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Medicine Administration Policy

This school policy forms part of the safeguarding procedures for our children – safeguarding is everyone’s responsibility.

Wherever possible, medication should be administered by parents or carers.

Where possible, it is the school’s policy to comply with requests from parents / carers to help in administering medicines to children when these are of an essential nature (e.g. epilepsy, diabetes, asthma, anaphylaxis), during the school day. We expect parents / carers to support us with this process in terms of any support from the nurse or GP for additional training required or for care plans to be put in place. Parents / carers are responsible for advising school of any changes in the child’s condition or medication needs.

The Headteacher will accept responsibility for members of the school staff giving or supervising pupils taking prescribed medication during the school day where those members of staff are happy to do so. 

Please note that families should keep their children at home if acutely unwell or infectious. If a child has had sickness or diarrhoea, the child should remain at home until 48 hours have elapsed since the last episode.

Parents / carers are responsible for providing the school office with comprehensive information regarding the pupil’s condition and medication in writing. All prescription medicines must be clearly labelled by the chemist with the child’s name, the required dose and frequency.

Prescribed medication will not be accepted in school without family completion of the relevant forms which can be obtained from the school office. EYFS and KS1 have these forms in their buildings and speak directly with the parents / carers about what medication needs administering. These medicines are then stored away from children in either a locked cupboard or in the fridge if required. 

Antibiotics should be administered at home where the dose is prescribed as three times a day. If the child is required to take a dose four times a day or more, then school will support with administering the medication.

Staff are not permitted to give a non-prescribed medicine to a child e.g Calpol (paracetamol) or Ibuprofen without written consent. If a parent / carer feels that their child needs some of this type of medicine within the school day, under normal circumstances they would need to come to school to administer the dosage personally.  Infrequently, there may be occasions where administration of Calpol can be given at the request of the parent by telephone/email if they are unable to attend school immediately – for example if a child’s temperature is exceeding a safe level and they are an hour away from collecting them. These instances will be dynamically risk assessed, case by case and parents / carers will be informed of dosage given and time, which will be verified by another member of staff. School keeps a supply of Calpol for this purpose in a locked cupboard. School also keeps a spare supply of salbutamol inhalers and Epi Pens for emergency use.

Only reasonable quantities of medication should be supplied to the school (for example, a maximum of four weeks’ supply) at any one time. 

All staff working with the children (supply teachers, PE coach, lunch staff) will be made aware of a child’s medical needs and where to find an updated list of medical needs locked safely away in the classroom. This is also recorded on Arbor.

Where the pupil travels on school transport with an escort or a child minder for example, parents / carers should ensure the escort has written instructions relating to any medication sent with the pupil. 

Each item of medication must be delivered to the school office under normal circumstances by the parent / carer, in a secure and labelled container as originally dispensed. Each item of medication must be clearly labelled with the following information: 
Pupil’s Name 
Name of medication 
Dosage 
Frequency of administration 
Date of dispensing
Storage requirements (if important)
Expiry date 

The school will not accept items of prescription medication in unlabelled containers.

Medication will be kept in a secure place, out of the reach of pupils. Unless otherwise indicated, all medication to be administered in school will be kept in the school office or in the outer buildings depending on which key stage the child is in. 

The school will keep records of all medication administered. EYFS and KS1 will hold this information in their buildings. KS2 will be stored in the office.

If children refuse to take medicines, staff will not force them to do so. Similarly, if a child spits out medication – a further dose is not given and school will inform the parents / carers of the refusal, as a matter of urgency, on the same day. If a refusal to take medicines results in an emergency, the school’s emergency procedures will be followed. 

It is the responsibility of parents / carers to: 

· Notify the school in writing or in person if the pupil’s need for medication has ceased. 

· Renew the medication when supplies are running low and to ensure that the medication supplied is within its expiry date. 

The school will not make changes to dosages on parental instructions – this MUST come from the doctor on a newly labelled bottle or box. 

School staff will not dispose of medicines. Medicines, which are in use and in date, should be collected by the parent / carer at the end of each day, week or term (as appropriate). All medicines will be returned to families at the end of the academic year.

Date expired medicines or those no longer required for treatment will be returned immediately to the parent / carer for transfer to a community pharmacist for safe disposal. 

Where it is appropriate to do so, pupils will be encouraged to administer their own medication under staff supervision. 

Inhalers should be kept in each classroom in the green first aid bags and they will each have spare inhalers for use in an emergency. Parents / carers have signed a form to give permission for the use of an emergency school inhaler if required. Please see the separate Asthma Policy for further information.

Any medicines that may be required in an emergency situation, quick response medicines, such as antihistamines, or adrenaline auto-injector pens (EpiPen or equivalent) will be kept in the green first aid bags in the classrooms hung on the back of classroom doors.

Parents / carers must ensure there are always TWO adrenaline auto-injector pens (EpiPen or equivalent) at school in case of device failure or needing a second dose if needed in an emergency situation on medical advice.
 
Staff receive insulin pen training, adrenaline auto-injector pen training (EpiPen or equivalent) and relevant asthma training through arrangements made with the school nursing team or specialists, when they come into contact with children who need them. 

Procedures
When a child brings medication to school, the following procedures will apply:
· The parent/carer will bring the medication to the school office or class teacher in EYFS/KS1 and complete the relevant paperwork.
· The children will receive a sticker reminding them to have their medicine at a certain time. This way all adults can remind the child to go and get their medication on time. Adults in EYFS will also wear a sticker to act as a reminder.  In KS1 and KS2 the teachers will put the name of the child requiring medicine under the number of children that are present each day as a reminder.
· Once the child goes to the office, a member of the office team will administer the medicine, complete the form to say they have administered it and remove the sticker from the child. In EYFS/KS1 the medicine will be administered by an appropriate adult within those buildings and the same process followed.
· This will happen each day that the child requires medicine.
All school staff are aware of the contents of this policy and follow it with due care and attention.
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