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Administration of Medicine
Ralston Primary School Nursery Class aims to meet the needs of, and provide equal opportunities for all children.  In trying to fulfil this aim, it is accepted that some children may require medication in order that they can continue to attend nursery.  The Head Teacher accepts responsibility for staff giving/supervising children taking medication during the nursery session if the nursery procedures, as specified in this policy statement, are followed.

Parents will be informed of this policy when they register their child in the nursery.  Whenever possible, parents should be responsible for administering medicine to their own child.  If they cannot carry out this duty, then they should ensure that a responsible person is able to carry out this task on their behalf.  If this is a member of staff, parents/carers must provide the nursery with sufficient information about their child’s needs and should be aware of the need to pass information regarding their child’s health to relevant members of staff.

There is no legal requirement upon staff to administer medication.  Staff undertaking duties associated with the administration of medicine do so on a voluntary basis.  If staff follow the nursery procedure, as set out in this policy statement, they are fully covered by the Education Authority’s public liability insurance.
Parents who wish medication to be administered to their child must contact the Head Teacher/Depute Head Teacher to discuss the medication needs of their child.  It may be necessary to liaise with the school nurse or doctor.

Procedure for Administration of Medicine

No child should take any form of medication in nursery without the written permission of the parent/ carer.  Both prescription and non-prescription medicines should be accompanied by Appendix 1.  
· Permission from parents is time limited to 28 days.
· Staff should always read and retain the information leaflet which is supplied when a medicine is dispensed.

· Staff should not give the first dose of a new medicine to a child.  Parents should have already given at least one dose to ensure the child does not have an adverse reaction to the medication.  This does not include emergency medication such as an adrenaline pen. 
· Only medication supplied by the parent/carer, in its original container and box, should be administered to a child.  This should be clearly marked with the child’s name.  
· Medication supplied to the nursery for administration should be checked by the First Aider/Senior Nursery Officer:
· for dispensed and expiry dates

· ensuring that the medication is for a current condition.  

· if not dispensed recently, is still appropriate for use. 

· A second adult should be present when medication is administered

· If a child is administered too much medication or it is administered to the wrong child, NHS 24 will be called immediately and the parents will be informed.  

      If a child refuses or spits out medication, the parents will be informed immediately.

· The nursery should not undertake to dispose of any medication.  Medication no longer required or out of date should be returned to the parents/carers.
Storage of Medication

Medication is stored in a clearly labelled box on a high shelf in the kitchen which is out of reach of children below 25º.  If medication should be stored in a fridge, the medication should be stored in a plastic type box in the kitchen at a temperature between 2° and 8° which should be recorded daily. 
All spoons, syringes, spacers for inhalers etc. are labelled and cleaned appropriately.

Each individual child’s medication should be separate, stored in an individual container and clearly named with the child’s name and date of birth.  

Controlled drugs (like Ritalin and Concerta) must be kept in a locked receptacle which is only opened by the First Aider, HT, DHT or SNO).

Each keyworker is informed of medication needs of all children in the nursery (staff will be reminded about the need for confidentiality).

Record Keeping

· A record is kept of all medicines received by nursery staff and returned to parents.  Parents will be sent a note in the month before the expiry date as a reminder to replace medication.  It is however the responsibility of the parent/carer to ensure medication does not go beyond its expiry date.

· Whenever a child is given medication, it should be recorded on the ‘Administration of Medication’ record (Appendix 2) confirming dosage and time.  Parents will receive a slip confirming dosage and time of medication administered.  Children who require long term medication should have an individual record sheet.  It is not necessary to send home a confirmation note in these cases.

· If medication is given on a ‘when required’ basis, staff must know the symptoms it has been prescribed for and that these are recorded in the child’s plan.  The reasons for administering it must be recorded e.g wheezing, sneezing. 

When a child has long term medical needs, a written set of procedures will be drawn up for the child (See Appendix 3 and 4) and recorded in the child’s care plan.
Children with diabetes, a severe nut allergy, severe asthma etc. will have a Care Plan displayed discretely in each playroom, kitchen and office containing relevant details needed to deal with an emergency situation relating to the individual child’s condition.

Consent forms will be reviewed at the start of each new term to check medication is still required, is in date and that the dose has not changed. 

Management of Fevers

In children, a temperature of over 37.5° is a fever.  If a child is hot, flushed and feeling unwell, the parent should be contacted.

In the event of an emergency, the emergency services must be contacted immediately.  A member of the SMT will ensure that the emergency vehicle has ready access to the nursery.
Staff Training

Where appropriate, medical staff will visit the nursery and provide appropriate training and advice to staff for particular children with specific needs.  

A First Aider is fully trained and certificate is updated every three years. 

Parents will be informed of the policy annually in the first newsletter of the year.

In following the procedures set out above the school staff will take full account of the Scottish Executive document “The Administration of Medicines in Schools”.
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