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1. Policy Statement 
Ravenscourt Park Preparatory School (RPPS) is an inclusive school committed to supporting 
pupils with medical conditions so that they can participate fully and safely in school life. The 
school will make reasonable adjustments where required and will not unnecessarily prevent a 
pupil from taking part in education, sport, trips, clubs or other activities because of a medical 
condition. 

This policy has been updated with reference to the Department for Education's current 
statutory guidance Supporting pupils with medical conditions at school, the Education 
(Independent School Standards) Regulations 2014, the Equality Act 2010, current Early Years 
Foundation Stage requirements where applicable, relevant medicines legislation, UK data-
protection requirements and current DfE allergy-safety guidance. 

The DfE statutory guidance on supporting pupils with medical conditions remains in force and 
is currently being revised. RPPS will therefore monitor DfE updates and amend this policy 
when revised medical-conditions guidance or regulations affecting independent schools are 
published. 

2. Purpose and Scope 
The purpose of this policy is to set out how RPPS will: 

• identify and assess the medical needs of pupils; 
• develop, implement and review Individual Healthcare Plans (IHPs) where appropriate; 
• support pupils to manage their medical conditions safely and, where appropriate, 

independently; 
• administer, store, transport and dispose of medicines safely; 
• ensure emergency medicines are available without avoidable delay; 
• provide appropriate staff training and maintain evidence of competence; 
• manage medical information confidentially and lawfully; 
• plan safely for educational visits, sport and other off-site activities; 
• respond to medical emergencies and learn from incidents and near misses; and 
• work constructively with parents/carers, pupils and healthcare professionals. 

This policy applies to all pupils and all staff, including permanent, temporary, agency, supply 
and visiting staff, insofar as they have responsibilities for pupils with medical needs. 

3. Regulatory and Guidance Framework 
RPPS will have regard to, and where applicable comply with, the following current framework: 
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• Education (Independent School Standards) Regulations 2014, particularly Part 3 
concerning welfare, health and safety, including timely and competent first aid, health 
and safety arrangements and risk assessment; 

• Equality Act 2010, including the duty to make reasonable adjustments for disabled 
pupils; 

• Health and Safety at Work etc. Act 1974 and relevant health and safety legislation; 
• Children and Families Act 2014 and the SEND framework, where applicable; 
• Human Medicines Regulations 2012 and other applicable medicines legislation; 
• Misuse of Drugs Act 1971 and Misuse of Drugs Regulations 2001 for controlled drugs; 
• UK GDPR and Data Protection Act 2018, including requirements applying to health 

information; 
• the current Department for Education statutory guidance Supporting pupils with medical 

conditions at school; 
• the current Department for Education Statutory Framework for the Early Years 

Foundation Stage, where applicable; and 
• current Department for Education allergy-safety guidance and any legislation or 

regulations applicable to independent schools. 

The school will also take account of current NHS and specialist clinical advice relevant to an 
individual pupil's condition. Clinical treatment decisions remain the responsibility of the 
pupil's parent/carer and healthcare professionals; this policy does not replace an individual 
clinical management plan. 

4. Key Principles 
RPPS will: 

• place the individual needs and safety of the pupil at the centre of decision-making; 
• involve the pupil, where appropriate to their age and understanding, and their 

parent/carer in planning; 
• seek appropriate healthcare-professional input where a condition is complex, changing 

or requires specialist intervention; 
• ensure that support is proportionate, clearly documented and reviewed; 
• ensure that pupils have appropriate access to their medicines and medical devices when 

needed; 
• avoid unnecessary exclusion from normal school activities; 
• make reasonable adjustments where required; 
• ensure staff understand that they are not generally required to administer medicines 

unless this forms part of their agreed role and they have received appropriate training; 
• never delay urgent emergency care because a second member of staff is not immediately 

available; and 
• record, review and learn from significant incidents and near misses. 
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5. Roles and Responsibilities 

Proprietor / Employer 

The proprietor will ensure that appropriate arrangements, resources, insurance and oversight 
are in place to support pupils with medical conditions and to meet the Independent School 
Standards. 

Headteacher 

The Headteacher will ensure that this policy is implemented, communicated and reviewed; 
that the school remains inclusive; that appropriate staffing and training are provided; and that 
significant incidents are reviewed. 

