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Administration of Medication Policy
The United Nations Convention on the Rights of the Child (CRC) is at the heart of our school’s planning, policies, practice and ethos. As a rights-respecting school we not only teach about children’s rights but also model rights and respect in all relationships
Administration of Medication Policy
The Disability Discrimination Act requires schools to make reasonable adjustments to cater for the needs of children with disabilities. This includes children on long-term and even short-term medication.

This Policy is to ensure that children with medical needs are properly cared for and supported while at school.
It is essential that all parents, not just those who have children with medical needs, understand our policy and what we are able to take to take responsibility for. The main points are: 

· Procedures for managing prescription medicines on trips and outgoings.

· Roles and responsibilities of staff managing and supervising the administration of medication.

· Responsibilities of parents in respect of their child’s medical needs.

· The need for prior written agreement from parents before medicines can be administered.

· The circumstances in which non-prescription medicines can be administered.

· Policy on assisting children carrying and administering their own medication.

· Staff training.

· Record keeping. 

· Safe storage.

· Access to emergency procedures.

· Risk assessment and management procedures.



Managing medicines in school

We will endeavour to administer prescription or non-prescription medication, whether the need is long term or short term, but request the following procedures for managing medication while it is on school premises and while we have a duty of care for the child. This covers:

· Supply (by parents)

· Storage

· Administration 

· Disposal

If a child has diabetes, the staff will receive training form a specialist nurse and will follow procedures set out in the child’s Individual Healthcare Plan (IHCP).
Supply

Before giving medication to any child we must have written agreement from the parents available on the school website and at the end of this policy.. This agreement must include the child’s name, the name of the medication, the required dose and agreed time of administration. It must also be clear whether the medication is ongoing or to be taken up until a particular date. Any possible side effects need to be listed and / or the information leaflet that is normally supplied by the manufacturer made available.

Parents should bring the medicine into school and hand it to the class teacher. It is absolutely essential that we only accept medication that is an original labelled container.

The class teacher receiving the medicine will check that the label indicates the name of the child, that the dose parents have stipulated coincides with that detailed on the label and that the medicine is  ‘in date’. Where the medicine is in tablet or capsule form, they will check the number provide

Storage

Medicine can be classed as substances hazardous to health and are therefore stored securely. We are aware that some need to be stored at particular temperatures or away from light. This information must be on the medicine label and in the manufacturer’s information leaflet. Most medicines will be kept in a locked cupboard. If medicine needs to be kept cool, then it will be placed in a fridge in the staffroom where children cannot freely access it. Otherwise medicines will be stored safely.

Some emergency medication such as adrenaline pens (for children who suffer from allergies) and asthma inhalers will not be locked away as children need quick access to these but will be stored safely.
All staff should receive training on the use of the epipen. They are also informed of procedures in an emergency. An appropriate task achievement is complete for its use. It is not part of a teacher’s statutory duties but we endeavour to accommodate. In some circumstances administration could be delegated to a support assistant. In the absence of the teacher or support assistant the headteacher, deputy head or other teacher will administer (e.g. administering adrenaline pens) having received training from health professionals working with the school/child.
Administration
As a general guideline before administering medication to a child, the member of staff will:

· Wash their hands

· Ensure that a drink is available if appropriate (some tablets can irritate and damage the throat and oesophagus if administered without a drink)

· Check the label on the medication: name of child, dose, route of administration (e.g. by mouth, into ear/eye, rubbed on the skin), any special instructions and expiry date.
It is the responsibility of parents to ensure the medication date has not expired. If there is any doubt about any procedure staff should not administer, but seek advice from parents or health professionals.

If a child refuses the medication, they will not be forced. Staff will try to encourage them or perhaps get someone else to try. Under no circumstances will we attempt to hide the medicine in food or drink, unless we have written permission from parents to do so.

