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Administration of 

Medicines Policy

UNCRC Article 24: You have the right to the best healthcare possible.

Signed:
______________________________     Dated:
________

       

               Chairperson of the Board of Governors)

Signed:
______________________________     Dated:
________

                                                    (Principal)

POLICY FOR THE ADMINISTRATION OF MEDICATION IN SCHOOL 

The Board of Governors and staff of Good Shepherd Primary & Nursery School wish to ensure that pupils with medication needs receive appropriate care and support at school. 
While school staff have a duty of care to their pupils, there is no legal or contractual duty on school staff to administer medicine or to supervise a pupil taking it.  Staff who provide support for pupils with serious medical emergency needs and long term medication needs are to receive appropriate training / back up support from the ‘Pupils care plan’ drawn up by the school nurse and accompanied by relevant and up to date training*2.  This will address the following areas; parental consent *3, confidentiality, training to facilitate Pupils taking medicines on School premises and storage.

*1DE and H.S.S.P.S DOCUMENT ‘SUPPORTING PUPILS WITH MEDICATION NEEDS section 7:  1.7.1 / 1.7.2 

*2 Training should be arranged in conjunction with the Health and Social Care Board /HSC Trusts, Community Paediatricians, School Nurse / Community Child’s Nurse or other health professionals

*3 A Medical consent form filled in each school year and amended by parent when a change of situation occurs.  Asthma inhaler consent form filled in as directed.

The Principal will accept responsibility in principle for members of the school staff giving or supervising pupils taking prescribed medication during the school day where those members of staff have volunteered to do so. 

Please note that parents should keep their children at home if acutely unwell or infectious. 

· Parents are responsible for providing the class teacher/principal with comprehensive information regarding the pupil’s condition and medication. 

· Prescribed medication will not be accepted in school without complete written and signed instructions from the parent. 

· Staff will not give a non prescribed medicine to a child unless there is specific prior written permission from the parents. 

· Only reasonable quantities of medication should be supplied to the school 

· Where the pupil travels on school transport with an escort, parents should ensure the escort has written instructions relating to any medication sent with the pupil, including medication for administration during respite care. 

· Each item of medication must be delivered to the Principal or Class Teacher, in normal circumstances by the parent, in a secure and labelled container as originally dispensed. 
· Each item of medication must be clearly labelled with the following information:
· Pupil’s Name. 

· Name of medication. 

· Dosage. 

· Frequency of administration. 

· Date of dispensing. 

· Storage requirements (if important). 

· Expiry date. 

The school will not accept items of medication in unlabelled containers. 

· Medication will be kept in a secure place, out of the reach of pupils. Unless otherwise indicated all medication to be administered in school will be kept in a medicine cabinet. 

· The school will keep records, which they will have available for parents- in green pastoral care book.
· If children refuse to take medicines, staff will not force them to do so, and will inform the parents of the refusal, as a matter of urgency, on the same day. If a refusal to take medicines results in an emergency, the school’s emergency procedures will be followed. 

· It is the responsibility of parents to notify the school in writing if the pupil’s need for medication has ceased. 

· It is the parents’ responsibility to renew the medication when supplies are running low and to ensure that the medication supplied is within its expiry date. 

· The school will not make changes to dosages on parental instructions. 

· School staff will not dispose of medicines. Medicines, which are in use and in date, should be collected by the parent at the end of each term. Date expired medicines or those no longer required for treatment will be returned immediately to the parent for transfer to a community pharmacist for safe disposal. 

· For each pupil with long term or complex medication needs, the Principal, will ensure that a Medication Plan and Protocol is drawn up, in conjunction with the appropriate health professionals. 

· Where it is appropriate to do so, pupils will be encouraged to administer their own medication, if necessary under staff supervision. Parents will be asked to confirm in writing if they wish their child to carry their medication with them in school. 

· Staff who volunteer to assist in the administration of medication will receive appropriate training/guidance through arrangements made with the School Health Service. 

· The school will make every effort to continue the administration of medication to a pupil whilst on trips away from the school premises, even if additional arrangements might be required. However, there may be occasions when it may not be possible to include a pupil on a school trip if appropriate supervision cannot be guaranteed. 

· All staff will be made aware of the procedures to be followed in the event of an emergency. 

Record Keeping 

It is good practice for schools to keep records of medicines given to pupils, including time/date and route of administration. Records offer protection to staff and proof that they have followed agreed procedures.  This will be recorded in green pastoral care book.
At Good Shepherd Primary & Nursery School, a Medical Needs Register is kept up to date on sims annually and this information is requested in the annual data collection paperwork.
Conditions and roles and responsibilities for the administration of prescribed medication

Good Shepherd Primary & Nursery School does impose certain conditions before facilitating children with serious emergency medical needs / Long term conditions /illnesses.

