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1  Rationale
This policy ensures that all medication is administered, stored and managed safely, in line with the Scottish Government guidance Supporting Children and Young People with Healthcare Needs in Schools (2017) and Glasgow City Council Management Circular 97. Some children need short-term medication such as antibiotics, some live with long-term conditions such as asthma, diabetes or epilepsy, and some require emergency treatment.
Parents and carers hold primary responsibility for their child’s health and must give the school up-to-date information about medical conditions and treatment. School staff are not legally required to administer medication, but designated staff may do so voluntarily once they have received appropriate training and clear procedures are in place. We work in partnership with families and health colleagues to support healthcare needs and promote inclusion.
2  Aims
We aim to provide safe, consistent procedures for administering, storing and recording medication; to be clear about the roles of parents and carers, school staff and health professionals; to ensure documentation is complete, secure and available when needed; and to protect children’s dignity, safety and wellbeing while supporting full access to education.
3  Before medication is held in school
Parents and carers must complete the GCC/MC97 medical consent form, and an Individual Healthcare Plan where the need is ongoing or complex, before any medication is held or given. They must provide written information about the medication and tell the school immediately about any change to dosage, timing or treatment.
Medicine must arrive in its original, labelled container showing the pupil’s name, the medication, the dosage, the frequency, the expiry date and any storage instructions. A copy or record of the pharmacy label is kept with the consent documentation.
Parents and carers must have given at least one dose at home and observed the child for any adverse reaction before school staff administer it. They should record the time and dose of the last dose given at home when handing medication over. Wherever possible medication should be given at home outwith school hours; only doses genuinely required during the school day are given in school.
	Consent to administer specific medication is reviewed at least termly, and whenever a prescription changes. Individual Healthcare Plans are reviewed at least annually, or sooner if needs change. Medical information is obtained on entry to school and updated annually.



4  Storage and records
Medication is stored safely out of reach of pupils but easily accessible to staff, in a cool dry place below 25°C, or in a clearly marked lidded container in a staff-only fridge where refrigeration is required. Each pupil’s medication is kept in an individually labelled container, and measuring spoons, syringes and spacers are individually labelled and cleaned appropriately. Expiry dates, including “use within X days of opening” instructions, are recorded on the school office Glow calendar.
Completed paperwork is stored in confidential medical files in a secure location, with key information available in class medical overviews, paper or digital, in line with UK GDPR. Administration records are kept with the medication so they are available in an emergency, and centrally for monitoring and audit. Medical information is shared with staff only on a need-to-know basis and with parental consent; students, volunteers and visitors are informed only where this is necessary for a pupil’s safety.
5  Giving medication
Before every dose, staff must check:
1. The pupil’s name and date of birth.
1. The written instructions from the parent or doctor, against the pharmacy label.
1. The medication and the prescribed dose.
1. The time or occasion for administration, and the time the last dose was given.
1. The expiry date.
Wherever possible, two members of staff should be present to check and witness administration. A written record is completed immediately afterwards giving the date, time, dose, staff signatures and any observations or concerns.
6  Errors, adverse reactions and emergencies
	In the event of an error, an adverse reaction or an emergency, staff follow the pupil’s Individual Healthcare Plan and emergency protocol, and contact NHS 24 or the ambulance service and the parent or carer without delay.
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