Sandwick ELC – Administration of Medication

Aims

· [image: UUK POWERPOINT TEMPLATE]To promote the health and wellbeing of children. Ensuring that children who require medication while in the nursery receive it safely and appropriately. 
· To ensure a shared understanding and confidence and competence of staff in the safe administration of medication. By setting out clear steps for administration of medication and ensuring clarity of staff roles and responsibilities. 
· To ensure that Article 24 from The United Nations Convention of the Rights of the Child (1989) is adhered to at Sandwick ELC.
· [image: Wellbeing in OSC]The SHANARRI wellbeing indicators form the foundation of the Getting It Right for Every Child (GIRFEC) approach. A medication administration policy and procedure directly aids many of these wellbeing indicators by ensuring that children’s health needs are met in a safe, caring, and consistent way.

Context within National Guidance and Policy: 

This policy and procedure has been created with close reference to the following national guidance and policy:
United Nations Convention on the Rights of the Child, 1989  
https://www.unicef.org.uk/what-we-do/un-convention-child-rights/ 

“Children and Young People (Scotland) Act 2014 Early Learning and Childcare” – Scottish Government (2014)
Children and Young People (Scotland) Act 2014 | Together Scotland

Care Inspectorate, 2024, “Management of medication in daycare of children and childminding services” 
Management-of-medication-in-daycare-of-children-and-childminding-services_dec-2024.pdf 

Scottish Government, 2017, “Health and Social Care Standards: My support, my life”
Health and Social Care Standards: my support, my life - gov.scot (www.gov.scot)

Health Protection Scotland, 2018, “Infection Prevention and Control in Childcare Settings 
https://www.hps.scot.nhs.uk/resourcedocument.aspx?id=6606 
Wellbeing (SHANARRI) Getting it Right for Every Child Wellbeing (SHANARRI) - Getting it right for every child (GIRFEC) - gov.scot


Introduction 

Sandwick ELC is committed to promoting the health, safety, and wellbeing of all children in our care. We recognise that some children may require medication while attending the nursery, either for ongoing medical conditions or short-term illnesses. This policy outlines our procedures for the safe storage, administration, and recording of medication, ensuring that all practices are carried out in accordance with legal requirements and recognised best practice.
In line with The Social Care and Social Work Improvement Scotland (Requirements for Care Services) Regulations 2011, states that providers ‘must make proper provisions for the health, welfare and safety of service users.’
We are also guided by the Health and Social Care Standards, which state: ‘1.24 Any treatment or intervention that I experience is safe and effective. 4.11 I experience high quality care and support based on relevant evidence, guidance, and best practice.’
Our aim is to ensure that all medication is handled safely and responsibly by trained staff, in partnership with parents and carers. This includes obtaining written consent, following individual care plans, and maintaining accurate records of all medication administered.
By following this policy, we seek to protect children from harm, support their individual health needs, and provide a safe and nurturing environment where every child can thrive and reach their full potential.








Detailed Procedure

Sharing of Medical Information & Personal Planning

As per Care Inspectorate, 2024, “Management of medication in daycare of children and childminding services” guidance, it is a legal responsibility to gather relevant information related to the child’s health to inform any relevant personal plan assessments. At Sandwick ELC we will use enrolment as an opportunity to do this and ensure personal plans detail medical needs, any medication needs, individual care plans and rescue medication plans. The Sandwick ELC manager will ensure that staff training needs are met and kept up-to-date as per quality assurance calendar.

Provision of Medicines

Where it is considered that medication will need to be administered in the service by staff, medication should be supplied by the parents/carers to the service in its original purchased/ dispensed packaging, including any patient information leaflet supplied with the medication. This would apply to both prescribed and non-prescribed medication.

Parents or carers who feel the need for their children to have a particular non-prescribed medicine can bring this into the service. Non-prescribed medication can be purchased over the counter at a pharmacy or supermarket by a person with legal responsibility, and this is then given to the service to administer to their child.

The retention of a stock of non-prescribed medicines for the ‘communal’ use of all children who attend the service will not take place.


