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Administering Medicines in School

The school will not normally administer medicines to children during the school day. Parents
are asked to make arrangements to administer the medicines themselves or to adjust the
timing of the dosage to avoid school hours.

In the exceptional case where the school is required to administer medicines the overriding
principle will be that of “in loco parentis”. The parent/guardian must hand over the medicine to
the school secretary. It must be clearly labelled with the child’s name, class and correct dosage
required. The details will be written on an Administration of Medicine Permission Form located
in the school office and this is signed by the Parent/Guardian, once they have accepted the
conditions in this policy.

The medicine will then be stored in a secure location away from children (usually in the school
office or the fridge).

Information about long term illness and health problems such as epilepsy, diabetes or asthma
should be recorded in writing by the parents for the school. The school has to be notified if the
child has an inhaler. Where inhalers have been given to a child with asthma by a medical
practitioner, the Health Authority recommends that these may be kept with the children who
use them. It is considered to be part of the development of the child that he/she should
become personally responsible for the use of their inhalers. The inhalers need to be with the
child during PE and swimming lessons. All inhalers must be named. Inhalers are stored in the
designated first aid area of each classroom, so that children can use them as required. A form is
kept here also to record any doses of inhaler that need to be taken during the school day.
Parents are then informed at the end of the school day when an inhaler has been used.

During day and residential trips, parents/guardians are required to give all medicines to the
teacher in charge who will store them away from reach of children. The parent/guardian must
write the name, class, dosage and intervals on all medicines and complete and sign the
Administration of Medicines Permission Form. This form goes on the trip with the medication.

Staff will record and sign each time a dose of medication is administered during the trip.

Some medicines (e.g. Calpol) may be made available by the staff for children on residential
trips. These will only be administered after written consent has been received from
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parents/guardians. During normal school hours staff can only administer medicines that have
been prescribed by a doctor. Therefore medicines such as Calpol cannot be administered at
school.

In some circumstances, children may need hospital treatment. If this is due to an accident at
school or on a day trip, the school will contact the parent/guardian as soon as possible and seek
advice on possible allergies etc. If the accident occurs during a residential trip, the teacher will
follow the information given on the medical information form completed by the
parent/guardian. The parent/guardian will be contacted as soon as possible.

In circumstances, where a child has been given a Epi pen, staff will be given appropriate
training. The Epipen will be stored in the child's classroom in the First Aid area.

Under no circumstances will the school be responsible for administering dangerous, time or
dose sensitive or technically difficult drugs or injections.

In the case of Epipens, Inhalers and similar long term treatments a school First Aider will check
termly that these are in date and advise parents if replacements are needed.

Child Protection Statement

At Kettlefields Primary School the welfare of staff and children is paramount. All children, whatever
their age, culture, disability, gender, language, racial origin, religious beliefs and sexual identity have the
right to protection from abuse All suspicions and allegations of abuse and poor practice will be taken
seriously and responded to swiftly and appropriately. All staff and volunteers in school have a
responsibility to report any concerns regarding children or adults to one of the designated child
protection officers. If the allegation involves a member of staff, it must be reported to the Headteacher.
If the allegation involves the Headteacher it should be reported to the Chair of Governors.

Equalities Impact Statement:
1. Has this policy fully considered the School’s Equality objectives and statement as described in POL-MAN-
035?
Yes

2. Are there any impacts of the School’s Equality objectives and statement on this policy?
No
If “Yes” are these clearly described and their impact assessed within the policy document?
N/A




