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March 2013 

Medicine Policy 

 

Guidance taken from Meeting the Needs of Pupils with Medical Conditions. 

 

There is no legal or contractual duty on school staff to administer medicines or to 

suspend a pupil taking it.  This is purely voluntary role and is recognised as such by 

the DfE while teachers have a general legal duty of care to their pupils this does not 

extend to a requirement to routinely administer medicines. 

 

Aim 
 

The aim of this policy is to effectively support individual children with medical needs 

and to enable pupils to achieve regular attendance. 

 

Overview 
 

 Parents are strongly encouraged to administer medicines to their children 

outside of the school day. 

 Medicines will only be administered on the school site when there is no other 

alternative, and when failure to do so would be detrimental to the child’s 

health. 

 Non-prescription medicines will never be administered by a member of staff. 

 Parents must complete Form Med 1 before any medicines are administered on 

site including epi-pens and inhalers. 

 Staff must keep a record of any medicines administered on site form M/R 1. 

 Medicines must be kept in the labelled containers in the school office or the 

kitchen refrigerator (when refrigeration is necessary) Headteacher is 

responsible for ensuring the safe storage of medicines (COSH regulations  

2002). 

 If a child refuses to take medication, staff should not force them to do so, but 

should be noted in written records and then agreed procedures to be followed 

and parents informed. 

 

What is meant by medication? 

 

Prescribed medication 

 

Any medication prescribed by medical or dental practitioner – including asthma 

inhalers, antibiotics, epi pens etc. 

 

Non-Prescribed medication 

 

Any medication not requiring a medical or dental Practioners prescription including 

sun tan lotions, throat lozenges, creams, paracetamol etc. 
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When might prescriptions be required? 

 

There are two sets of circumstances in which requests may be made to school staff to 

deal with the administration of medication to children in school. 

 Cases where  pupils are recovering from a short term illness and are well 

enough to return to school. 

 Cases of chronic illness or long term complaint such as asthma or children 

with complex medical issues such as diabetes or epilepsy. 

 

Procedures for managing prescription medicines which need to be taken during 

the day. 

 

 Medicines should only be taken into school when essential, that is where it 

would be detrimental to a child’s health if the medicine were not administered 

during the school day. 

 The school will only accept medicines that have been prescribed by a doctor, 

dentist, nurse Practioners and pharmacist prescriber. 

 Medicines will always be prescribed in the original container as dispensed and 

include the prescribers instructions for administration. 

 School will never accept medicines that have been taken out of the container 

as originally dispensed nor make changes to dosage or parental instructions.  

 Parents are encouraged for medicines to be taken out of school hours i.e. 

medicines 3 times a day could be morning, after school and at bedtimes. 

 

Procedures for managing prescriptions medicines on trips and outings 

 

 The school encourages children with medical needs to participate in safely 

managed visits.  The school will consider reasonable adjustments to enable 

children with medical needs to participate fully and safely on visits.  This 

might also include risk assessment for specific children. 

 Staff supervising excursions will always be aware of any medical needs and 

relevant emergency procedures.  A copy of any health care plans will be taken 

on any visit in the event of the information being needed in an emergency. 

 

Procedures for managing prescription medicines during sporting activities. 

 

 Any restrictions on a child’s ability to participate in PE will be recorded in 

their individual health care plan.  All adults will be aware if issues of privacy 

and dignity for children with particular needs. 

 Some children may need to take precautionary measures before or during 

exercise.  Children need immediate access to necessary specific medicines 

such as inhalers. 

 

Roles and responsibility of staff managing administration of medicines. 

 

 Medicines will only be administered by the school when essential. 

 No children will be given medicines without their parents written consent (it is 

only necessary to obtain one signature) 

 Any member of staff giving medicines to a child must check 
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1. The child’s name 

2. prescribed dose 

3. expiry date 

4. written instructions provided on the label 

5. complete written record 

 

 If in doubt of any procedure staff will not administer the medicines, but check 

with parents or health professional before taking any further action.  If staff 

have any other concerns related to administering medicine, the issues need to 

be discussed with a parent or health professional attached to the school. 

