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Administration of Medicine Policy.
This policy applies to the whole school, including the EYFS
This policy is applicable to the Early Years Foundation Stage and the rest of the school. 
All staff are trained on this policy and it is also included in the staff handbook.
ONLY prescribed medication or creams can be used (unless a signed consent form is given - see later notes).  If a child is completing a course of medication prescribed by a doctor or using a prescribed cream, the following procedure must be followed:-

When a Parent brings in Medication:

This should be taken to either the office or given to the person responsible for the child’s class.

When medication is brought into school and handed to a member of staff – usually in the office – it is the responsibility of that member of staff to write the details of when the medication is to be given and the dosage in the diary and in the breakfast club medication book – permission to administer the medication must be signed by the parent at the top of the medication sheet. It is also their responsibility to either tell the member of staff who needs to administer the medicine or to tell the school secretary, who can then inform relevant staff.  Once the relevant staff member has been informed, then the message in the diary can be ticked and initialled, to show information has been passed on.

 After the medication is inspected for suitability, and time of any doses ascertained from the parent, the person responsible immediately enters the details in the medication book and then places the medication in the medicine cabinet in the medical room.


Responsibility for Administering of Medication:

The person responsible has the duty of administering the medication.  The medication must remain in the medical room at all times except while being administered (unless it has to be refrigerated).  

The person responsible must remember to administer the medicine at the correct time.  It is no one else’s responsibility to remember this.


Administration of Medication Procedure:

The person responsible must check that the details in the medication book match the details on the bottle before administering the medicine.

Prep.1 Class (inc. holiday cover and ext. hours):

During term time the class teacher will be responsible for administering medicine. During the holidays a Level 3 staff member or above will administer the medication, but another member of staff must also check the details on bottle and in the medication book.  The administering of the medication must also be witnessed by the other member of staff who must also sign the medication book (2 signatures required).

Prep. 2 Up:

The class teacher will administer the medication and sign the medication book. This must be witnessed by a second staff member who cosigns the medication book.

In either case, the medication must then be returned to the medicine cabinet (or fridge).

When the child is collected:

When the child is collected from school the parent or representative must be asked to sign the medication book.

The person responsible will then go to the medical room to give the medicine back to the parents.  Medications may be left on the premises overnight in the office in the locked cabinet. Inhalers are kept in the medical room, unless by prior arrangement.

Any child who has had medicine during the day and is not being collected at 4pm i.e., ASC, etc., must have their details transcribed in the ASC medication book by the person responsible and the original entry must be countersigned by another member of staff.  The ASC club leader is then responsible for collecting the parent’s signature.
Some medicines that are given on a regular/daily basis are either left in the medical room permanently or are placed there directly by parents – mainly asthma medications.  Class teachers who have children who take such medicines must maintain an up to date list – including dosage and times – at the front of their current medication book or register.

Sometimes a medication that normally remains in school at all times is needed for a club off school premises, e.g., football skills.  The club leader must then ensure that not only is the medication book signed, but that the medicine is returned to school for use on the next school day.  If a holiday period begins immediately after the club finishes then the club leader will hand the medicine to the child’s parents – it is then up to them to bring it in school when it will next be needed.                                                                                               
Holiday Club 
During holiday periods, some children with regular medicines may attend holiday club. Any medicines they require will be brought in by parents. It is the responsibility of the person in charge (holiday club leader) to enter details of medication in the holiday club medication book and follow the procedure as previously stated.
 Administration of Non-Prescribed Medications/Creams
Day care providers can now administer some non-prescribed medications with written consent of the child’s parent/s. Parents have been informed that nappy rash creams, teething gels and pain fever relief based products will be accepted without prescription as long as a letter of consent, stating that particular medication can be given as required/directed, is provided. These consent forms are kept in the children’s files.
Important Note:  Where the person responsible changes during the day – e.g., breaks, lunches, leaving time, etc., then the previous person responsible must properly inform the new person responsible of any duties they have to administer medication, inform parents of accidents or ask parent to sign the accident or medication books.
Off-site visits
The class teacher must ensure that any medication that children require is taken on any off-site visits, and this information logged on the ‘Trip details’ form, so that all staff are aware.
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