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Administration of Medicines and Medical Conditions Policy 
 



 

Policies to be read in conjunction 
 
Health and Safety, Child Protection and Safeguarding, Attendance, Early Years Foundation 
Stage, Intimate Care, Code of Conducts 
 
 
Definition 
 
Pupils’ medical needs may be broadly summarised as being of two types: 
 

(a) Short-term, affecting their participation in school activities, for which they are 
on a course of medication. 
 

(b) Long-term, potentially limiting their access to education and requiring extra 
care and support (deemed special medical needs). 

 
 
Rationale 
 
Schools have a responsibility for the health and safety of pupils in their care.  
 
The Health and Safety at Work Act 1974 makes employers responsible for the health and safety 
of employees and anyone else on the premises.  
 
In our schools we ensure the spread of infectious diseases is prevented by ensuring high 
standards of personal hygiene and practice, particularly handwashing, and maintaining a 
clean environment. Please see the policy on Intimate Care which also supports this. 
 
In the case of pupils with medical needs, the responsibility of the employer is to make sure that 
safety measures cover the needs of all pupils at the school. This may mean making special 
arrangements for particular pupils who may be more at risk than their peers. Individual 
procedures may be required. The employer is responsible for making sure that relevant staff 
know about and are, if necessary, trained to provide any additional support these pupils may 
need. 
 
The Children and Families Act 2014, from September 2014, places a duty on schools to make 
arrangements for children with medical conditions. Pupils with medical needs have the same 
right of admission to school as other children and cannot be refused admission or excluded 
from school on medical grounds alone. However, teachers and other school staff in charge of 
pupils have a common law duty to act in loco parentis and may need to take swift action in 
an emergency. This duty also extends to teachers leading activities taking place off the school 
site. This could extend to a need to administer medicine. 
 
The prime responsibility for a child's health lies with the parent who is responsible for the child's 
medication and should supply the school with up-to-date information following discussions with 
medical professionals. 
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Aims 
 
The school aims to: 

• assist parents in providing medical care for their children; 
• educate staff and children in respect of special medical needs; 
• adopt and implement the Government guidance Supporting Children at school with 

Medical Conditions (September 2014, last updated August 2017) 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/6382
67/supporting-pupils-at-school-with-medical-conditions.pdf 

• liaise as necessary with medical services in support of the individual pupil; 
• ensure access to a full range of educational opportunities, making reasonable 

adjustments as necessary; 
• monitor and keep appropriate records (see appendices A – Request for School to 

Administer Medication and B – Record of Medication Given) 
• reduce unnecessary exposure to illnesses and ensure that infections are managed 

effectively 
 

 
Entitlement 
 
The school accepts that pupils with medical needs should be assisted if at all possible and that 
they have a right to the full education available to other pupils. 
 
The school believes that pupils with medical needs should be enabled to have full attendance 
and receive necessary proper care and support. 
 
The school accepts all employees have rights in relation to supporting pupils with medical 
needs as follows: 
 

• receive appropriate training; 
• work to clear guidelines; 
• have concerns about legal liability; 
• bring to the attention of management any concern or matter relating to supporting 

pupils with medical needs.  
 
 
Expectations 
 
It is expected that: 
 

- where pupils fall ill during the school day or whilst in extended care, the school shall 
follow the appropriate procedure for contacting parents/carers (see Appendix D) 

- where pupils fall ill prior to the school day, parents/carers shall inform the school in line 
with the school’s Absence Reporting procedure advising of the condition and the likely 
date of return. In cases of sickness and diarrhoea, pupils should not attend school for 48 
hours after the last occurrence. For other infections/conditions please refer to the Public 
Health Agency advice: 
 



 

Guidance on infection control in schools and other childcare settings 
 

- parents/carers will be encouraged to co-operate in training children to self-administer 
medication if this is practicable and that members of staff will only be asked to be 
involved if there is no alternative; 

