Saighton Church of England Primary School & Pre-School
Saighton Lane, Saighton, Chester, CH3 6EG

‘Flourishing Together.  Life in all its fullness’

        [image: cid:425955438955122821356331]     

Administration of Medicines Policy


INTRODUCTION


· Most young people will at sometime have short-term medical needs e.g. finishing a course of antibiotics.  Some young people will also have longer term, more complex medical needs and may require medicines or on-going support to help manage their condition and stay healthy. Others may require medicines in particular circumstances, such as those with severe allergies who may need an adrenaline injection or those with severe asthma may have a need for inhalers or additional doses during an attack. 

· Some children with medical conditions may be considered disabled under the definition set out in the Equality Act 2010.  Some may also have special educational needs (SEN) and may have a statement or Education Health and Care (EHC) plan.  For children with SEN, this guidance should be read in conjunction with the Special Educational Needs and Disability (SEND) code of practice.  

· In most cases young people with medical needs can attend school and receive full access to education (the entire curriculum, including PE, food Technology, Design and Technology and school trips etc.) but staff may need to take care in supervising such activities to make sure such young people are not put at risk.  An Individual Health Care Plan (IHCP) can help staff identify the necessary safety measures to help support young people with medical needs and ensure that they, and others, are not put at risk.

· Supporting a child with a medical condition during school hours is not the sole responsibility of one person.  A schools ability to provide effective support will depend on working co-operatively with other agencies.  Partnership between school staff, healthcare professionals (and, where appropriate social care professionals), local authorities and parents and pupils is critical.  

· Parents have the prime responsibility for their child’s health and should provide schools with sufficient and up to date information about their child’s medical needs.  Parents should be involved in the development and review of their child’s Individual Health Care Plans (IHCP) where one is considered appropriate.  They should carry out any action they have agreed e.g. providing medicines and equipment or notifying any changes in a timely manner and ensuring they or another nominated adult are contactable at all times. 

· No child should be denied admission or prevented from taking up a place in school because arrangements for their medical condition have not been made. For children starting at a new school, arrangements should be in place in time for the start of the relevant school term.  In other cases, such as new diagnosis or children moving to a new school mid-term, every effort should be made to ensure that arrangements are put in place within two weeks.

· The School should ensure that a pupils’ health is not put at risk from, for example, infectious diseases.  The School, therefore, does not have to accept a child in school at times where it would be detrimental to the health of that child or others to do so.

Administration of Medicines

· The Headteacher will assume overall responsibility for the policy 
· All relevant staff will be made aware of a child’s medical condition
· There is prior written agreement from parents for any medicines to be administered
· There is a clear procedure for managing prescription medicines which need to be taken during the school day
· It is clear in which circumstances young people may take non-prescription medicines
· A clear statement on the roles and responsibilities of staff managing administration of medicines, and for administering or supervising the administration of medicines, including suitable cover arrangements in case of staff absence etc. to ensure someone is always available.
· Suitable, appropriate and timely staff training in dealing with medical needs
· Safe storage of medicines
· Record keeping
· Procedures for managing prescription medicines on school visits and trips and any other activities outside the normal timetable
· Who parents should liaise with regarding medicines management

Managing medicines on school premises

The following guidance should be observed in cases where medicines are administered in school:

· The Headteacher is ultimately responsible for developing a policy and detailing practices for administration of medicines in their school and to ensure that all parents and staff are aware of the procedures.

· Medicines should only be administered in school when it would be detrimental to a child’s health or school attendance not to do so. Where possible, parents/carers should be encouraged to discuss with the prescriber the suitability of medicines being prescribed in dose frequencies which enable them to be taken outside school hours.

· In certain circumstances (e.g. one-off occasions) it may be preferable that parents, or their nominee, administer medicines to their children, this could be effected by the young person going home during a suitable break or the parent visiting the school.  However this may not always be appropriate.  In such cases it is likely that a request will be made for medicine to be administered to the young person at school.  

· Each request for medicine to be administered to a young person in school should be considered on an individual basis.  Where it is thought necessary for medicines to be administered the Headteacher will ensure that their school policy and these guidelines are followed carefully.  

· No child under 16 should be given prescription or non-prescription medicines without their parent’s written consent.  

