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Administering Medicines Policy 
Aims 
The aim of this policy is to support individual children with medical needs to achieve regular attendance. To 
ensure the safe administration of medicines to children where necessary. To ensure the on-going care and 
support of children with long term medical needs via a health care plan. To explain the roles and responsibilities 
of school staff in relation to medicines. To outline to parents and school staff the safe procedure for bringing 
medicines into school when necessary, and their storage. To outline the safe procedure for managing medicines 
on school trips. 
 
Roles and Responsibilities 
 
Head of School 
 To bring this policy to the attention of school staff and to ensure that the procedures outlined are put 

into practice 
 To ensure that there are sufficient First Aiders and Appointed Persons for the school to be able to 

adhere to this policy 
 To ensure that staff receive appropriate support and training 
 To ensure that parents are aware of the school’s Medicines Policy 
 To ensure that this policy is reviewed annually 
 
Staff 
 To follow the procedures outlined in this policy using the appropriate forms 
 To complete a Health Care Plan in conjunction with parents and relevant healthcare professionals       

for children with complex or long term medical needs 
 To share medical information as necessary to ensure the safety of a child 
 To retain confidentiality where possible 
 To take all reasonable precautions to ensure the safe administration of medicines 
 To contact parents with any concerns without delay 
 To contact emergency services if necessary without delay 
 To keep the first aid cupboard and first aid boxes stocked with supplies 
 Educational Visits Leader (Teacher) – see MEDICINES ON SCHOOL TRIPS below 
 
Parents/Carers 
 To give the school adequate information about their children’s medical needs prior to a child starting 

school  
 To follow the school’s procedure for bringing medicines into school 
 To only request medicines to be administered in school when absolutely essential (please note: 

members of staff have no legal obligation to administer medicines to pupils, unless they have been 
contracted specifically to do so. It is generally accepted that all staff are acting voluntarily) 

 To ensure that all medicines are in date, including asthma inhalers and epipens 
 To notify the school of changes in a child’s medical needs, e.g. when medicine is no longer required or 

when a child develops a new need, e.g. asthma 

 

 

Safe Administration of Medicines in School  
 
Non-prescribed medication 
The school will not be able to store or give medicines that have not been prescribed to a child e.g. over the 
counter medication such as: Calpol, Piriton or cough medicines. Please make arrangements to come to school if 
you wish to give your child these medicines. 
 
Prescribed medication 
Medicines should only be brought to school when essential, i.e. where it would be detrimental to the child’s health 
if the medicine were not administered during the school day.  
In the case of any medicines prescribed 3 times a day, the expectation is that parents or carers will give these 
medicines outside of school hours.  
If medicines are prescribed 4 times a day, the school strongly encourages parents or carers to make 



 

arrangements to come into school to administer these medicines themselves. Parents/carers are required to 
administer the first 96 hours dosage (4 days) of any new prescription, for example antibiotics. 
 
Please consider whether your child is well enough to be at school if they require medicine four 
times a day. 
 
Administering medication 
If the school agrees to assist parents/carers by administering a medicine to their child, on a temporary basis, the 
medicine must be provided in its original container and must have been dispensed by a pharmacist. The labelling 
together with the instruction leaflet must be included with the prescribed medicine to show; 
 

 Name of child 
 Name of medicine 
 Dose 
 Method of administration 
 Time/frequency of dosage 
 Any side effects 
 Expiry date 

 
 Medicines will not be accepted in school that require medical expertise or intimate contact 
 All medicines must be brought to the school office by an adult. Medicines must NEVER be brought to 

school in a child’s possession 
 The adult is required to complete a parental agreement form (see appendix 1) at the school office for 

the medicine to be administered by school staff 
 The Head of School must be informed of any controlled drugs required by children 
 Painkillers, such as paracetamol or ibuprofen, may NOT be carried by children to self-administer  in 

school 
 Administration of medicines at school must be recorded by the appointed First Aider (see appendix 2) 

and witnessed by a second member of staff 
 Parents may come to the school office to administer medicines if necessary 
 Some children may self-administer medication, e.g. insulin or inhalers,  if this has been directed by the 

parents when completing the necessary paperwork 
 If a child refuses to take their medicine, staff must not force them to do so. The refusal should be 

recorded and parents informed  
 
Storage of Medicines 
 
 Antibiotics (including antibiotic eye drops) must be stored in the Caretaker’s fridge if required           
 Other medications must be stored in the lockable wall mounted first aid cabinet in the school office 
 Epipens should be stored in the locked wall mounted first aid cabinet in the school office 
 Asthma inhalers should be stored either in the child’s bag or in the school office and labelled with their 

name. These should be taken with the child during physical activities 
 No medicines, other than asthma inhalers, may be kept outside of the school office 
 Parents are responsible for the safe return of expired medicines to a pharmacy 

 
Medicines on School Trips 
 
Children with medical needs are given the same opportunities as others. Staff may need to consider what is 
necessary for all children to participate fully and safely on school trips. Staff should discuss any concerns about a 
child’s safety with parents. 
 
 The Educational Visits Leader (Teacher) is responsible for designating a school First Aider for the trip 
 The Educational Visits Leader (Teacher) is responsible for ensuring that arrangements are in               

place for any child with medical needs prior to a trip taking place, including ensuring that asthma        
inhalers/epipens are carried as required. A copy of any relevant health care plan should be taken          
on the trip 

 The designated school First Aider on the trip will administer any medicines required and record the 
details on the Administrating Medicine Form 

 The First Aider will return medicines to the first aid/inhaler cabinet on return to school 