Storage of Medication

Medication will be supplied to the service in its original container and be clearly identified with the child’s name and accompanying patient information leaflet, including instructions on how to store the medicine. Medicine will be stored safely in a high cupboard below 25°C. Each child’s medication will be kept separate and distinct from the medication of other children to prevent mix-ups. Medicine may need to be stored in a fridge at a temperature between 2°C - 8°C. When this is required, it will be kept in a labelled container in a fridge which is out of reach of children.
Controlled drugs must be kept in a locked receptacle and only opened or accessed by authorised people.  Rescue medicines like inhalers or adrenaline injections will be stored securely out of reach of children and any others who may gain unauthorised access. These will be located in the ELC Medication Cupboard so they are readily accessible to ELC staff when required. 
Any child requiring rescue medications will not be accepted to start in the setting until this is in place which includes any individual care plans.    
Medicine spoons and oral syringes will be cleaned after use and stored with the child’s medication. Spacers for inhalers will be cleaned as described by the manufacturer’s product information to ensure that they continue to work effectively. Medication will be regularly checked to ensure that expiry dates have not past. Medication review will happen termly by staff and parents/carers, this includes noting the expiry date and will be signed on medication review form which is stored with the medication. 

Sharing Administration of Medication Information

At “drop off” time, parents/carers will verbally inform ELC staff if the child has received the medication at home, when it was administered and how much was given to ensure the correct dosage instructions are being followed. This will be recorded by ELC staff.
At “pick up”, ELC staff will verbally inform the person collecting the child when and why any medication has been administered in the service that day. Information should be recorded on the child’s medication record.


Authorisation to Administer

If medicine is to be administered to a child, the authorisation for this must come from the person with parental responsibility.  Consent to administer each medication will be obtained in writing via Parental Medication Permission Form available at school office on receipt of the medicine and will be for a mutually agreed time limit, dependent on the condition the medication is to treat.  Please note, first dosage must be administered at home. This authorisation will also cover the reason for giving the medicine, how much is to be given, when and under what conditions.   

This form will be updated regularly and a new form will be completed for each new medication required by the child. Parents will inform the setting if the child stops taking medication.

If there is any confusion or difference between the dosage instruction from the parents/carers and that found on the product/patient information leaflet or dispensing label, the service should seek advice from their local pharmacist or GP’s surgery as soon as possible.  Any advice from the pharmacist or GP should be documented.  
All consent will be reviewed and checks undertaken to establish that medication is still required, and that the dose has not changed, every three months or at the start of a new term.  When medication is no longer required, this should be returned to the parent for disposal and the child’s medication record will be updated to reflect this.

Record Keeping & Informing Parents/Carers

Any medication administered to a child must be recorded appropriately through the use of the relevant documentation, Administration of Medication form (Appendix 2). All relevant information regarding medical conditions must be discussed with parents/carers and recorded in the child’s Personal Plan.

ELC staff will ensure that an accurate, up to date record is retained detailing medication stored on the premises for the use by children who attend the service – this will include medicines received into the service, medicines administered, and medicines returned to parents.  

Administration and Return of Medicines

Medication must not be administered unless it is in its original container and clearly identified with the child’s name and accompanying patient information leaflet, including instructions on how to store the medicine. All staff will be made aware of any children who require medication, where the medication is stored, and how to access it.  

If a child’s health deteriorates or the medication administered does not relieve the symptoms, parents/carers will be notified and follow-up care/actions will be recorded in the child’s personal plan.  Medication no longer needed to treat the condition it was prescribed or purchased for, or which is out of date, will be returned to the parents/carers.  

If a child spits out/refuses medication or receives too much or too little medication, ELC staff will inform parents/carers immediately, agree next steps and record follow-up care/actions in the child’s personal plan, e.g. it may be necessary to contact the GP surgery or emergency services.  In the event of a medication error, the Care Inspectorate will be notified.


Staff Training 
 
ELC Manager will ensure that all ELC staff have relevant and up-to-date training as per quality assurance calendar. ELC staff will be trained by a qualified health professional if a condition requires specialist knowledge to administer a child’s medication. ELC Manager will seek advice from School Nursing team. Staff will also be trained to recognise relevant symptoms if medication to be given on a when required basis and this information will be recorded in the administration of medication form or care support plan as appropriate. Core training can be found at Shetland Islands Council Training - VOR Online
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Procedure Flow Chart
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