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Responsibility for all administration of medicines at is held by the headteacher but
delegated to our Coordinator.

All medical information is treated confidentially by the responsible manager and
staff. All administration of medicines is arranged and managed in accordance with
the Health Guidance for Schools document. All staff have a duty of care to follow
and co-operate with the requirements of this policy.

Aims and Objectives

Our administration of medicine requirements are achieved by establishing principles
for safe practice in the management and administration of:

prescribed medicines

non-prescribed medicines

maintenance drugs
emergency medicine




We:

e provide clear guidance to all staff on the administration of medicines

e ensure that there are sufficient numbers of appropriately trained staff to
manage and administer medicines

e ensure that there are suitable and sufficient facilities and equipment available
to aid the safe management and administration of medicines

e ensure the above provisions are clear and shared with all who may require
them

e ensure that this policy is reviewed periodically or following any significant
change which may affect the management or administration of medicines

Administration of Medicines

The administration of medicines is the overall responsibility of parents/carers. The
headteacher is responsible for ensuring children are supported with their medical
needs whilst on site, and this may include managing medicines where appropriate
and agreed with parents/carers.

Prescribed medicines

It is our policy to manage prescribed medicines (eg. antibiotics, inhalers) where
appropriate following consultation and agreement with, and written consent from,
the parents/carers.

Non-prescribed medicines

Non-prescribed medicines will only be administered if parents have provided school
with written consent and school have been provided with such medicines. These will
be kept in the central office and dispensing information recorded.

Maintenance drugs

It is our policy to manage the administration of maintenance drugs (eg. Insulin) as
appropriate following consultation and agreement with, and written consent from
parents/carers. On such occasions, a health care plan is in place for the child
concerned

Non-Routine Administration (Emergency medicine)

We manage the administration of emergency medicines such as:
e injections of adrenaline for acute allergic reactions

In all cases, professional training and guidance from an appropriate source will be
received before commitment to such administration is accepted.



Procedure for Administration

When deciding upon the administration of medicine needs for children we discuss
this with the parents/carers concerned and make reasonable decisions about the
level of care required. Any child required to have medicines will have an
‘administration of medicines/treatment’ consent form completed by the parent/carer
and kept on file.

Individual health care plans are completed for children where required and reviewed
periodically in discussion with the parents/carers to ensure their continuous
suitability.

All administration of medicines is recorded. If a child refuses to take medication,
parents/carers are informed at the earliest available opportunity.

Schedule Two Drugs

These drugs, which include Ritalin, are governed by the Misuse of Drugs Act and are
kept in a locked cupboard which conforms to the legislation. It is kept locked at all
times except when being accessed for storage or administration of medicine.

A register of controlled (schedule two) drugs is kept which records:

medication provided

medication administered

the name of the person for whom they were supplied.

the name and quantity of the drug/medication supplied

the amount administered each time and the amount left each time.

the type of medication i.e. tablet/liquid and expiry date.

two signatures for each dose of medicine given.

two signatures for each time the medications are counted and checked. This
is done once a week. The second signature is a witness.

e Register entries are made in ink and in chronological order.

This register is kept for at least two years from the last entry made.

All pupils with ongoing medical needs have a care plan. This includes pupils with
diabetes, Epipen, heart problems, epilepsy and very severe asthma.

Contacting the Emergency Services

When a medical condition causes the child to become ill and/or requires emergency
administration of medicines, then an ambulance will be summoned at the earliest
opportunity and parents/carers informed to accompany the pupil to the hospital if at
all possible.

Training



Where staff are required to carry out non-routine, more specialised administration of
medicines or emergency treatment to children, appropriate professional training and
guidance from a competent source is sought before commitment to such
administration is accepted.

Storage

The storage of medicines is the overall responsibility of the headteacher who
ensures that arrangements are in place to store medicines safely. Secure storage is
situated in our main school office. There is secure storage in the primary department
for emergency medicine

The storage of medicines is undertaken in accordance with product instructions and
in the original container in which the medicine was dispensed.

It is the responsibility of all staff to ensure that the received medicine container is
clearly labelled with the name of the child, the name and dose of the medicine and
the frequency of administration.

It is the responsibility of the parents/carers to provide medicine that is in date. This
should be agreed with the parents/carers at the time of acceptance of on-site
administration responsibilities.

Disposal of Medicines

It is the responsibility of the parents/carers to ensure that all medicines no longer
required, including those which have date-expired, are returned to a pharmacy for
safe disposal.

‘Sharps boxes’ are always be used for the disposal of needles. Collection and
disposal of the boxes is arranged as appropriate.

Definition

Pupils’ medical needs may be broadly summarised as being of two types:

(a) Short-term affecting their participation in school activities which they are on a course
of medication.

