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ADMINISTRATION OF MEDICINES POLICY  

 

Tavistock Infant School  

 

 

Name of Unit/Premises/Centre/School Tavistock Infant School 

Date of Policy Issue/Review  

Headteacher JE O’Connor 

 

Introduction  

 

Policy Statement 

Tavistock Infant School will undertake to ensure compliance with the relevant legislation and guidance 

in Supporting Pupils at School with Medical Conditions DFE Guidance April 2014  with regard to 

procedures for supporting children with medical requirements, including managing medicines.  

Responsibility for all administration of medicines is held by the Head Teacher who is the responsible 

manager. 

      

     Children with medical needs have the same rights of admission to school as other children. 

 

The administration of medicine is the responsibility of parents, however whilst there is no     

requirement on school staff to administer medicines unless specifically employed to do so some may 

volunteer to do so. 

 

Children who are suffering from short term ailments who are clearly unwell should not be in school and 

the Head Teacher has the right to ask parents to keep the child at home 

 

All administration of medicines is arranged and managed in accordance with the Supporting Pupils at 

School with Medical Conditions DFE Guidance April 2014 document.  All staff have a duty of care to 

follow and co-operate with the requirements of this policy.  

 

Aims & Objectives  

 

Our administration of medicine requirements will be achieved by:  

 Establishing principles for safe practice in the management and administration of: 

 prescribed medicines 

 maintenance drugs 

 emergency medicine  

 Providing clear guidance to all staff on the administration of medicines 

 Ensuring that there are sufficient numbers of appropriately trained staff to manage and 

administer medicines 

 Ensuring that there are suitable and sufficient facilities and equipment available to aid the 

safe management and administration of medicines 

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

 Ensuring the policy is reviewed periodically or following any significant change which may 

affect the management or administration of medicines. 



CHILDREN’S SERVICES HEALTH & SAFETY 

CS/AOMPT/TEMPLATE/06.08/V1.0  Page 2 of 5 

Administration  

  

The administration of medicines is the overall responsibility of the parents.  The Head Teacher 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. 

 

Prescribed medicines for long term use. 

To help children with chronic illness or disability to lead as normal and happy life at school as possible, 

it may be necessary for them to take prescribed medicines during school hours. 

 

 It is our policy to manage medicines prescribed for long term use e.g. Insulin, where 

appropriate following consultation and agreement with, and written consent from the parents. 

Although responsibility for the medical care of children rests with parents the school will make 

whatever reasonable arrangements can be made to enable the child to access a normal school 

day and receive proper care and support by ensuring that staff have received training as 

appropriate. 

 

 Where possible children will be encouraged to take responsibility for their own health care, 

for example using an inhaler, or swallowing a tablet. 

Due to the young age of children attending this school this will take place only under the  

supervision of an adult. 

 

Non-prescribed medicines and short courses of medicine. 

 The school will not take responsibility for administering non-prescribed medicines such as 

Calpol or for administering short courses of drugs such as antibiotics or drugs prescribed on a 

trial basis. Parents are welcome to administer these themselves at lunch time. Parents must 

report to the school office on each occasion. 

 Children under 16 years old are never to be administered aspirin or medicines containing 

Ibruprofen unless prescribed by a doctor 

 Responsibility for decision-making about the administration of all non-prescribed medicines will 

always be at the discretion of the Head Teacher who may decide to administer under certain 

miscellaneous or exceptional circumstances 

 

 

 

Emergency medicine 

 

There is a clear procedure for summoning an ambulance by the telephone in the main office and 

in each classroom where a mobile phone may be used. 

 

Members of staff trained in First Aid in Schools are listed on the medical room door. 

 

The majority of staff are trained in administering Epipens. 

 

Appropriate staff have had training from the Diabetic Nurse. 

 

 

 It is our policy (where appropriate) to manage the administration of emergency medicines such 

as (for example): 

o Injections of adrenaline for acute allergic reactions 

o Rectal diazepam for major fits  
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o Injections of Glucagan for diabetic hypoglycaemia   

 In all cases, professional training and guidance from a competent source will be received 

before commitment to such administration is accepted  

 

Health Plans 

In more complex circumstances a Health Plan may be required, based upon professional medical advice 

and reviewed with parents at least annually or more frequently if required.  