Prescribed Medicines

· Prescribed medicines are those that have been prescribed by a doctor, dentist or other healthcare professional.  
· These medicines should always be provided in the original container as dispensed by a pharmacist and include the prescribers instructions for administration.  
· The School will not accept medicines that have been taken out of the container as originally dispensed nor make changes to dosage on parent’s instructions without first consulting with the parent and the prescriber and/or community pharmacist.   
· Ideally medicines should be prescribed in dose frequencies which enable them to be taken outside school hours and parents should be encouraged to ask their prescriber about this.
· Parents must complete and sign a ‘Prescribed Medicines Form’ (Appendix 1) that can be found on the school website under the ‘Parent’ tab.  The completed form should be emailed to the school office or a paper copy should be handed in at the school office. 
· Staff will record any medication given in the Medication Record folder located in the Secure Store in the Staff Room.

Non- Prescribed Medicines

· The school will only administer over-the-counter medication upon receipt of a signed ‘Over the Counter Medicines Form’, (Appendix 2) that can be found on the school website under the ‘Parent’ tab.  The completed form should be emailed to the school office or a paper copy should be handed in at the school office.
· A separate form needs to be completed for each medication.
· Staff will record any medication given in the Medication Record folder located in the Secure Store in the Staff Room.
· A young person under 16 should never be given aspirin or medication containing ibuprofen unless prescribed by a medical practitioner. 
· Pain relief drugs will only be given to children under the age of 16 when parents have given prior written permission. Medication should never be administered without first checking the maximum dosage and when any previous medication was taken. In these circumstances, specific members of staff should be authorised to issue the medication, keeping a record of child’s name, time, date, dose given and the reason. Parents should be informed of any doses given.
· During an Educational Visit involving a residential or overnight stay (when a parent is unlikely to be available to administer pain /flu relief to their child) appropriate pain/flu relief may be administered by staff so long as the parent has given consent as specified the medicine on the ‘Parent/Guardian Consent for an Educational Visit’ form which is available in the Cheshire West and Chester guidance note ‘Educational Visits and Overnight Stays’.   
	
	Delivery, Receipt and Storage Arrangements   

· Medicines will only be accepted from parents if they are in date, labelled and provided in the container as originally dispensed by the pharmacist and include the young person’s name, instructions for the administration, dosage and storage arrangements. The label on the container supplied by the pharmacist should not be altered under any circumstances
· It is not appropriate or acceptable for pupils to bring in their own medication. All medication should be handed in at the School Office by the parent or carer, along with a completed over-the-cuter medication form.
· Regular medication administered on a daily basis, such as ADHD medication, is stored in a locked container in the Secure Store in the Staff Room, along with the Medication Record folder.
· More general medication is stored in a locked cabinet in the School Office.
· Medicines such as asthma inhalers, adrenalin pens and blood testing meters are readily available in classrooms and are not locked away.
· Where medicines need to be refrigerated, they will be kept in the refrigerator in the staff room.
· The master file of parental consent and record of administration forms is kept in the Secure Store in the Staff Room.

Training and Instruction

· Staff who are responsible for the administration of medicines are fully aware of the school’s policy and procedures and have received suitable training (including refresher training) to achieve the necessary level of competency and feel confident in their ability before they take on responsibility to support children with medical conditions.  
· Whole school awareness training on the administration of medicines will take place annually, ideally at an Inset Day at the start of the academic year.
· For those pupils with an Individual Health care Plan (IHCP) the school will decide the level of training required - having taken into consideration the view of Healthcare Professionals and parents and this should be documented in the IHCP.  
· The school will ensure suitable cover arrangements are in place in case of staff absence to ensure someone is always available to administer medication.
· The school will ensure that staff with a young person with medical needs in their class or group will be informed about the nature of the condition and when and where the pupil may need extra support.

	Record Keeping

· The school will ensure that only one member of staff at any one time is responsible for the administration of medicines to avoid the risk of double dosing.  
· Arrangements will be made to relieve the member of staff from other duties while preparing or administering doses to avoid the risk of interruption before the procedure is completed.  
· A written record will be made each time medicines are given and staff will complete and sign this record.  
· If a young person refuses to take medicine, staff will not force them to do so, but will note this in the records and follow agreed procedures.  Parents will be informed of the refusal as soon as possible by telephone – immediately in potentially life threatening circumstances e.g. refusal to take insulin 


	Controlled Drugs (Controlled by the Misuse of Drugs Act)
	
· Controlled drugs are a special category of medicines which are subject to separate legislation which defines how they should be prescribed stored and administered.  Examples are morphine, diamorphine and methylphenidate (also known as Ritalin).  They are subject to special legislation because they are either extremely toxic or subject to misuse or both.
· A nominated member of staff will administer a controlled drug to the pupil for whom it has been prescribed (in accordance with the prescriber’s instructions).  The school will look after a controlled drug, where it is agreed that it will be administered to the pupil for whom it is prescribed.
· The School will keep controlled drugs in a separate, fixed, locked cupboard and only named staff will have access.  A record of every administration should be kept along with the number of tablets/ volume of drugs received.  The record book should always be available for external inspection.
	