Our Responsibility for administering medicines 
We consider it poor practice to give medicines covertly, although in the rare cases where the health professionals judge that it is in the child’s interests to do so, this will be acceptable. Some children do find tablets difficult to swallow so may be given them, with their full knowledge, in, for example, a spoonful of jam. In these circumstances parents must give written instructions. As some medicines can react with certain foods it is advisable that they have sought advice from their pharmacist that this procedure is acceptable.
Occasionally mistakes will happen. In most cases, whether it is a missed dose or a medicine given in error there will be no harm done. Parents should be contacted and the mistake explained to them. In case of a missed dose, it may be possible to give it at a later time. Where a dose has been given in error, it is important that the child is monitored for any reactions and medical advice will be sough if we are in any way concerned.

Disposal
Tablets and capsules are occasionally dropped on the floor or spat out. In these cases the tablets will be placed in a labelled envelope and returned to the parents. In no circumstances will it be flushed down the toilet or thrown in the bin.
When a child leaves the school, ceases to need medication or if a medicine has passed its expiry date, any that is unused will be returned to the parents. If this is not possible we will take it to a pharmacist for disposal.

	Further information
The DFES and Department of Health have jointly produced, Managing medicines in Schools and Early Years Settings, which can be downloaded from:
www.teachernet.gov.uk/wholeschool/healthandsafety


	Policy Adoption

	Date of Review by Governing Body: 

	Date Endorsed and ratified by Full Governing Body: 

	Chair of Governors Signature:


[image: image2.jpg]


APPENDIX
Cytundeb i rieni sy’n caniatai i’r ysgol/lleoliad weinyddu meddyginiaeth

Parental agreement for school/setting to administer medicine
Ni fydd yr ysgol/lleoliad yn rhoi meddyginiaeth i’ch plentyn ONI BAI eich bod wedi cwblhau ac arwyddo’r isod yn unol a pholisi’r ysgol o weinyddu meddygyniaeth.

The school/setting will not give your child medicine UNLESS you complete and sign this form in accordance with the school policy that staff can administer medicine.

Enw’r rhiant:

Name of : ______________________________________

Enw’r plentyn:

Name of child: ______________________________________

Dyddiad Geni:

Date of Birth: __________________________________

Dosbarth:

Class: ____________________________________________

Cyflwr Meddygol:

Medical Condition: ________________________________________

Moddion/Medicine

Noder: Mae’n rhaid i feddyginiaethau fod yn y cynhwysedd gwreiddiol fel y’u gweinyddwyd gan y feryllfa.

Note: Medicines must be in the original containers as dispensed by the pharmacy.

Enw a math o feddyginiaeth (fel a nodir ar y cynhwysydd):

Name and type of medicine (as described on the container):

______________________________________________________________
Dyddiad dosbarthu:

Date dispensed: _______________________________

Dyddiad dod i ben:

Expiry date: _______________________________________

Dyddiad adolygu gweinyddiad gan (enw aelod o staff):

Agreed review date to be initiated by (name of member of staff):

_________________________________________________________
Manylion y dôs:

Dosage and method: ________________________________________

Amseriad y dôs:

Timing: ___________________________________________________

Camau gweithredu arbenning:

Special precautions: ________________________________________

__________________________________________________________
__________________________________________________________
Sgil effeithiau:

Any known side effects: _____________________________________

Hunan weinyddu:

Self administration:

Ie/Yes


Na/No
Camau gweithredu mewn argyfwng:

Procedures in an emergency: ______________________________________

Manylion Cyswllt/Contact Details

Enw:

Name: ________________________________________________________

Perthynas:

Relationship: ___________________________________________________

Rhif Ffôn:

Telephone Number: _____________________________________________

Deallaf bod rhaid i mi roi’r feddyginiaeth i ___________________ [aelod o staff cytûn] a deallaf bod hyn yn wasanaeth nad oes rhaid i’r ysgol/lleoliad i ymgymryd â. Deallaf bod rhaid i mi hysbysebu’r ysgol/lleoliad o unrhyw newidiadau yn ysgrifenedig.

I understand that I must deliver the medicine personally to ______________ [agreed member of staff] and accept that this is a service that the school/setting is not obliged to undertake. I understand that I must notify the school/setting of any changes in writing.

Dyddiad:

Date: ___________________________________

Llofnod:

Signature: _______________________________________

Enw wedi ei argraffu:

Print name: ___________________________________________

Perthynas â’r plentyn:

Relationship to child: __________________________________________
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