Developing the plan would involve the parent, class teacher, perhaps the school nurse or other medical 

professional and any other member of staff thought appropriate and may include the child if parents 

wish. Any restrictions on a child’s ability to participate in PE should be recorded in the health plan.  

 

Procedure for Administration 

When deciding upon the administration of medicine needs for children we will discuss this with the 

parents 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 and kept on file.   

 

For any child receiving medicines, a ‘record of prescribed medicines’ sheet will be completed each time 

the medicine is administered and this will be kept on file. 

 

If a child refuses to take medication the parents will be informed at the earliest available opportunity. 

 

Off-Site activities 

Staff are responsible for ensuring that liaison has taken place with parents regarding any medical 

needs and that a plan is in place to ensure continued medical care and support as agreed on consent 

forms or Health plans. It may be necessary to request that parents accompany children on off-site 

activities to maintain the required level of support. 

 

Contacting 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.   

 

Confidentiality 

All medical information is treated as confidential and is only shared on a need to know basis with 

members of staff who have a duty of care towards the child.  

Photographs of children and instructions for emergency action, for example in severe anaphlactic 

reactions, epilepsy or asthma are displayed in staff areas to ensure that all staff can recognise 

children and react accordingly in an emergency. These photographs may be seen by other parents who 

are helping in school. 

 

Medical Accommodation  

 

The medical room or school office will be used for medicine administration. The room will be made 

available when required. 
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Training  

 

Where staff are required to carry out non-routine or more specialised administration of medicines or 

emergency treatment to children, appropriate professional training and guidance from a competent 

source will be sought before commitment to such administration is accepted.    

 

A ‘staff training record’ sheet will be completed to document the level of training undertaken.   

 

Such training will form part of the overall training plan and refresher training will be scheduled at 

appropriate intervals. 

   

Storage  

 

The storage of medicines is the overall responsibility of the Head Teacher who will ensure that 

arrangements are in place to store medicines safely.   

 

Emergency medicines such as Epipens will be kept in the medical room in a labelled cupboard. 

Routine medicines and Inhalers 

As far as possible inhalers should be readily available to the child. If the inhaler is needed frequently 

then the classroom is the best place. This decision should be made between the class teacher and 

parent. 

Controlled drugs such as tablets that must be taken on a daily basis will be kept in a locked drawer in 

the main office. This where the supervising members of staff are based. These will be kept in a named 

box. 

 

The storage of medicines will be undertaken in accordance with product instructions and in the original 

container in which the medicine was dispensed.   

 

It is the responsibility of parents and 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 to provide medicine that is in date.  This should be agreed with 

the parents at the time of acceptance of on-site administration responsibilities. 

 

Employee’s medicines 

Employee’s may need to bring medicine into school. It is their responsibility to ensure that medicines 

are not accessible to children. 

 

Disposal  

 

It is not the Head Teacher’s responsibility to dispose of medicines.  It is the responsibility of the 

parents to ensure that all medicines no longer required including those which have date-expired are 

returned to a pharmacy for safe disposal. 

 

‘Sharps boxes’ will always be used for the disposal of needles.  Collection and disposal of the boxes will 

be locally arranged as appropriate. 

 

Staff protection 



CHILDREN’S SERVICES HEALTH & SAFETY 

CS/AOMPT/TEMPLATE/06.08/V1.0  Page 5 of 5 

Practical and common sense hygiene precautions in accordance with school procedures will minimise the 

risk of infection. 

 

Staff Indemnity 

Hampshire County Council fully indemnifies it’s staff against claims for alleged negligence providing they 

are acting within the scope of their employment. For the purposes of indemnity, the administration (or 

supervision of self administration) of medicines falls within this definition and therefore staff can be 

reassured about the protection their employer provides.  

This indemnity would cover the consequences that might arise where an incorrect dose is inadvertently 

given or where the administration is overlooked. In practice, indemnity  means that the County Council and 

not the employee will meet the full costs of damages should a claim for alleged negligence be successful.  