 Staff must complete and sign a record each time they give medicine to a child 

(form M/R1) 

 

Parental responsibilities in respect of their child’s medical needs 

 

 Parents should not send a child to school if he/she is unwell 

 Parents must inform the school about any particular needs before a child is 

admitted or when a child first develops a medical need. 

 It must be a parent who gives consent for medicines to be administered. 

 Parents should make every effort to arrange for medicines to be administered 

outside of the school day, or come to school to administer medicines. 

 Parents should encourage self-administering of medicines where it is 

appropriate to do so. 

 Parents must inform the school about any medicines that is to be administered 

during the school day. 

 Parents must complete form. 

 

Non prescriptive medicines 

 

 Staff will never administer non-prescriptive medicines to children. 

 

Assisting children with long term or complex medical needs 

 

 Where a child has a long term medical need a written health care plan must be 

drawn up with parents and health professionals (Form Med 2). 

 Parents must inform the school before a child is admitted or when a child first 

develops a medical need. 

 Health officials will give advice and monitor or train staff. 

 

Children carrying or taking their medicine themselves 

 

 The school encourages children to take responsibility for the management of 

their own medicines. 

 Older children with a long term illness, should, whenever possible assume 

responsibility under the supervision of their parents.  Children develop at 

different rates, and this should be taken into account when transferring the 

responsibility to a child. 
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 Parents must complete a transfer form and return it to the school.  The form is 

a record saying that the parent consents to the child carrying and managing 

their own medicines. 

 Staff only need to supervise a child responsible for their own medicines, but 

medicine may need to be stored in school. 

 

Staff training in dealing with medical needs 

 

 staff have access to regular training on the use of epi-pens in the event of 

allergic reactions. 

 New members of staff are made aware of the medicines policy and procedures 

during a Health and Safety induction meeting. 

 Polly Kossowicz is first aid trained. In the event of a child with specific 

medical need joining the school, the school will seek advice on staff training 

needs from the LA. 

 Health officials will give advice/train staff as appropriate. 

 

Record keeping  

 

 Parents must tell the school/school clubs about the medicines a child needs to 

take.  Provide any details of changes to the prescription or support requited. 

 In all cases a form must be completed.  Staff must check that  any details 

provided by parents/professionals are consistent with the instructions on the 

medical container. 

 The school will keep a record of any medicines administered by staff MR1.  

this record will be completed by the member of staff administering the 

medicine. 

 All records relating to medicines must be kept in the school office. 

 

Safe storage of medicines 

 

 Large volumes of medicines should not be stored. 

 Staff will only store, supervise and administer medicines that have been 

prescribed for an individual child. 

 Medicines must be stored in accordance with product instructions (note 

temperature) and in the original container in which dispensed. 

 Staff should ensure that the supplies container is clearly labelled with name of 

child, name and dose of medicine and frequency of administration. 

 Where a child needs 2 or more prescribed medicines each should be in a 

separate container. 

 All emergency medicines i.e. inhalers and epi-pens should be readily available 

to children and not be locked away. 

 Medicines must not be kept in the first aid box. 

 Other non-emergency medicines should be kept in a labelled box with the 

medicines record folder in the school office.  Those medicines which need to 

be refrigerated should be kept in the kitchen fridge . 

 Medicines should be given to staff at the start of the day. 

 There is an inhaler box in each class with a list of children and a checklist for 

additional use. 
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 Staff should bring their own medication to school, but should be safely locked 

away.  It does not need to be stored with pupils medicines, but must not be 

kept in the classroom or any area where children have access. 

 

Adrenaline pens (epi-pens) 

 

 Pens to be kept in the school office. 

 

Emergency procedures 

 

Nominated first aiders 

Polly Kossowicz (First Aid at Work) 

 

 Details of first aid procedures can be found in first aid policy 

 If a child needs hospital treatment a member of staff should always 

accompany the child and should stay until the parent arrives. 

 Staff should never take children to hospital in their own car.  Call an 

ambulance. 

 

Risk assessment and management procedures 

 

 Risk assessment for first aid provision and the management of medical 

conditions will be carried out on a regular basis by the Headteacher. 

 

Policy will be reviewed 

a)   New procedures implemented 

b)  April 2016 

 

 

Signed ……P Kossowicz (March 2015)……………. Head 

 

Signed ………………………………………… Chair of Governors 

 

Date of next review   March  2016 