Welfare Officer (WO) 

The WO is the operational lead for medical conditions and will coordinate IHPs, medicine 
storage and administration arrangements, staff training records, communication with parents, 
expiry checks, disposal arrangements and liaison with healthcare professionals as appropriate. 

Heads of Section 

Heads of Section will ensure that relevant staff, including supply staff, know which pupils have 
significant medical needs, know how to access essential information and understand 
emergency arrangements. 

Health and Safety Officer 

The Health and Safety Officer will monitor implementation, review this policy at least annually, 
ensure appropriate risk-assessment arrangements and coordinate with the school's wider 
health and safety systems. 

All staff 

All staff must follow this policy, know how to summon emergency assistance, know the 
emergency arrangements relevant to pupils in their care, maintain confidentiality and 
complete any training required for their role. 

Parents/carers 

Parents/carers must provide accurate and current information about their child's medical 
condition, medication and healthcare needs; provide suitable medication and devices; keep 
them in date; inform the school promptly of changes; and participate in IHP reviews. 

Pupils 

Pupils will be encouraged, where appropriate, to understand their condition, participate in 
planning and develop independence in managing medication or medical devices where this 
is safe and supported by the IHP and relevant clinical advice. 
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6. Individual Healthcare Plans (IHPs) 
An Individual Healthcare Plan will be considered where a pupil has a medical condition that 
may require support at school, particularly where the condition is long-term, complex, 
fluctuating, requires regular medication or creates a foreseeable risk of emergency. 

An IHP should, where relevant, include: 

• the pupil's medical condition and individual needs; 
• signs, symptoms and known triggers; 
• routine healthcare requirements; 
• medication, including dose, route, frequency and storage requirements as prescribed; 
• emergency signs and the actions staff should take; 
• arrangements for self-management; 
• named staff who have received relevant training; 
• arrangements for sport, physical activity, trips and residential visits; 
• reasonable adjustments and learning implications; 
• emergency contact arrangements; 
• review dates; and 
• any other information necessary for safe support. 

IHPs will be developed collaboratively with the pupil where appropriate, parents/carers and 
relevant healthcare professionals. An IHP will be reviewed at least annually and sooner if there 
is a change in diagnosis, treatment, medication, symptoms, risk, school arrangements or 
following a significant incident or near miss. 

The school will maintain contingency arrangements so that essential information remains 
available when the WO is absent and so that appropriate temporary or supply staff can access 
the minimum information necessary for safe care. 

7. Medical Information, Confidentiality and Data Protection 
Health information is special category personal data. RPPS will process it only where there is 
an appropriate lawful basis and a separate UK GDPR Article 9 condition, and will apply the 
principles of data minimisation, accuracy, security, retention limitation and confidentiality. 

Medical information will be shared only with staff or third parties who need it for the pupil's 
safety, education or care. Staff will receive the minimum information necessary for their role. 

The previous practice of displaying a full medical/dietary record containing detailed health 
information in multiple general staff areas is replaced by a role-based access approach. The 
school will: 

• maintain a secure central medical record; 
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• provide teachers and support staff with concise, need-to-know information relevant to 
pupils in their care; 

• provide catering staff with the allergy/dietary information they need to prepare and serve 
food safely; 

• ensure emergency information is immediately accessible to staff who may need it; 
• avoid unnecessary photographs or diagnoses on general circulation documents; 
• restrict electronic access according to role; 
• keep paper copies secure and remove obsolete copies promptly; 
• maintain appropriate retention and disposal arrangements; and 
• ensure staff understand confidentiality requirements. 

Parents/carers should not be asked to rely on consent alone as the legal basis for routine 
school processing of health information. The school's privacy notice and data-protection 
arrangements will identify the applicable lawful bases and special-category conditions. 

8. Medicines: General Requirements 
Medicines should, where reasonably possible, be scheduled outside school hours. Where a 
medicine is required during school time, RPPS will make arrangements based on the pupil's 
needs and the prescriber's instructions. 

Medication supplied to school must normally: 

• be in the original container or packaging; 
• be clearly labelled with the pupil's name; 
• have clear instructions for administration, dose, frequency and storage; 
• be within its expiry date; and 
• be accompanied by the school's completed medicine-permission arrangements and any 

necessary clinical information. 

A separate record will be maintained for each medicine where necessary. 

