
Holy Family Nursery Class
Administration of Medication Policy
This document has been written in line with the Administration of medicines in education establishments Guidelines 2018. NHSL/NLC/SLC.

Parents have the prime responsibility for their child’s health and thus are responsible for making sure that their child is well enough to attend nursery. They are expected to keep their children at home, or make other arrangements for their care, when they are acutely unwell. However, sometimes children are well enough to be in school but still require prescribed medication. It is the responsibility of the Head Teacher to ensure all staff adhere to the administration of medicines in education guidelines.

Who can administer medication?

The administration of medication is a voluntary role for staff, unless it is part of their contract of employment. However, as the nursery owes a duty of care to its children, staff are expected to assist a child, provided they can do so without putting themselves at undue risk. Staff must complete Form One, Part Two, to agree to the administration of medication. This form must be given to parents.

Dealing with medicines safely

Medication should only be permitted in nursery when the child’s doctor deems it essential. No medication will be administered unless Administration of Medicines in Education – Form One, Part One – Parental request has been completed by the parents or carers. Parents/carers must also provide all relevant information relating to the child’s medical condition if staff are to support them in nursery. 
Requests for administration of medicines should be completed when new medication has been prescribed and should be renewed at the start of each academic year.

Wherever, possible, children should be enabled to administer their own medication, but this should be under a level of supervision appropriate to the individual child. If children refuse to take their medication, staff should not force them to do so, but should inform the child’s parents/carers as a matter of urgency. If refusal to take medication could result in a medical crisis, then the parents or ambulance service should be summoned immediately, as appropriate.

Medicines should only be administered by a volunteer member of staff who has been formally authorised to do so by the Head Teacher. Where special techniques are required to administer medication, such as the use of an Epi-pen, it is essential that staff are given appropriate training and re-training and sufficient staff should be trained to allow for periods of sickness absence etc. to be covered. All staff training should be recorded.

Schools must provide staff with suitable protective equipment such as disposable gloves or a sharps disposal box where this is required.

Dealing with medication in school and nursery

Appropriate secure storage for medicines must be arranged and records of medicines received and administered must be kept. These will be kept in the office in a locked cupboard and in a locked cupboard in the nursery.

Medication will only be administered if parents/carers provide in their original manufacturer’s packaging or else in a pharmacy dispensed container or box, with dispensing label. 

Emergency medication should accompany the child. Any other medication brought into the nursery should be handed to the child’s keyworker so that it can be stored securely until required.

All new medication should be brought to the child’s keyworker in the first instance where the details will be recorded and checked.

The parents/carers must be informed that it is their responsibility to promptly inform the school of any changes to the medication or administration. Parents/carers must also maintain an up to date supply of the medication to the school or nursery. Parents/carers must complete Form One – Part One, Parental request for education establishments to record the details of medication required.

A record of any medication given to children, and the staff involved, is kept in a locked cupboard in the nursery. Records will offer protection to staff as they provide proof that staff have followed the agreed procedures.
Staff volunteers who are administering the medication must complete Form Two – Part One. 

Parents/carers must identify the circumstances in which the medication should be administered and this should be made explicit on Form One – Part One.

Educational establishments are responsible for ensuring that medicines are both administered and stored safely on the premises.

All medications should be stored in its own container which is clearly labelled with the child’s name. Where a child needs two or more prescribed medicines, each should be stored in a separate and appropriately labelled container.
A few medicines, which need to be used regularly or in an emergency, such as that contained in asthma inhalers, must always be readily available to children and therefore cannot be locked away.

There is also a need to refrigerate some medication. These can be kept in a refrigerator containing food, but should be in a clearly labelled, separate, airtight container to avoid contamination from food etc. access to a refrigerator holding medication must be restricted to two members of staff. The fridge in the office should be used for this purpose and should be kept at between 2 – 8 degrees. This should be checked using a thermometer.

Children must never take or have administered, medication which has been prescribed for another child. This includes the use of asthma inhalers. 

Staff members should never administer the first dose of medication. This should ALWAYS be done by the parent/carer.

A note of all medication should be recorded on Form One – Part Two. A copy of this must be kept for the records.

Administering prescribed medication

All medication should be reviewed every 28 days to ensure that it is still in date and required by the child.

Staff administering or overseeing the administration of medication in education must ensure:

· They follow the instructions on the label and/or patient information

· That they are giving the right medicine to the right child at the right time

· The correct dosage is given in the correct manner and recorded on Form Two
· They are aware of any side effects as detailed in patient information leaflet (if in doubt, information is available from NHS staff)

· The medication has been stored and handled as per the label or other instruction

· A signed record is completed each time medication is given to any child on Form Two
· It should be noted that medicines can react with some foods and drinks. Education staff should not add medicines to food or drink unless instructed to do so by healthcare professionals

· New medicines have been administered for the first time before they are sent into the nursery. This is to ensure that any potential side effects or reactions are known in advance.

It is good practice to have the dosage and administration witnessed by a second adult.

Non Prescribed Medication

School or Nursery will not administer any non-prescribed medication, whether or not is has been authorised by the child’s parent or carer.

Long term administration of prescribed medication

Where the administration of medication is more complex or children require emergency medication this will be detailed in an individual healthcare plan. Information on health care plans are available in the ‘Healthcare Needs in Education’ guidance within the Framework for inclusion and Equality/Policy into Practice. Health care plans will always be created by a health care professional. Any changes to medication which have been included in a healthcare plan can only be accepted from a healthcare professional.

Where children require ongoing medication but do not have an individual healthcare plan, locally agreed management arrangements may be required. For those children, it is good practice to record healthcare needs and interventions on the Medical Information Sheet. This will be in conjunction with the child’s network of support and shared with staff to ensure appropriate supports are in place e.g. Appendix 1 of ‘Healthcare needs in Education’ guidance.

Where an emergency salbutamol inhaler or adrenaline auto injector has been prescribed for a child, this will either carried by the child or held by the establishment. It is also good practice to store an emergency backup device. Parents/carers are asked to provide this additional device. Educational establishments can contact the school nursing team if any issues are encountered by the parents/carers when requesting the additional device.
It is good practice to maintain a register of children with asthma or who have been prescribed with a salbutamol inhaler or adrenaline auto-jecter. This will aid in the identification of those who need support with this condition.

First aiders – Nursery – Mrs Mairi McGowan

All staff should be aware of who the first aiders are and the procedures to summon them.
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