical needs and 
identifies a member of school staff who will 
provide support to the pupil.

3
•A meeting is held to discuss and agree on 
the need for an IHP.

4

•An IHP is developed in partnership with 
healthcare professionals, and agreement is 
reached on who leads.

5
•School staff training needs are identified.

6
• Training is delivered to staff and review dates 
are agreed.

7
• The IHP is implemented and circulated to 
relevant staff.

8
• The IHP is reviewed annually or when the 
condition changes (revert back to step 3).
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Incident Reporting Form 

Date of 
incident 

Time of 
incident 

Place of 
incident 

Name of ill 
or injured 

person 

Details of the 
illness or injury 

Was first-aid 
administered? If 
so, give details 

What happened to 
the person 

immediately 
afterwards? 

Name of first-
aider 

Signature of 
first-aider 

       
 
 
 
 
 

  
 
 
 
 
 

        
 

 
 
 
 
 

     
 
 
 
 

    
 
 
 
 

         
 
 
 
 

 


