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Administration of medicines policy 
 
This policy sets out the steps the school will take to ensure full access for all children who 
require medication. 
Children with medical needs have the same rights of admission to our school as other 
children. Most children at some point will have short-term medical needs, while other 
children may require medicines on a long-term basis. 
 
Aims 

 To explain our procedure for managing prescribed medicines which may need to be 
taken during the school day. 

 To outline the roles and responsibilities of school staff. 

  
There is no legal duty that requires any member of staff to administer medicines.  
STAFF WILL NOT FORCE ANY CHILD TO TAKE MEDICATION IF THEY REFUSE TO DO 
SO, PARENTS WILL BE INFORMED AS SOON AS IS REASONABLY POSSIBLE 
 
Prescribed medicines 

 Medicines will only be administered at school when it would be detrimental to a 
child’s health or school attendance not to do so. 

 Only prescribed medicines will be administered that are in date, labelled, provided in 
original container as dispensed by the pharmacist and include instructions for 
administration, dosage and storage. Whenever possible medicines should be 
prescribed in dose frequencies which enable them to be taken outside school hours.  

 Children under 16 will not be given medicine containing aspirin unless prescribed by 
a doctor. 

 Medication for pain relief will only be given when school has been informed about the 
dosage and time of previous dose. 

 Any medication no longer required will be returned to the parent to arrange for safe 
disposal. 

 All medicines will be stored securely in the First Aid Room that is easily accessible. 

 School staff may administer controlled drugs to the child whom they have been 
prescribed to, in accordance with the prescribers instructions. 

 Records of all medication administered to a child will be recorded and any side 
effects will be noted. 

 Any controlled drugs held by the school will be stored securely that only named staff 
will have access to, a record of amount of drug held in school, amount used when 
and by whom will be kept. 

 All Health Care Plans and medical information is stored in one central datafile held by 
a qualified first aider. 

 
Allergies 
Children who have severe allergies (such as a nut allergy) and need epipen medication, will 
have their medication close to hand at all times. 

 Additional epipens will be stored in an unlocked cupboard in the First Aid Room. 

 All staff will be made aware of the identity of the child who suffers from anaphylaxis 
via the Individual Healthcare Plan which is displayed on the medical board in the 
staffroom and includes a photograph of the child. 
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Guidelines for managing Asthma 

 If school staff are assisting children with their inhalers a consent form from the 
parent/carer needs to be in place. 

 Inhalers should be readily available for when children need them.  Pupils in Y3 and 
above should be encouraged to carry their own inhaler, it should be clearly labelled 
with the child’s name and stored within the classroom in a readily accessible safe 
place. 

 It would be helpful if parent/carer could supply a spare inhaler to be stored in school.  
This inhaler must have an expiry date beyond the end of the school year and will be 
returned or disposed of when school closes for the summer break. 

 Parent/carer is responsible for renewing out of date and empty inhalers 

 
Roles and responsibilities 
 
Parent/Carer 

 Supply sufficient information about their child’s medical need if treatment or special 
care is required. 

 Must deliver all medicines to a member of staff. 

 Must complete and sign a request for Administration of Medicine Form. 

 Must keep staff informed of changes to prescribed medicines. 

 Keep all medicines in date- particularly emergency medication such as inhalers and 
epipens. 
 

Headteacher 

 To ensure the school’s policy on administering medicines is implemented. 

 To ensure staff volunteering to administer medicines to specific pupils receive 
appropriate support and training. 

 To ensure parents are aware of the schools medicine administration policy. 

 To ensure that medicines are stored correctly. 

 
Confidentiality 
The Headteacher and staff will treat all medical information confidentially. 
 
Staff training 
Staff with responsibility for administering medicines will have appropriate training to be able 
to carry out the role responsibly. 
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