	Emergency Procedures

· The school has arrangements in place for dealing with emergency situations. 
· Individual Health Care Plans (where they exist) will also include instructions as to how to manage a pupil in the event of an emergency and identify who is the responsible member of staff, for example if there is an incident in the playground a lunchtime assistant needs to be very clear of their role.
· If a child needs to be taken to hospital, staff will stay with the child until the parent arrives, or accompany a child taken to hospital by ambulance.  A record of preceding events, including any medications given will be recorded.

	Educational Visits

· The school will consider what reasonable adjustments may need to be made to enable pupils with medical needs to participate fully and safely on visits, i.e. review existing policy and procedures and ensure risk assessments cover arrangements for such young people.  
· Arrangements for taking any necessary medicines will be taken into consideration.  
· Staff supervising excursions will always be aware of the medical needs and relevant emergency procedures.  
· A copy of an individual pupil’s Health Care Plan (that details arrangements for the medicines management) will be available during the visit in the event of an emergency.  
· If staff are concerned about whether they can provide for a young person’s safety, or the safety of others, on a visit, the school will seek parental views and medical advice from the school health service and/or the pupil’s GP, Specialist Nurse or Hospital Consultant.
· During an Educational Visit involving a residential or overnight stay (when a parent is unlikely to be available to administer pain /flu relief to their child) appropriate pain/flu relief may be administered so long as the parent has given consent and specified the medicine on the ‘Parent/Guardian Consent for an Educational Visit’ form which is available in Appendix 6 of the Educational Visits and Overnight Stays’ guidance note.   



Disposal of Medicines

· All Medicines, including controlled drugs, will be returned to the parent, when no longer required, for them to arrange for safe disposal.  
· Parents will also be encouraged to collect medicines held at the end of each term.  
· Where syringes and needles are used on site, staff swill ensure safe disposal of these items into a sharps box. Where pupils are self-administering insulin or any other medication with a syringe, they will be assisted by staff in the proper disposal of sharps (for further advice on this see Cheshire West and Chester Council guidance on Infection Control).

	
MEDICATION ARRANGEMENTS FOR STUDENTS WITH AN INDIVIDUAL HEALTH CARE PLAN (IHCP)

· Individual Health Care Plans (IHCP) can help to ensure that the school effectively supports pupils with medical conditions.  They provide clarity about what needs to be done, when and by whom.  The school, healthcare professional and parent will agree, based on evidence, when a health care plan is appropriate. An IHCP should be reviewed at least annually, more frequently if changes occur.
· The format of individual IHCP’s may vary but should capture the key information and actions that are required to support the child.  The level of detail will depend on the complexity of the child’s condition and the degree of support required.  
· The IHCP will be drawn up in partnership between the school, parents and a relevant healthcare professional, for example a consultant or nurse specialist.  Pupils will also be involved whenever appropriate.

The IHCP should consider the following:

· The medical condition – its triggers, signs, symptoms and treatments;
· the student’s resulting needs including medication (dose, side effects and storage) and other treatments, time, facilities, equipment, testing, access to food and drink (where it is used to manage their condition), dietary requirements and environmental issues e.g.: crowded corridors, travel time between lessons;
· Specific support for the student’s educational, social and emotional needs (e.g.: how will absences be managed, requirements for extra time to complete exams, use of rest periods, counselling sessions);
· The level of support needed including in emergencies. If a student is self-medicating this must be clearly stated;
· Who will provide this support, their training needs, expectations of their role and confirmation of proficiency to provide support from a healthcare professional and cover arrangements;
· Who needs to be aware of the student’s condition and the support required;
· Arrangements for written permission from parents for medication either to be administered by a member of staff or the student;
· Separate arrangements or procedures for school trips or other school activities outside the normal school timetable;
· If there are confidentiality issues, the designated individuals to be entrusted with the information;
· What to do in an emergency including whom to contact and contingency arrangements.