(b) Long-term potentially limiting their access to education and requiring extra care and
support (deemed special medical needs).

Rationale

Schools and trusts have a responsibility for the health and safety of pupils in their care.
The Health and Safety at Work Act 1974 makes employers responsible for the health
and safety of employees and anyone else on the premises. In the case of pupils with
special medical needs, the responsibility of the employer is to make sure that safety
measures cover the needs of all pupils at the school. This may mean making special
arrangements for particular pupils who may be more at risk than their classmates.
Individual procedures may be required. The employer is responsible for making sure



that relevant staff know about and are, if necessary, trained to provide any additional
support these pupils may need.

The Children and Families Act 2014, from September 2014, places a duty on schools to
make arrangements for children with medical conditions. Pupils with special medical
needs have the same right of admission to school as other children and
cannot be refused admission or excluded from school on medical grounds
alone. However, teachers and other school staff in charge of pupils have a common law
duty to act in loco parentis and may need to take swift action in an emergency. This
duty also extends to teachers leading activities taking place off the school site. This
could extend to a need to administer medicine.

The prime responsibility for a child's health lies with the parent who is responsible for
the child's medication and should supply the school with information. The school takes
advice and guidance from the Shropshire Council Medicines in Schools section of the
Health and Safety Policy which encourages self- administration of medication when
possible. Contact details for our School Nurse can be found in the school prospectus
which also states a copy of this policy is available to parents.

Aims
The school aims to:

e assist parents in providing medical care for their children;
educate staff and children in respect of special medical needs;
adopt and implement the LA policy of Medication in Schools;

e arrange training for volunteer staff to support individual pupils;
e liaise as necessary with medical services in support of the individual pupil;
e ensure access to full education if possible.
e monitor and keep appropriate records.
Entitlement

The school accepts that pupils with medical needs should be assisted if at all possible
and that they have a right to the full education available to other pupils.

The school believes that pupils with medical needs should be enabled to have full
attendance and receive necessary proper care and support.

The school accepts all employees have rights in relation to supporting pupils with
medical needs as follows:

choose whether or not they are prepared to be involved;

receive appropriate training;

work to clear guidelines;

have concerns about legal liability;

bring to the attention of management any concern or matter relating to
supporting pupils with medical needs.

Expectations
It is expected that:
e parents will be encouraged to co-operate in training children to self-administer
medication if this is practicable and that members of staff will only be asked to
assist with administering medication in exceptional circumstances . If this is the



case an appropriate container, containing only the quantity required for school
use with the prescription and dosage regime, typed or printed clearly on the
outside must be used. The school will only administer medicines in which the
dosage is required 4 times a day. The name of the pharmacist should be visible.
Any medications not presented properly will not be accepted by school staff.
Pupils should not bring in their own medicine. This should be brought into school
by the parent.

that employees will consider carefully their response to requests to assist with
the giving of medication or supervision of self-medication and that they will
consider each request separately.

the school will liaise with the School Health Service for advice about a pupil’s
special medical needs, and will seek support from the relevant practitioners
where necessary and in the interests of the pupil.

Any medicines brought into school by the staff e.g. headache tablets, inhalers for
personal use should be stored in an appropriate place and kept out of the reach
of the pupils. Any staff medicine is the responsibility of the individual concerned
and not the school.



Appendix 1 — form

St. Martins School 3-16 - Parental request for medication to be given by school staff during
school hours (long term) confidential

Please read the following notes and complete the information section of the form.

Please note that whilst staff are trained first aiders and are happy to give assistance, they are not trained
to administer medication and consequently may not be able to give medication. If this is the case, they
will refer to a senior member of staff. For more information, please see 'Medical needs policy' on school
website.

. This form must be filled in by parents/Carer requesting support to give medication during the
school day, this request should only be made in exceptional circumstances (i.e. for medication required
more than 3 times during the day).

. Medication should be put in the attached bag and clearly labelled with the child's name and date
of birth. Any accessory’s needed e.g. Spoons, Gloves etc. must also be put in bag.

° Medication is required for more than 2 weeks and medication plan must be reviewed after 8
weeks Only Prescriptions of medication by NHS providers will be supported should detail child's name dob
and timing and dosage.

Information required To be completed by Parent/carer Checked by Staff with
child

Name of student:

Yr. Group:

Class Teacher:

Dates from - to (8 weeks only):

Type of medication and condition:

Dosage:

To be given at (time):

How to be administered - e.g.
cream rubbed on, liquid on spoon:

Any Side effects to be aware?




Record of administration of medicines detailed overleaf. (please keep form with medication),

*When giving medication all boxes must be completed on every occasion*

Date and time: Name of Given to: (Student |Given by: Checked by:
medication: Name)

(1-check date

2— check name)