The school will not alter, crush, split, dilute or otherwise modify medication unless this is 
expressly authorised by the prescriber/pharmacist and covered by the pupil's documented 
instructions. 

Staff must follow the label, prescription and IHP/medicine instructions. If instructions are 
unclear, staff must not guess and should seek clarification from the WO/parent/carer or 
appropriate healthcare professional. 

9. Administration of Medicines 
Only staff who have agreed to undertake medicine administration as part of their role and who 
have received appropriate instruction/training will administer medicines, subject to the 
arrangements below. 
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Before administration, the member of staff must check, as applicable: 

• the identity of the pupil; 
• the medicine and strength; 
• the prescribed or authorised dose; 
• the route and timing; 
• the pupil's relevant allergies or contraindications; 
• the last recorded dose where relevant; 
• the expiry date; 
• the instructions in the IHP/medicine record; and 
• any specific storage or handling requirements. 

Administration must be recorded promptly, including the date, time, medicine, dose, route, 
person administering and any required witness/second check. 

RPPS uses a two-person check/witness arrangement as a local safety control for medicine 
administration wherever practicable, with the exception of the Welfare Officer. This must 
never delay urgent emergency treatment. Where emergency treatment is required, the 
trained/authorised member of staff should act immediately in accordance with the pupil's 
emergency plan and call 999 where indicated. 

Staff are not required to administer medicines merely because they are first-aid trained. Non-
prescription medicines may only be administered where the school has authorised the 
arrangement, the medicine is appropriate for the individual pupil, and the administering 
member of staff has agreed to do so and is competent to follow the written instructions and is 
appropraitely trained. 

10. Controlled Drugs 
Controlled drugs prescribed for a named pupil will be stored, administered, recorded and 
transported in accordance with applicable controlled-drug requirements and the pupil's 
prescription/IHP. 

RPPS will: 

• restrict access to named/authorised staff; 
• store controlled drugs securely in an appropriate non-portable locked container unless 

the nature of the medicine requires immediate accessibility; 
• maintain an appropriate running stock/administration record where required; 
• record administrations, discrepancies, returns and disposal; 
• investigate and report discrepancies promptly; 
• ensure controlled drugs taken on trips remain under the control of an authorised 

responsible adult and are securely stored; and 
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• ensure unused controlled drugs are returned to the parent/carer or otherwise disposed 
of through an appropriate pharmacy/medicines-disposal route. 

No pupil may give a controlled drug to another pupil. 

11. Storage, Access and Expiry 
Routine medicines will normally be stored securely in the first-aid/medical area unless the 
pupil's IHP requires immediate access or the medicine must be carried by the pupil. 

Emergency medicines must be accessible without avoidable delay. Storage arrangements will 
take account of: 

• temperature and refrigeration requirements; 
• security; 
• accessibility in an emergency; 
• the pupil's age and ability to self-manage; 
• off-site activities; and 
• expiry dates. 

The WO will maintain a system for checking stock and expiry dates. Parents/carers remain 
responsible for supplying replacement medication before expiry and for collecting 
medication when it is no longer required. 

Medicines will not be stored in areas accessible to unauthorised pupils. Where a medicine 
must be readily accessible to a pupil, the arrangements will be documented in the IHP and risk 
assessed where appropriate. 

12. Self-management 
Where appropriate, pupils may carry and self-administer their own medicines or medical 
devices. This will be based on the pupil's age, maturity, clinical advice, the nature of the 
medicine/device and the safety of the pupil and others. 

The IHP will state whether the pupil: 

• carries the medicine/device independently; 
• self-administers independently; 
• self-administers with supervision; or 
• requires an adult to administer the medicine. 

Where a pupil self-manages, the school will ensure that an appropriate contingency exists if 
the pupil forgets, loses or cannot access the medicine/device. 
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13. Emergency Medication 
Emergency medication is medication required to treat a potentially life-threatening or rapidly 
deteriorating condition. It must be available wherever the pupil is participating in school 
activities, including PE, games, trips and residential visits. 

Emergency medicines will be kept in individually identified, readily accessible locations in 
accordance with the pupil's IHP. Where a pupil is authorised to carry their own emergency 
medicine, staff must still know how to obtain/use it if the pupil becomes unable to self-
administer. 

Only appropriately trained and authorised staff should administer emergency medication, 
except where immediate emergency action is necessary and the circumstances fall within 
applicable emergency first-aid/common-law duties. Staff must follow the pupil's emergency 
plan and the medicine instructions. 

