
1 

 

 

The Federation of Bedenham and Holbrook 
Primary SchoolsAdministration of Medicines Policy 

January 2020 
 
Policy Statement 
 
Bedenham and Holbrook Primary Schools will undertake to ensure compliance with the relevant 
legislation and guidance in Health Guidance for Schools with regard to procedures for supporting 
children with medical requirements, including managing medicines.  Responsibility for all 
administration of medicines at Bedenham and Holbrook Primary Schools is held by The Executive 
Headteacher who is the responsible manager. 
 
It is our policy to ensure that all medical information will be 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 & Objectives 
 
Our administration of medicine requirements will be achieved by: 

 Establishing principles for safe practice in the management and administration of: 
o Prescribed medicines 
o Non-prescribed medicines 
o Maintenance drugs 
o 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 

 
Administration 
 
The administration of medicines is the overall responsibility of the parents.  The Head of School 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. 
 
Routine Administration 
 
Prescribed medicines 

 It is our policy to manage prescribed medicines (eg. antibiotics, inhalers, Ritalin etc) where 
appropriate following consultation and agreement with and written consent from the 
parents/carers. An Administration of Medicines & Treatment Consent Form (Appendix 1) 
must be completed and signed by the parent/carer in ALL cases, including signing to 
confirm the amount of tablets given to staff and the amount of tablets returned to the parent 
by staff.   
 

Non-prescribed medicines 
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 At both schools, to ensure that the attendance of the child is not affected and to help 
parents who may not be able to come into school during the working day, the school is 
happy to administer, Paracetamol (Calpol), Ibuprofen, antihistamines, creams, cough 
mixtures, eye and ear drops where deemed necessary.  An Administration of Medicines & 
Treatment Consent Form (Appendix 1) must be completed and signed by the parent in ALL 
cases, including signing to confirm the amount of tablets given to staff and the amount of 
tablets returned to the parent by staff.  During residential trips staff may administer non-
prescription medicines, provided they have written consent on An Administration of 
Medicines & Treatment Consent Form (Appendix 1) from parents in advance and 
administration is in accordance with guidance provided in Health Guidance for Schools 
document. If there are concerns raised by staff regarding misuse of non-prescribed 
medicines a discussion will take place between the HSLW and the parent/carer.  
 

 Children under 16 years old are never to be administered aspirin 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 of School who may decide to administer under 
certain miscellaneous or exceptional circumstances 

 
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 the 
parents.  On such occasions, a health care plan will be written for the child concerned. 

 
Non-Routine Administration 
 
Emergency medicine 

 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 Injections of Glucagan for diabetic hypoglycaemia 
o Salbutamol inhaler for asthma attacks  

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

 An Administration of Medicines & Treatment Consent Form (Appendix 1) must be 
completed and signed by the parent in ALL cases where this type of medicine is required 
and a health care plan must be completed 

 
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.  Parents 
MUST advise school when the child was last given the medicine (to avoid overdose). 
 
Any child required to have medicines will have an Administration of Medicines & Treatment 
Consent Form (Appendix 1) completed by the parent and kept in a file, locked in the medicine 
cabinet with the medicine. 
 
Administering tablets – wash hands with hot, soapy water.  The tablet is to be pushed out of 
wrapper into a medicine cup for child only to handle.  If only half a tablet needs to be administered 
a tablet splitter should be used. 
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Administering liquid medicine – wash hands with hot, soapy water and measure required dose 
either into a medicine cup, spoon or syringe.   
Medicine cups, syringes and spoons to be washed in hot soapy water after use and air-dried on a 
paper towel.  
 
Administering creams – wash hands with hot, soapy water, put on latex free gloves and use a 
clean spoon to scoop the cream out of tub and apply over the area in the direction of hair growth. 
 
Once the medicine has been administered, the parent must be informed by text of the time the 
medication was given. 
 
If a child refuses to take medication the parents will be informed by text immediately. 
 
If a child reports that they have not received their prescribed medicines at home, the parents will 
be telephoned to request that they bring and administer the medicine at school, as soon as 
possible. It is our duty of care to keep a record of this if it becomes a regular occurrence; if this 
becomes a concern, we will report the non-administration of prescribed medication to Children’s 
Services. 
 