- when parents have asked the school to administer the medication for their child and it 
must be given during school hours, the child’s name, prescription and dosage regime 
should be typed or printed clearly on the outside. The name of the pharmacist should 
be visible. This should be brought into school by the parent who must complete the 
details on the form Request for School to Administer Medication and sign to authorise 
staff members to give the medication. This form must also be signed by the Head of 
School or a member of Senior Leadership Team. 
 

o The Statutory Framework for the Early Years Foundation Stage 01st September 
2021 states on page 33: 

§ Prescription medicines must not be administered unless they have been 
prescribed for a child by a doctor, dentist, nurse or pharmacist 

§ Medicines containing aspirin should only be given if prescribed by a 
doctor 

§ Medicine (both prescription and non-prescription) must only be 
administered to a child where written permission for that particular 
medicine has been obtained from the child’s parent and/or carer 

§ Providers must keep a written record each time a medicine is 
administered to a child and inform the child’s parents 

§ Training must be provided for staff where the administration of medicine 
requires medical or technical knowledge and a record must be kept of 
this training 

- The school will not accept or administer: 
o Medicines that are to be administered 2 times per day (unless the child is 

attending after school club and will not return home immediately after 3.15pm, 
or attending a residential visit) 

o Piriton 
o Paracetamol e.g. Calpol or aspirin 
 

- In the event that a pupil develops a high temperature quickly (particularly if they are 
young), the school will; 

o Move pupil to a quiet, cool space 
o Remove items of clothing as appropriate in order to reduce body temperature 
o Use ice packs/wet towels/fans to reduce temperature 
o Monitor regularly 
o Contact parent/carer straight away 

 

- If parents cannot be contacted or are a considerable distance from school and the 
pupil’s temperature is still raised or rising, the school will phone NHS Direct to seek advice. 

 
- medication required will be kept in a safe but accessible place so that staff can quickly 

find it when it is required. 
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- that employees will consider carefully their response to requests to assist with the giving 
of medication or supervision of self-medication and that they will consider each request 
separately. 
 

- the school will liaise with the Health Service for advice about a pupil’s special medical 
needs, and will seek support from the relevant practitioners where necessary and in the 
interests of the pupil. 
 

- Any medicines brought into school by the staff e.g. headache tablets, inhalers for 
personal use, should be stored in an appropriate place and kept out of reach of pupils. 
Any staff medicine is the responsibility of the individual concerned and not the school. 
 

 
Policy into Practice 
 
There is a need for proper documentation at all stages when considering the issue of support 
for pupils with medical needs in school. Each class has a medical file which includes a list of 
medical needs, individual medical plans and relevant forms. A central medical file also holds 
all of this information in the main office. 
 
Children with serious medical conditions requiring either daily care or possible emergency care 
will require a personalised medical care plan, drawn up either by parents/carers or by a 
relevant medical practitioner.  
 
The recording system (Appendix B) should be used and witnessed whenever medication is 
given to a child. The date and time will be recorded as well as a signature and an observation 
initial.  In the case of diabetes, any food or drink given to the child in response to a test should 
also be recorded for the parents/carers. A supply of appropriate food/drink needs to be 
maintained and checked by the parents/carers. Communication with the parent/carer will be 
via the Home/School Book or by phone. 
 
In the case of asthma, a ‘School Asthma Card’ (Appendix C) needs to be completed by the 
parent and kept in school. Parents will be required to check and update this information on an 
annual basis and to notify the school when changes need to be made following medical 
appointments. This gives the correct dosage and what to do in an emergency. A spacer 
should always be used to ensure correct dosage.  Any child who has been hospitalised during 
the last year due to an asthma attack will need a more detailed medical care plan. 
 