After emergency medication is administered: 

• emergency services will be called where required by the IHP, clinical guidance or the 
circumstances; 

• parents/carers will be informed as soon as reasonably practicable; 
• the administration will be recorded; 
• the incident will be reported in accordance with the school's incident procedures; and 
• the IHP and arrangements will be reviewed where appropriate. 

 

Children who require personal medical packs to be kept on their person when offsite will have 
these stored securely in the back office of the main reception. 

When a pack is required, it must be signed out by an adult and subsequently signed back in 
by a member of staff. This ensures that all medical packs are appropriately monitored and 
accounted for at all times. 

Children may take responsibility for carrying their own medical packs when necessary; 
however, they must not be responsible for collecting or returning them. These tasks remain 
the responsibility of staff. 

Medicines are checked regularly for expiry and appropriate measures are put in place to 
ensure replacements are provided, where required.  

 

14. Asthma and Emergency Salbutamol 
RPPS will maintain arrangements for pupils with asthma in line with current clinical advice and 
applicable school guidance. 
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A pupil with asthma should have an individual asthma action plan or equivalent clinical plan 
where appropriate. Their prescribed reliever inhaler and spacer, where prescribed/required, 
must be accessible at all times and taken on relevant off-site activities. 

RPPS will maintain an emergency salbutamol inhaler arrangement where legally and 
operationally appropriate. Use will be restricted to pupils who meet the current eligibility 
requirements and for whom the necessary parental/consent and school records are in place. 

The emergency inhaler kit will include the equipment required by the current guidance, 
including appropriate spacer arrangements. Staff using the emergency inhaler must have 
received appropriate training. Each use will be recorded and the inhaler/spacer arrangements 
checked and replenished as required. 

If a pupil is experiencing a severe or life-threatening asthma attack, staff must follow the 
pupil's individual plan and seek emergency medical assistance. Emergency treatment must 
not be delayed while staff attempt to locate a particular person. 

15. Allergy and Anaphylaxis Safety 
RPPS recognises anaphylaxis as a medical emergency. Pupils at risk of anaphylaxis must have 
an individual allergy management plan/IHP and access to their prescribed adrenaline auto-
injector(s) (AAIs) in accordance with that plan. 

RPPS will maintain a separate Allergy Safety Policy and will align its arrangements with current 
DfE allergy-safety guidance. The 2026 DfE statutory allergy-safety guidance is currently 
directly applicable to maintained schools, academies and PRUs; the DfE has stated that 
equivalent requirements are intended to be introduced through the regulatory standards for 
independent schools. RPPS will therefore adopt the relevant safeguards now and monitor the 
independent-school regulatory position. 

All staff will receive appropriate allergy-awareness information, with additional practical 
training for staff responsible for pupils at risk of anaphylaxis. Allergy incidents and significant 
near misses will be recorded, reviewed and used to improve practice. 

The school's food-allergy controls, catering arrangements, allergen information, emergency 
response and AAI arrangements will be set out in the separate Allergy Safety Policy and 
relevant IHPs. 

The school's existing no-nut rule will remain in place unless formally changed following a 
documented risk assessment and consultation process. 



 

Ravenscourt Park Preparatory School 

MEDICAL CONDITIONS POLICY 2026-27 

  

Medical Conditions Policy  ·  www.rpps.co.uk Page 10 of 16 
Gardener Schools Group Ltd · Registered office: 43 Harwood Road, London, SW6 4QP · Registered in England No. 04696340 

16. Diabetes, Epilepsy and Other Conditions 
Condition-specific arrangements will be based on the pupil's IHP and current advice from the 
pupil's healthcare team. RPPS will not rely on generic appendix instructions where those 
instructions conflict with the pupil's current clinical plan. 

For diabetes, arrangements may include access to food/fast-acting glucose, blood-glucose 
monitoring equipment, insulin and other prescribed treatment, and support 
before/during/after exercise as specified in the pupil's plan. 

For epilepsy, the IHP will identify the pupil's usual seizure pattern, first-aid response, when 
emergency medication is required and when 999 should be called. 

For other conditions, the school will develop an individual plan proportionate to the pupil's 
needs. Staff must follow the current IHP and seek emergency medical assistance where 
indicated. 