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. 
 
Medical Accommodation 
 
At Bedenham Primary School the First Aid Room will be used for medicine 
administration/treatment purposes.  The room is always available during school hours. 
At Holbrook Primary School all medicine administration/treatment is carried out at the rear of the 
school office, which is always available during school hours. 
 
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 of School who will ensure that 
arrangements are in place to store medicines safely. 
 
The storage of medicines will be undertaken in accordance with product instructions and in the 
original container in which the medicine was dispensed. 
 
Medicines that need to be refrigerated ie, some antibiotics, can be stored in a fridge, but must be 
between 2 and 8 degrees Celsius.  Storage in a cool bag with an ice pack locked away in the 
medicine cabinet is sufficient for a school length day. 
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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 to provide medicine that is in date.  This should be agreed 
with the parents at the time of acceptance of on-site administration responsibilities. 
 
Disposal 
It is not the Schools’ responsibilities 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 disposal will be the responsibility of Mark Vernon at Bedenham and Matt Ward at Holbrook 
(Caretakers) who will transport used sharps in a sealed plastic container, to the Lennox centre and 
transfer them to their ‘sharps disposal’ box.  The Lennox will dispose of the sharps box as 
necessary. 

 
 
 
 
 
 
This policy will be reviewed at least bi-annually 
 
Agreed at the Governing Body Meeting on: 20th January 2020            Minute Reference:  
 
Chair of governors:                                   

 
Executive Headteacher:  
 
Head of School at Bedenham:   

 
 
Head of School at Holbrook     
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 Administration of Medicines & Treatment Consent Form (Appendix 1) 

  
 
 

First name Surname D.O.B Class 

    

Parent name Daytime phone 
number 

Relationship to child Address 

    

   

 

Medical 
condition or 
illness 

Medicine name Strength Form (e.g. 
syrup/tablets) 

Amount 
needed 

At 
which 
time(s) 

      

 

Date Quantity 
received 

Quantity 
returned 

Expiry 
date 

Signature of 
parent/carer* 

Signature of school 
staff* 

      

      

      

 

Da
y 

 Month: Year:   Month:  Year: 

 Time Amoun
t 

Signature  Time Amount Signature 

1        

2        

3        

4        

5        

6        

7        

8        

9        

10        

11        

12        

13        
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* Medicines received/returned. Staff signature with optional co-signature from 
parents/carers/the pupil.   
             PTO 
 
If the pupil refuses their medication, then please inform their parents/carers on the same day 
(or as soon as is practical) and record ‘refused’ in the amount column. 
Parental agreement for setting to administer the medicine overleaf 
 
Dear parent/carer, 
 
We require your written permission to administer any medicines in school. 
 
Please do not decant medicines into other containers. We can only accept medicines in their 
original container as dispensed by the pharmacy, otherwise we might miss important instructions 
and warnings. 
 
If your child refuses to take the medicine, we will make every effort to inform you on the same day. 
 
Please hand the medicine over to a member of staff personally. 
 
For any medicines required on a long-term basis, ask the pharmacy if they can supply a separate 
labelled supply just for the school (they might need another prescription to do this). We can then 
keep a separate supply at school without the need for you to send medicines in each day. 
 

What type of help does your child need with this medicine (mark as appropriate) : 
 

 I need someone to administer this medicine to my child 
 They can take the medicine themselves, but need the following supervision from 

staff: 
 
 
 
 

 I recognise that school staff are not medically trained. 

14        

15        

16        

17        

18        

19        

20        

21        

22        

23        

24        

25        

26        

27        

28        

29        

30        

31        
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Are there any special precautions/other instructions? 

Are there any side effects that the school/setting needs to look out for? 
 
 
 
 
 
 
 

Procedures to take in an emergency: 

The above information is, to the best of my knowledge, accurate at the time of writing 
and I give consent to school/setting staff administering medicine in accordance with the 
school/setting policy. I will inform the school/setting immediately, in writing, if there is any 
change in dosage or frequency of the medication or if the medicine is stopped. 

Parent/carers name  

Signature  

 
PTO 

 
 