Children Requiring Daily Long Term Medication

This group included pupils with a long term condition requiring regular medication. 

· Pupils with Asthma*3 and those with ADHD. 

Pupils who because of an existing medication condition might have an emergency episode which could put their life at risk and would demand immediate attention.

Pupils who have,

· Epilepsy

· Diabetes

· Anaphylaxis due to food allergies. 

NOTE

These children will require a Medication Plan, which itself may reveal the need for some school staff to have further information about a medical condition or specific training in administering / facilitating a particular type of medication or dealing with emergencies. In these instances, school staff should never give medication without appropriate training from health professionals*2.

Roles and Responsibilities:

Parents *4
The administration of medicines is the responsibility of parents and those with parental responsibility. This medication is to be given to children before or after school.  Except those pupils who require emergency or long term medication.
Roles and Responsibilities:
Pupils

Pupils must accept responsibility for reminding the teacher of the necessary times of administering medicines.

Roles and Responsibilities:

Staff Medicine Coordinator (Mrs S. McCafferty)
· Ensuring that all staff are aware of the policy and procedures.

· Ensuring that all School staff treat medical information confidentially.

· Ensuring that staff in contact with the pupil are informed about the pupil’s condition

· Ensuring that supply teachers /staff from different year groups are suitably informed about pupils’ medication needs and how these are to be met.

· The staff are trained in coping with an emergency associated with that medical condition.

· The staff are trained in facilitating pupils with long term / emergency medicine.

· Ensuring that medicines are stored safely, specifically designated for that purpose

· Ensuring accurate records are maintained and that this is monitored
· Ensuring that class file information detailing medical conditions is available for substitute teachers.
*1 1.3.14 Teachers and other school staff, who volunteer to administer or supervise medication, are responsible for:

· Understanding the nature of the pupil’s medical condition and being aware of when and where the pupil may need extra attention;

· being aware of the likelihood of an emergency arising and the action to take if one occurs;

· taking part in appropriate training FORM AM6 filled in to confirm that any necessary training has been completed.

· Supervising pupils who self administer medication, if this is required.

Staff will follow guidelines within 'School Medicine Policy' and with reference to guidance from document department of Education and Department of Health, Social Services and Public Safety. *1‘Supporting Pupils with Medication Needs’ page 6-13

Further details of the roles and responsibilities of the Employer, Board of Governors, Principal, School Health Service, The School Doctor / Community Paediatrician, School Nurse, The General Practitioner and The Consultant Community Paediatrician can be found in the Document ‘Supporting Pupils with Medication Needs.

Procedures for the administration of prescribed medication* 1.5.8 – 1.5.18
· Parents are responsible for providing the school with complete information regarding pupil’s condition and medication.

· Only children with a Medical care plan and Parental consent form will be facilitated by the school

· Staff who volunteer will receive appropriate training.

· Only reasonable quantities of medication should be supplied to the school.

· No medication is to be carried at anytime by a pupil.

· Medication must be delivered to the Medical Co-ordinator by the parent*4, in a secure and labelled container as originally dispensed.

· Each item of medication must be clearly labelled with the following information:

Pupils name, class and recent photograph

Name of Medication, dosage, frequency of administration, date of dispensing, storage requirements and expiry date.

· Medication will be kept in a locked medicine cabinet or in the case of an epi-pen or inhaler a safe but easy to access place. Noted by the Co-ordinator and agreed by all staff.

· If medication is refused by the child staff will not force them to take the medicine but will inform the Parents straight away.  If a refusal to take a medicine results in an emergency, the school will follow emergency procedures,

· The school will not dispose of medicines.  Parents must collect and dispose of medicines at the end of each term.  Safe disposal is carried out by the local pharmacist.

Storage * 1.6.4 -1.6.19
Inhalers and emergencies drugs such as the Epi-pen 

UNLOCKED Access to these Medications must be provided.

In the case of Inhalers in the teacher’s bottom draw.

In the case of emergency drugs; Kept in the Staff room cupboard (drugs must be kept in an air tight container with relevant information and photograph of the Pupil on the container).  

Discrete information about the children and these inhalers / medication needs available on each class teachers desk.

At no time is a child to carry any type of medication.

Controlled Drugs

School keep these drugs in a LOCKED medicine cabinet.

All staff should know where to quickly obtain keys to the medicine cabinet.

Only a trained member of staff may administer the drug to the child for whom it has been prescribed.