17. Day Trips, Residential Visits and Off-site Activities 
Medical needs must be included in educational-visit planning and risk assessment. 

Before an off-site activity, the responsible staff member will confirm: 

• current medical information and IHP requirements; 
• required medicines/devices and expiry dates; 
• who is trained/authorised to administer medication; 
• how medicines will be stored and accessed; 
• refrigeration or temperature requirements where applicable; 
• arrangements for self-management; 
• emergency contact arrangements; 
• arrangements for sports/water activities or other condition-specific risks; and 
• contingency arrangements for loss, damage, delay or additional medication. 

Emergency medicines must accompany the pupil/activity and must not be left in a location 
that could create an avoidable delay. 

For residential visits, medicines will be transported and stored securely and accessibly. 
Controlled drugs will remain under the control of the designated responsible adult and be 

recorded appropriately.� 
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18. Missing or Unavailable Medical Medication 
If a required medicine or medical bag cannot be located, staff must immediately notify the 
responsible senior member of staff and begin a search of the last known locations. If the 
medicine remains unavailable, the parent/carer must be informed promptly and the risk to the 
pupil assessed. 

If the missing item is an emergency medicine, staff must activate the pupil's emergency plan 
and seek emergency medical assistance where clinically indicated. The response must not be 
delayed because the original medicine cannot be found. 

All missing emergency medicines and significant incidents/near misses must be documented 
and reviewed to prevent recurrence. 

19. Emergency Response 
In a medical emergency, staff must: 

1. remain calm and assess the immediate situation; 
2. call 999 without delay where the circumstances require emergency medical assistance; 
3. provide appropriate first aid within the limits of their training; 
4. follow the pupil's IHP/emergency plan where available; 
5. administer prescribed emergency medication in accordance with the plan and staff 

training; 
6. send someone to meet emergency services and provide clear directions to the pupil; 
7. ensure a member of staff accompanies the pupil where this is required and remains until 

responsibility is transferred appropriately; 
8. contact parents/carers as soon as reasonably practicable; and 
9. complete the required incident/medicine records and initiate a review where 

appropriate. 

Staff must not transport a pupil to hospital in a private vehicle where an ambulance is 
required. Emergency services' advice should be followed. 

A two-person medicine check must never delay life-saving treatment. 

20. Training, Competence and Records 
RPPS will provide training proportionate to staff responsibilities and pupil needs. 

Training may include: 

• general awareness of common medical conditions; 
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• emergency first aid; 
• asthma and emergency inhaler arrangements; 
• allergy/anaphylaxis awareness and AAI use; 
• condition-specific training for individual pupils; 
• safe medicine administration; 
• controlled-drug procedures where relevant; and 
• emergency response and incident reporting. 

Attendance at training alone will not be treated as proof of competence where practical 
competence is required. The school will maintain records of training and, where appropriate, 
practical competency/authorisation. Refresher training will be provided at appropriate 
intervals and sooner following a significant incident, change in a pupil's needs or change in 
clinical/operational guidance. 

Supply and temporary staff will receive the minimum information and instruction necessary for 
the pupils in their care. 

21. Risk Assessment and Inclusion 
Medical conditions will be considered within the school's health and safety and risk-
assessment arrangements. Risk assessments will focus on enabling participation safely rather 
than automatically excluding pupils. 

Risk assessments will consider, where relevant: 

• triggers and foreseeable emergencies; 
• medication and equipment access; 
• PE, sport and physical activity; 
• trips and residential visits; 
• catering and allergens; 
• staffing and training; 
• environmental conditions; 
• emergency evacuation; 
• supervision; and 
• reasonable adjustments. 

Where a pupil is disabled within the meaning of the Equality Act 2010, the school will consider 
and implement reasonable adjustments as required. 

22. Incidents, Near Misses and Learning 
Significant medical incidents, medicine errors, missing emergency medication, allergic 
reactions and relevant near misses will be recorded in accordance with the school's incident 
procedures. 
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Following a significant incident, RPPS will consider: 

• what happened and the immediate response; 
• whether the IHP and emergency arrangements were followed; 
• whether staff training or competence was adequate; 
• whether medicines/equipment were accessible and in date; 
• whether communication was effective; 
• whether risk assessments need updating; and 
• whether the pupil's IHP or wider policy arrangements need revision. 

