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TAT TENHALL PARK PRIMARY SCHOOL

We respect, we enjoy, we believe.

ADMINIS TRA TION OF
MEDICATION AT SCHOOL
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We strive to ensure compliance with the relevant legislation and guidance in Health
Guidance for Schools with regard to procedures for supporting children with medical
requirements, including managing medicines. Responsibility for all administration of
medicines at is held by the headteacher but delegated to our administrative staff.

All medical information is treated confidentially by the responsible manager and
staff. All administration of medicines is arranged and managed in accordance with
the Health Guidance for Schools document. All staff have a duty of care to follow and
co-operate with the requirements of this policy.

Aims and Objectives
Our administration of medicine requirements are achieved by establishing principles
for safe practice in the management and administration of:

e prescribed medicines

e non-prescribed medicines
e maintenance drugs

e emergency medicine

e provide clear guidance to all staff on the administration of medicines

¢ ensure that there are sufficient numbers of appropriately trained staff to
manage and administer medicines

e ensure that there are suitable and sufficient facilities and equipment
available to aid the safe management and administration of medicines

e ensure the above provisions are clear and shared with all who may require
them

e ensure that this policy is reviewed periodically or following any significant
change which may affect the management or administration of medicines

Administration of Medicines

The administration of medicines is the overall responsibility of parents/carers. The
headteacher is responsible for ensuring children are supported with their medical
needs whilst on site, and this may include managing medicines where appropriate
and agreed with parents/carers.

Prescribed medicines

It is our policy to manage prescribed medicines (eg. antibiotics, inhalers) where
appropriate following consultation and agreement with, and written consent from,
the parents/carers.

Non-prescribed medicines
Non-prescribed medicines will only be administered in exceptional circumstances at
the discretion of the headteacher, or the deputy headteacher in her absence.

Maintenance drugs
It is our policy to manage the administration of maintenance drugs (eg. Insulin) as
appropriate following consultation and agreement with, and written consent from



parents/carers. On such occasions, a health care plan is in place for the child
concerned

Non-Routine Administration (Emergency medicine)
We manage the administration of emergency medicines such as:

e injections of adrenaline for acute allergic reactions

e rectal diazepam for major fits

e injections of Glucagan for diabetic hypoglycaemia
In all cases, professional training and guidance from an appropriate source will be
received before commitment to such administration is accepted

Procedure for Administration

When deciding upon the administration of medicine needs for children we discuss
this with the parents/carers concerned and make reasonable decisions about the
level of care required. Any child required to have medicines will have an
‘administration of medicines/treatment’ consent form completed by the
parent/carer and kept on file.

Individual health care plans are completed for children where required and reviewed
periodically in discussion with the parents/carers to ensure their continuous
suitability.

All administration of medicines is recorded. If a child refuses to take medication,
parents/carers are informed at the earliest available opportunity.

Schedule Two Drugs

These drugs, which include Ritalin, are governed by the Misuse of Drugs Act and are
kept in a locked cupboard which conforms to the legislation. It is kept locked at all
times except when being accessed for storage or administration of medicine. Keys
are kept to a minimum and are held only by our Office administrators.

A register of controlled (schedule two) drugs is kept which records:

e medication provided

¢ medication administered

e the name of the person for whom they were supplied.

e the name and quantity of the drug/medication supplied

e the amount administered each time and the amount left each time.

e the type of medication i.e. tablet/liquid and expiry date.

e two signatures for each dose of medicine given.

e two signatures for each time the medications are counted and checked. This
is done once a week. The second signature is a witness.

Register entries are made in ink and in chronological order.

This register is kept for at least two years from the last entry made.

All pupils with ongoing medical needs have a care plan. This includes pupils with
diabetes, Epipen, heart problems, epilepsy and very severe asthma.



Contacting the Emergency Services

When a medical condition causes the child to become ill and/or requires emergency
administration of medicines, then an ambulance will be summoned at the earliest
opportunity and parents/carers informed to accompany the pupil to the hospital if at
all possible.

Training

Where staff are required to carry out non-routine, more specialised administration
of medicines or emergency treatment to children, appropriate professional training
and guidance from a competent source is sought before commitment to such
administration is accepted.

Storage

The storage of medicines is the overall responsibility of the headteacher who
ensures that arrangements are in place to store medicines safely. Secure storage is
situated in the headteacher’s office.

The storage of medicines is undertaken in accordance with product instructions and
in the original container in which the medicine was dispensed.

It is the responsibility of all staff to ensure that the received medicine container is
clearly labelled with the name of the child, the name and dose of the medicine and
the frequency of administration.

It is the responsibility of the parents/carers to provide medicine that is in date. This
should be agreed with the parents/carers at the time of acceptance of on-site
administration responsibilities.