Careful note must be paid to the requirements regarding temperature of the medication and advice sought from the School nurse on how to best store medicines safely.

Record Keeping

Good practice must be followed Form AM4 ( see appendix 1) can be used for keeping a record that offers a protection to staff and proof that they have followed procedures.  When a form is completed it should be kept as a record in the child main school file and transferred with that child to its next school.

Disposal

A controlled drug as with all medications should be returned to the parent at the end of each school term for safe disposal through local and community pharmacists.

Hygiene / Infection Control

All staff must use disposable gloves when dealing with any bodily fluid.

Wipes / tissues/gloves must be disposed of into a plastic bag which can be tied before it is placed in a bin.  Areas that need cleaned should be cleaned with the caretakers advice; gloves should also be worn when cleaning is in progress.

Emergency procedures* 3.7 – 3.12

All staff should familiarise themselves with how to call the emergency services.

A red label is displayed in the office to ensure that staff give the relevant information.

Parents must be immediately alerted.

A pupil who is taken to hospital in an ambulance should be accompanied by a member of staff, who where possible brings with them any information relating to the Childs condition, if known. I.e. Medication Plan.  A medication plan will refer to what to do in an emergency.

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

The incident should be fully recorded and a copy given to the principal and the coordinator.

Please note 

In all emergency situations a teacher or another member of school staff will be expected to act as a responsible adult or parent in the best interests of the child in recognition of their duty of care. *2 pg56
Asthma

Only RELIEVERS (usually blue) to be kept in school.

Pupil must have immediate access to their reliever (Teachers bottom draw)

Relievers should be taken to sporting activities / educational visits.

Reliever should be clearly marked with the child’s name.

Sporting Activities

Most Pupils will be able to participate in sporting activities.  To enable Asthma suffers and children on Care plans to participate the teacher will arrange that their medication be taken to sporting activities outside school grounds.  This will be written into the child’s care plan. In the case of after school activities the medication will be kept in the designated area.  Inhalers in the teacher’s bottom drawer/ Epi-Pens are located in individual designated areas which are clearly labelled.  
Controlled Drugs will be kept in a LOCKED medicine cabinet.  All staff should know where to quickly obtain keys to the medicine cabinet. Only a trained member of staff may administer the drug to the child for whom it has been prescribed.

Good Shepherd Primary and Nursery School

School Medicines Policy

Appendix 1

FORM AM1: Good Shepherd Primary & Nursery unit, Derry.

MEDICATION PLAN FOR A PUPIL WITH MEDICAL NEEDS

Date
Review Date

Name of Pupil

Date of Birth

/         /

Class

National Health Number 

Medical Diagnosis

Contact Information

1
Family contact 1

Name

Phone No:
(home/mobile)


(work)

Relationship

2
Family contact 2

Name

Phone No: 
(home/mobile)

(work)

Relationship

3
GP

Name

Phone No

4
Clinic/Hospital Contact

Name

Phone No:

Plan prepared by:

Name

Designation
Date
Describe condition and give details of pupil’s individual symptoms:




Daily care requirements (e.g. before sport, dietary, therapy, nursing needs)




Members of staff trained to administer medication for this child

(State if different for off‑site activities)



Describe what constitutes an emergency for the child, and the action to take if this occurs 





Follow up care 




I agree that the medical information contained in this form may be shared with individuals involved with the care and education of

Signed 
Date 

Parent/carer
Distribution

School Doctor  
School Nurse 

Parent  
Other 
MEDICATION PLAN FOR A PUPIL WITH MEDICAL NEEDS
Asthma

Only RELIEVERS (usually blue) to be kept in school.

Pupil must have immediate access to their reliever (Teachers bottom draw)

Relievers should be taken to sporting activities / educational visits.

Reliever should be clearly marked with the child’s name.

The Principal will accept responsibility in principle for members of staff who have volunteered and received appropriate training School Nurse /Support workers*2  in facilitating pupils taking medicine.

Date
Review Date

Name of Pupil

Date of Birth

/         /

Class

National Health Number 

Medical Diagnosis

Contact Information

1
Family contact 1

Name

Phone No:
(home/mobile)


(work)

Relationship

2
Family contact 2

Name

Phone No: 
(home/mobile)

(work)

Relationship

3
GP

Name

Phone No

4
Clinic/Hospital Contact

Name

Phone No:

Describe condition and give details of pupil’s individual symptoms:




care requirements (e.g. before sport, dietary, therapy, nursing needs)





I agree that the medical information contained in this form may be shared with individuals involved with the care and education of

Signed 
Date 

Parent/carer