Where required, incidents will be escalated under the school's safeguarding, health and 
safety, complaints, insurance or regulatory reporting arrangements. 

23. Disposal of Medicines and Sharps 
Unwanted or expired medicines will normally be returned to the parent/carer for safe disposal 
or, where the school has arranged this, disposed of through an appropriate 
pharmacy/medicines-disposal route. 

Sharps must be placed in an appropriate sharps container. Sharps containers must be stored 
securely and disposed of through an appropriate clinical-waste arrangement. 

The school will retain an appropriate record of disposal for medicines where this is required 
by its procedures or the nature of the medicine. 

24. Insurance and Staff Liability 
RPPS will maintain appropriate insurance arrangements for staff who undertake agreed 
medicine-administration responsibilities. 

The policy will not state that staff are automatically 'indemnified' by the doctrine of vicarious 
liability. Vicarious liability is a legal principle concerning an employer's responsibility for 
certain acts of employees; it is not, by itself, a substitute for appropriate employer insurance or 
a guarantee that an individual can never incur personal liability. 

Staff acting within their training, competence and authorised role will be supported by the 
school's procedures and insurance arrangements, subject to the terms of the relevant policies. 

25. Complaints 
Parents/carers who have concerns about the implementation of this policy should raise them 
through the school's Complaints Policy. Complaints will be handled in accordance with the 
school's current complaints procedures and the regulatory requirements applicable to RPPS 
as an independent school. 
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26. Review, Approval and Publication 
This policy will be reviewed at least annually and sooner where there is: 

• a change in law or statutory guidance; 
• new DfE allergy-safety or medical-conditions requirements; 
• a significant incident or near miss; 
• a change in the school's medical arrangements; or 
• a change in the needs of pupils. 

The current policy will be approved through the school's governance arrangements, made 
available to staff and parents/carers, and kept accessible on the school website/intranet as 
appropriate. 

 

Written by Welfare Officer 

Version date September 2026 

Next scheduled 
review 

September 2027 
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Appendix A – Individual Healthcare Plan: minimum content 
• Pupil name / class / date of birth 
• Medical condition(s) 
• Parent/carer contact details 
• Relevant healthcare professional(s) 
• Signs and symptoms 
• Known triggers 
• Routine care required during school 
• Medication: name, strength, dose, route, frequency, storage 
• Emergency medication and indications 
• Emergency response steps 
• Self-management arrangements 
• Staff trained/authorised 
• PE/sport arrangements 
• Educational visit/residential arrangements 
• Reasonable adjustments / learning impact 
• Emergency contacts 
• Review date 
• Parent/carer agreement 
• Pupil involvement (where appropriate) 
• Healthcare-professional input where appropriate 

The IHP must be treated as confidential medical information and shared on a need-to-know 
basis. 

Appendix B – Medicine Permission and Administration Record: 
minimum content 

• Pupil name 
• Medicine name and strength 
• Dose and route 
• Frequency / time 
• Reason for medicine 
• Storage requirements 
• Start/end date where applicable 
• Parent/carer authorisation 
• Relevant IHP reference 
• Date/time administered 
• Dose administered 
• Name/signature of administering staff member 
• Second-check/witness where applicable 
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• Any refusal, omission, error or adverse reaction 
• Parent/carer notification where required 
• Disposal/return details where applicable 

Appendix C – Emergency Contacting Checklist 
Call 999 when the pupil requires emergency medical assistance. 

Be ready to provide: 

• school name and full address; 
• exact location of the pupil; 
• pupil's name and age; 
• known medical condition, if known; 
• symptoms and what has happened; 
• medication already administered; 
• relevant IHP/emergency-plan information; and 
• a contact person at the school to meet emergency services. 

Do not delay the emergency call while attempting to locate paperwork. 

Appendix D – Documents and Cross-references 
This policy should be read alongside the school's: 

• Allergy Safety Policy; 
• First Aid Policy; 
• Health and Safety Policy; 
• Educational Visits Policy; 
• Safeguarding and Child Protection Policy; 
• SEND / accessibility arrangements; 
• Data Protection / Privacy Notice; 
• Complaints Policy; and 
• relevant infection-control/illness guidance. 

The school will maintain current links/references to DfE, NHS and other authoritative clinical 
guidance rather than retaining obsolete contact details or superseded guidance within this 
policy. 