The school holds two blue inhalers for emergency use in accordance with the Government 
guidance. These will only be used in the event of a child’s own inhaler failing or running out if 
parents have given signed permission.  
 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/416468/eme
rgency_inhalers_in_schools.pdf 
 
 
  



 

Appendix A - Request for School to Administer Medication 
 
 
REQUEST FOR SCHOOL TO ADMINISTER MEDICATION 

The School will not give your child medicine unless you complete and sign this form, and the 
Head of School or member of senior leadership team has agreed that School Staff can 
administer the medication. 

A newly completed form should be submitted every time the dosage or timings of medication 
are changed. 

 

Details of Pupil 

Surname………………………………………                    D.O.B:…………………………………… 

Forename…………………………………….                    Male/Female 

Address………………………………………..         Class……………………………………… 

……………………………………………………. 

……………………………………………………. 

Condition or illness:…………………………………………………………………………………… 

 

Medication 

Name/Type of medication (as described on the container) 

………………………………………………………………………………………………………….. 

How long will your child need this medication……………………………………? 

Date dispensed………………………………………………………………………………….. 

DIRECTIONS FOR USE 

Dosage (mg) and method………………………………………………………………….. 

Timing………………………………………………………………………………………………. 

Special Precaution…………………………………………………………………………….. 

Side Effects……………………………………………………………………………………….. 

Self-Administration…………………………………………………………………………… 

Procedures to take in an emergency………………………………………………… 

Storage Arrangements……………………………………………………………………… 

CONTACT DETAILS 
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Name…………………………………………Daytime phone number………………… 

Relationship to Pupil…………………………………………………………………………. 

Address…………………………………………………………………………………………….. 

………………………………………………………………………………………………………….. 

I understand that I must deliver the medicine personally to a member of staff. 

 

Signature………………………………………………………………Date……………………. 

I agree that……………………………(name) will receive…………………………….. 

(type & quantity) every day at…………………(time). …………………..(name) 

will be given/supervised whilst he/she takes their medication by a member of 

staff authorised by the Head of school/member of senior leadership team 

This arrangement will continue until……………………………….(date) 

Signed…………………………………………………………. Head of School/member of senior 

leadership team 

 ………………………………………………………….. Member of Staff 

   



 

Appendix B - Record of Medication Given 
 
Name:__________________________________ Date of Birth:______/_______/_______ 

Name of medication:_______________________ Reason for medication:___________________ 

Prescribed by:______________________________   Possible side effects:_____________________ 

Storage details:__________________              Dosage:______________  

Expiry Date:_____/_____/_____ 

Signed:________________________          Date:_____/_______/______ 
  

Time 
required 

Time 
administered 

Signed Witnessed Time 
required 

Time 
administered 

Signed Witnessed Parents 
Signature 

Monday    
   

 
   

Tuesday    
   

 
   

Wednesday    
   

 
   

Thursday    
   

 
   

Friday    
   

 
   

 
 
Child’s Temperature (if required): L –    L –     L –   
               R –    R –     R –   
                     Time –                         Time –     Time –    



 

Appendix C – Asthma card 
 

 
 
 



 

 
Appendix D – Process in the event that a child falls unwell during the school day or in 
extended childcare provision 
 
If a child falls unwell during the school day or whilst in extended childcare provision, the school 
will: 

- Move the child to a quiet supervised space eg. Medical room or quiet room next to a 
class room where they can be seen and monitored by a paediatric first aider; 

- There should always be an adult in the close vicinity; 
- Depending on the nature of the illness, a first aider’s advice will be sought and any 

medical plan will be followed in terms of care for the pupils; 
- Parents will be notified that the child is unwell and of any care given by the school in the 

interim period; 
- The decision to send a child home through illness will be made by a senior member of 

staff in conjunction with advice from a paediatric first aid trained member of staff; 
- Where a child is collected and taken home following illness, the school’s sign out 

procedures shall be followed and parents/carers reminded of their duty to keep the 
school informed; 

- If a child suffers a serious injury or loses consciousness or, in the event of asthma treatment 
not having a positive effect, an ambulance will be called immediately and 
parents/carers notified subsequently 

 
 
 
 
 
 
 