COMMON CONDITIONS AND PRACTICAL ADVICE

The medical conditions in young people that most commonly cause concern in schools are the administration of antibiotics, asthma, diabetes, epilepsy and severe allergic reactions (anaphylaxis).  The following are sources of advice and further information as follows:-

	Asthma - www.asthma.org.uk

Epilepsy - www.epilepsy.org.uk

	Diabetes - www.diabetes.org.uk 

	Attention Deficit and Hyperactivity Disorder (ADHD) - www.nhs.uk


6.	RELATED PUBLICATIONS

	DfES Publications (www.gov.uk/government/publications):-
· Supporting pupils at school with medical conditions
· Templates - Supporting pupils at school with medical conditions
· The Early Years Foundation Stage
· Special Educational Needs and Disability Code of Practice

Public Health England

 Guidance on infection control in schools and other childcare settings:- 
· www.gov.uk/government/uploads/system/uploads/attachment_data/file/353953/Guidance_on_infection_control_in_schools_11_Sept.pdf
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Appendix 1
Parental/carer consent to administer a prescribed medicine
· All prescribed medicines must be in the original container as dispensed by the pharmacy, with the child’s name, the name of the medicine, the dose and the frequency of administration, the expiry date and the date of dispensing included on the pharmacy label. 
· A separate form is required for each medicine.

	Child’s name
	

	Child’s date of birth
	

	Class/form
	

	Name of medicine
	

	Strength of medicine
	

	How much (dose) to be given. For example: 
One tablet
One 5ml spoonful
	

	At what time(s) the medication should be given
	

	Reason for medication
	

	Duration of medicine
Please specify how long your child needs to take the medication for.
	

	Are there any possible side effects that the school needs to know about? If yes, please list them
	



	I give permission for my son/daughter to carry their own salbutamol asthma inhaler/Adrenaline auto injector pen for anaphylaxis [delete as appropriate].
	Yes
	

	
	No
	

	
	Not applicable
	

	I give permission for my son/daughter to carry their own salbutamol asthma inhaler and use it themselves in accordance with the agreement of the school and medical staff.
	Yes
	

	
	No
	

	
	Not applicable
	




	I give permission for my son/daughter to carry and administer their own medication in accordance with the agreement of the school and medical staff.
	Yes
	

	
	No
	

	
	Not applicable
	




	Mobile number of parent/carer
	

	Daytime landline for parent/carer
	

	Alternative emergency contact name
	

	Alternative emergency phone no.
	

	Name of child’s GP practice
	

	Phone no. of child’s GP practice
	



· I give my permission for the headteacher /senior nursery staff member (or his/her nominee) to administer the prescribed medicine to my son/daughter during the time he/she is at school/nursery. I will inform the school/nursery immediately, in writing, if there is any change in dosage or frequency of the medication or if the medicine is stopped.  
· I understand that it may be necessary for this medicine to be administered during educational visits and other out of school/nursery activities, as well as on the school/nursery premises.
· I also agree that I am responsible for collecting any unused or out of date medicines and returning them to the pharmacy for disposal and supplying new stock to the school/nursery, if necessary. 
· The above information is, to the best of my knowledge, accurate at the time of writing.

	Parent/carer name
	

	Parent/carer signature
	

	Date
	




Appendix 2
Parental/carer consent to administer an ‘over-the-counter’ (OTC) medicine
· All over the counter (OTC) medicines must be in the original container.
· A separate form is required for each medicine.
	Child’s name
	

	Child’s date of birth
	

	Class/form
	

	Name of medicine
	

	Strength of medicine
	

	How much (dose) to be given. For example: 
One tablet
One 5ml spoonful
	

	At what time(s) the medication should be given
	

	Reason for medication
	

	Duration of medicine
Please specify how long your child needs to take the medication for
	

	Are there any possible side effects that the school needs to know about? If yes, please list them
	



	I give permission for my son/daughter to carry and administer their own medication in accordance with the agreement of the school and medical staff.
	Yes
	

	
	No
	

	
	Not applicable
	



	Mobile number of parent/carer
	

	Daytime landline for parent/carer
	

	Alternative emergency contact name
	

	Alternative emergency phone no.
	

	Name of child’s GP practice
	

	Phone no. of child’s GP practice
	



· I give my permission for the Headteacher/senior nursery staff member (or his/her nominee) to administer the OTC medicine to my son/daughter during the time he/she is at school/nursery. I will inform the school/nursery immediately, in writing, if there is any change in dosage or frequency of the medication or if the medicine is no longer needed.  
· I understand that it may be necessary for this medicine to be administered during educational visits and other out of school/nursery activities, as well as on the school/nursery premises.
· I confirm that the dose and frequency requested is in line with the manufacturers’ instructions on the medicine.
· I also agree that I am responsible for collecting any unused or out of date medicines and returning them to the pharmacy for disposal. If the medicine is still required, it is my responsibility to obtain new stock for the school/nursery.
· The above information is, to the best of my knowledge, accurate at the time of writing. 

	Parent/carer name
	

	Parent/carer signature
	

	Date
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