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1. Purpose
This policy outlines the procedures for safely managing and administering medication to pupils, ensuring their health, wellbeing, and safeguarding while in our care.
2. Scope
This policy applies to all staff, pupils, parents/carers, and visitors within the school/activity setting.
3. Principles
· The health, safety, and wellbeing of pupils are paramount.
· Medication will only be administered when essential to maintain a child’s health and attendance.
· Only trained and authorised staff may administer medication.
· Parents/carers remain responsible for providing accurate information and supplying medication.
4. Roles and Responsibilities
· Parents/Carers must:
· Provide written consent and clear instructions.
· Supply medication in its original packaging, clearly labelled with the child’s name, dosage, and expiry date.
· Inform the school/activity provider of any changes.
· Staff will:
· Record all medication administered on a Medication Administration Record (MAR).
· Follow safeguarding and confidentiality guidelines.
· Refuse administration if instructions are unclear or unsafe.
· Management will:
· Ensure staff are trained and aware of this policy.
· Review the policy annually.
5. Procedures
1. Consent – Written parental consent must be obtained before any medication is administered.
2. Storage – Medication will be stored securely in a locked cupboard or fridge, accessible only to authorised staff. Emergency medication (e.g., inhalers, EpiPens) must remain accessible.
3. Administration –
· Two staff members should witness administration whenever possible.
· Medication will be given strictly according to the prescription or written instructions.
4. Record-Keeping – All administrations will be logged, including date, time, dose, staff signature, and witness signature (if applicable).
5. Refusal/Errors – If a pupil refuses medication or an error occurs, parents/carers will be informed immediately, and an incident form completed.
6. Emergency Medication – Staff will be trained in the use of inhalers, EpiPens, and other emergency treatments.
6. Non-Prescription Medication
· Non-prescription medicines (e.g., paracetamol, antihistamines) will not be administered unless written parental consent has been obtained and agreed with management.
7. Staff Training
· Staff responsible for administering medication will receive training appropriate to the medical needs of the children in their care.
· Refresher training will be provided annually or as required.
8. Review and Monitoring
This policy will be reviewed annually or sooner if legislation or best practice guidance changes.
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