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Medicines Policy - Parents Summary 
(A full copy can be requested from the school) 

 
Last Reviewed October 2018, next review October 2021 
 
Introduction 
The aim of this policy is to provide clear guidance on how the school manages and administers medicines 
 
Staff roles 
 Absolutely no member of staff will ever administer a medicine unless there is written permission from 

parents. Please ask staff for a copy of the request form which will be held in a Green Folder in the 
staffroom. This details the date, name of the medicine and how much and when it should be administered. 
It should be borne in mind that schools are very busy places and while staff will do their best to administer 
medicines we do so as a courtesy not as a professional requirement (unless the medication is required to 
ensure the child’s health and safety in a life threatening situation e.g. Epipens-Diabetes-Epilepsy-Severe 
Asthma).  

 Teachers conditions of employment does not require them to administer or supervise the administering of 
medicines and therefore support staff will normally take on this role. In the absence of support staff 
teachers may chose to administer medicines. Please ensure  your child’s teacher knows that your child is 
taking some medication in case they become unwell. 

 
The school will not administer: 
 Inhalers  (children should administer these themselves and if they are too ill an ambulance will be called).  

Children are not allowed to share inhalers, however in an emergency an adult can opt to use another 
child’s inhaler in order to save a life. 

 Any non-prescribed medicine including: 
o Suntan lotion In a named bottle (children can bring this into school but staff are not expected to 

put it on children)   
o Painkillers (NO CALPOL) (unless the child has a history of migraines/toothache or in other 

exceptional circumstances which must be discussed with the Head teacher and permission given 
on paper) 

o No over the counter medicines will be administered by school staff e.g. Cough medicine or 
Antihistamines  

o Lipsyls/Lip balm – these should only be used by children to treat chapped lips and should be clear 
and unperfumed/unflavoured. 

 
Ingham school will not allow children to use cough sweets in class since the NHS state that there is no 
evidence of benefit to their use; they also pose a choking risk to children. 
 
Please note the school will listen to any unusual circumstances and will act to meet the needs of children so 
please talk to the Head teacher  
 
Managing prescription medicines during the school day 
 
These should only be taken into school where ‘it is detrimental to a child’s health if the medicine were not 
administered during the school day’  
 Medicines will only be accepted if they prescribed by a doctor-dentist or nurse prescriber and contain the 

date, child’s name, doctors name and dosage on the bottle 
 Antibiotics-only those that require four doses a day will be administered by school 
 
Managing prescription medicines during trips 
 A qualified First Aider should always be present on school trips (this will be an additional adult from the 

group leader ) 
 The school will administer travel sickness pills as long as these are in the original box and parents have 

signed their permission   
 If the school staff feel that they are not able to meet a child’s medical needs on a trip they will meet with 

parents and doctors to discuss the issues. 
 Epipens/ Inhallers - It is the duty of class teachers to make sure that Epipens/Inhallers are taken on school 

trips and are available through out the day. The First Aider will carry the Epipen/Inhaller and have the child 
in their group so that the pen and a trained administrator of the medicine is always present.  In the event 
of it being used staff must 
1. Phone for an ambulance-the child and a nominated adult (not the First Aider) will go to the hospital 

with the Ambulance 
2. Contact the school who will contact parents who will be asked to meet the nominated adult at the 

hospital 
 
Parent responsibility 
Parents are asked to: 
 Fill in the Medical Needs information sheet when their child starts school or when an update is requested 
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 Contact the school and arrange a meeting with staff if there is a change in their child’s medical needs 
 Talk to the class teacher or Teaching Assistant when they want the school to administer medicines. They 

will then be asked to fill in the medicine sheet and staff will make sure that the medicine is placed in the 
first aid cupboard. Teaching Assistants will administer the medication. 

 Keep children at home for 48 hours if they have a temperature, rash, an infection (conjunctivitis for 
example) or after being sick/having diarrhoea 

 
Long term or complex medical needs 
The school will meet with parents and make provision for meeting the needs of children with long term or 
complex medical needs. Please arrange to meet the head teacher so that an Individual Health Care Action Plan 
can be put in place. Please see the full policy for details. 
 
Children administering their own medicines 
No child is able to administer their own medicines except for: 
 Inhalers 
 
 
Record Keeping 
 The school asks that parents bring in medicines in their original container, which contains the prescriber’s 

instructions.  We cannot administer the medication without these instructions. 
 Parents are asked to sign form 2 –the school will provide this form 
 Staff will be asked to record the date and time of medicines given on the  form  
 
Safe storage of medicines 
 All medicines must be stored in the First Aid cupboard in the Staff room (or the fridge if required) 
 Staff must read the prescription before administering the medication 
 No member of staff will transfer medicines into another container 
 Children will store their inhalers for easy access as per their individual healthcare plan. This plan will also 

stipulate whether children will carry them outside during good weather 
 Staff should make sure they carry Epipens outside if using the school field or playground 
 Diabetic children will carry around their tester kit and food sources to help them maintain their sugar levels 
 
 
Home school Transport 
 Local Authorities arrange home to school transport and they must make sure that pupils are safe during 

the journey. 
 The school asks that parents who send medication with their child to school hand it to the bus driver and 

ask them to give it to the school OR that they phone to school so that staff are aware that the child has 
medication on them. 

 
Communication 
 Copies are available on request 
 Staff will receive a copy when they begin to work at the school and a copy will be kept in the Medical 

Forms Folder (this is kept in the staff room) 
 
Confidentiality 
 The Head teacher and Staff should treat all medical information confidentially. However parents and the 

Head teacher will decide who should have access to information about a child’s needs. 