Disposal of Medicines

It is the responsibility of the parents/carers to ensure that all medicines no longer
required, including those which have date-expired, are returned to a pharmacy for
safe disposal.

‘Sharps boxes’ are always be used for the disposal of needles. Collection and disposal
of the boxes is arranged as appropriate.



APPENDIX 1

TATTENHALL PARK PRIMARY SCHOOL

In the event that you are unable to come into school to administer medication yourself, as a last
resort you can request the school to give medication at the discretion of the class teacher.

Dear Headteacher

| FEQUEST TNAT .ttt ettt e ebe st n b enes (full name of pupil) be given
the following medicine(s) while at school. | confirm it is not possible to amend timings to allow
the medicine to be given out of school hours.

Name of MediCiNe: e s e e e r e en e sre e
DUration Of COUISE: et ste st s et et as e et ste e bes et aseseseste st nnen
DOSE Prescribed: et e e r b e e ne sre e nean
Date Prescribed: ettt she e e e r s et sae et nean
TIMe(S) O DE BIVEN: e e et s e r e st e et eaeeees
The above medication has been prescribed by the family doctor or hospital doctor. It is clearly
labelled indicating contents, dosage and child’s name in FULL.

| understand that the medicine must be delivered to the school and collected by me or the
under-mentioned responsible adult. UNDER NO CIRCUMSTANCES MUST THE CHILDREN BRING
MEDICNES INTO SCHOOL

and accept that this is a service which the school is not obliged to undertake and also agree to
inform the school of any change in dosage immedicately.

SIBNEA: e e bbb et st sttt st b eten
(Parent/Guardian)

CoNntact TEIEPNONE NO: ottt et se e st s e st e sa et s sebeneeeen
AArESS: e et bbb e s e ae et eae e e nenes
DAt e e e e e e s s
Notes to Parents:

1 Medication will not be accepted by the school unless this form is completed and
signed by the Parent or Legal Guardian of the child and that he administration of the
medicine is agreed by the Headteacher.

2 This agreement will be reviewed on a termly basis

3 The Governors and Headteacher reserve the right to withdraw this service.

Agreement of Staff Member:

| agree to administer the above.

NaME: e e s
Date: e b e



School
Asthma Card

To be filled in by the parent/carer

What signs can indicate that your child is having an asthma attack?

Dioes your child tell youwhen he/she needs medicine?

Child's name | | [Jves [ no
| Dioes your child need help taking his/her asthma medicines?
steartetn [ ] [ ] [ ] (e e
Address | | :::hﬁ:‘griof;smeg;:hild'shiggerﬁﬂhir@ that make their
| I:‘ Pollen I:‘ Stress
ﬁ:ﬂ' : | |:| Exercise |:| Weather
El'elephum— | | I:l |:|
ome Cold/flu Air pollution
elephone - .
mabi
. bile | | If other please list
Email | |
Doctor/nurse’s |
nams
Doctor/nurse's | . o
telephone Droes your child need to take any other asthma medicines

This card is for your child’s school. Review the card at least
once a year and remember to update or exchange it for
anew one if your child’s treatment changes during the
year. Medicines and spacers should be clearly labelled with
your child's name and kept in agreement with the school’s
policy:

Reliever treatment when needed

For shartness of breath, sudden tightness in the chest,
wheeze or cough, help or allow my child to taks the
medicines below. After treatment and as soon as they feel
better they can return to normal activity.

Medicine Parent/carer’s signature

If the school holds a central reliever inhaler and spacer
fiar use in emergencies, | give permission for my child to
use this

Parent/carer’s signature Date

Lo) o] L]
Expiry dates of medicines
Medicine | Expiry | Datechecked | Parent/fcarer’s signature
Parent/carer’s signature Date

Lol o] Lo

wihile in the school's care?

[[Jwes [ Jne

Ifyes please describe below

Medicine How much and when taken
Dates card checked

Date MName Job title Signature [ Stamp

To be completed by the GP practice

What todoif a childis
having an asthma attack

€ Hel p them sit up straight and keep calm.
) Help them take one puff of their reliever inhaler usually blue)
every 30-80 seconds, up tea maximum of 10 puffs.

€ Call 999 for an ambulance if:

# their symptoms get worse while they're using their inhaler -
thiz could be a cough, breathlessness, wheeze, tight chest or
sometimes a child will say they have a "tummy ache’

» they don't feel better after 10 puffs

* you're worried at any time.

€)You can repeat step 2 if the ambulance is taking longer than

15 minutes.
{9am - Spm; Mon - Fri)

Heaith & care -
srﬂml:ﬂm -
,__‘_f:'__‘:"l @ www.asthma.org.uk

03013 Aatima UK. Rogiviorod chary nember in Caglane ondvWaios S0 7364 and In Scotland SO0OVIEE

Any asthma questions?

Call our frisndly helpline nurses

0300 222 5800




