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Statement  
The aim of this policy is to promote safe and healthy practice for pupils requiring medication, in School. We 

will do this by ensuring that all medication is delivered and stored safely, administered correctly and that all 

relevant documentation and records are completed and kept updated.  

 

This school ensures that the whole school environment is inclusive and favourable to pupils with medical 

conditions. This includes the physical environment, as well as social, sporting and educational activities.  

• This school is committed to providing a physical environment accessible to pupils with medical 

conditions and pupils are consulted to ensure this accessibility. This school is also committed to an 

accessible environment for out of school activities.  

• This school makes sure the needs of pupils with medical conditions are adequately considered to 

ensure their involvement in structured and unstructured activities, including extended school 

activities.  

• All staff are aware of the potential social problems that pupils with medical conditions may 

experience and use this knowledge, alongside the school’s anti-bullying policy, to help prevent and 

deal with any problems. They use opportunities such as PSHE and science lessons to raise awareness 

of medical conditions to help promote a positive environment.  

• This school understands the importance of all pupils taking part in physical activity and that all 

relevant staff make appropriate adjustments to physical activity sessions to make sure they are 

accessible to all pupils.  

• This school understands that all relevant staff are aware that pupils should not be forced to take part 

in activities if they are unwell. They should also be aware of pupils who have been advised to avoid / 

take special precautions during activity, and the potential triggers for a pupil’s condition when 

exercising and how to minimise these.  

• This school makes sure that pupils have the appropriate medication / equipment / food available 

during physical activity.  

• This school makes sure that pupils with medical conditions can participate fully in all aspects of the 

curriculum and enjoy the same opportunities at school as any other child, and that appropriate 

adjustments and extra support are provided.  

• All school staff understand that frequent absences, or symptoms, such as limited concentration and 

frequent tiredness, may be due to a pupil’s medical condition. This school will not penalise pupils for 

their attendance if their absence relates to their medical condition. Following absence, reintegration 

back into school will be properly supported so pupils with medical conditions fully engage with 

learning and do not fall behind when they are unable to attend. Short term absences, including 

those for medical appointments are effectively managed.  

• This school makes sure that a risk assessment is carried out before any out of school educational 

visit. The needs of pupils with medical conditions are considered during this process and plans are 

put in place for any additional medication, equipment or support that may be required. 

• This school is aware of the common triggers that can make medical conditions worse or can bring on 

an emergency. This school is actively working towards reducing or eliminating health and safety 

risks: 

• This school is committed to identifying and reducing triggers both at school and on out of school 

visits.  

• This school reviews all medical emergencies and incidents to see how they could be avoided, and 
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changes school policy according to these reviews. 

 
Responsibilities 
 
The Local School Board 
The Local School Board ensure that the school adhere to all Healthy and Safety legislation and guidance in 
regard to administering and storing medication.  
 
Headteacher 
The Headteacher is responsible for ensuring that procedures for administering medication are understood 
and adhered to. The Headteacher will ensure that training is provided where necessary. The Headteacher is 
responsible for ensuring that there is effective communications and consultation with parents/carers, pupils 
and health professionals concerning the pupils’ medical needs. This school ensures the policy is applied 
across the curriculum and includes when pupils are out on day trips, offsite lessons and residential trips.  
 
Senior Leaders 
Senior leaders will; 

• Ensure that there are a sufficient level of trained staff members working with identified pupils with 
specific medical needs 

• Conduct daily medication checks to confirm that all pupils have received their required medication  

• Ensure that appropriate adaptations are made to support pupils with medical conditions in accessing 
a full and balanced curriculum 

• Liaise with medical professionals to ensure that the most up to date documentation regarding a 
pupil’s medical need is distributed to relevant staff within the school  

 
Safeguarding Team 
The safeguarding team will; 

• Quality assure the medication procedures via weekly spot checks of two pupil’s medication to 
ensure that all staff are adhering to the policy and that all medication stored in school is in date and 
administered in line with the policy   

• Quality assure the medication procedures to ensure that all staff are adhering to the policy and that 
every pupil’s medication stored in school is in date and administered in line with the policy   

 
Administration Team 
An identified administrator at each site will; 

• Ensure that all medication is signed in and out of the school building  

• Ensure that all medication is promptly stored in the locked medication cabinet, emergency 
medication cabinet or locked medication fridge, in line with the medication’s storage recruitments 

• Maintain all medication records in line with the policy 

• Ensure that all medication is in date and that expired medication is returned home to parents/carers 
for disposal 

• Inform the members of staff, relevant to the pupil, about any changes to medication requirements  
 
Teaching staff 
It is the duty of all teaching staff to; 

• Ensure they facilitate all pupil’s receiving their medication at the required time as stated on their 
prescription label and/or parent and carer consent form 

• Ensure that all class staff are aware of the pupils with medication requirements and what those 
requirements are 
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• Ensure that all class staff understand their roles and responsibilities regarding the administration of 
medication.  

 
TA2 Medical Need Staff 
TA2 Medical staff is responsible for ensuring that procedures for administering medication are understood 
and adhered to. The Headteacher will ensure that training is provided where necessary. TA2 Medical Staff is 
responsible for ensuring that there is effective communications and consultation with parents/carers, pupils 
and health professionals concerning the pupils’ medical needs.  
 
Medication in School 
Signing In and Out 
All medication must be signed in by two staff members when it is brought on to the school site. The signing 
in process includes recording;  

• Who is the medication for (pupil name) 

• The type of medication 

• The dosage of the medication 

• The date the medication was bought in to school. 

• The total amount of the medication at the time of signing in i.e. number of tablets, approximate 
amount of liquid e.g. ½ a bottle 

• The signatures of the two staff members signing the medication into school.  
 
All medication will be signed out of school, following the same recording as above, each time the medication 
is taken off site. Medication will remain in the original packaging at all times when in the responsibility of 
school. Pupil’s emergency medication is taken off site in every instance that the pupil leaves site for a school 
activity.   
 
Parents and carers must provide a signed parent/carer consent to administer medication form (see appendix 
2) in order for medication to be administered by staff during the school day. Medication cannot be provided 
to any child by staff members without signed consent by parents and carers. Consequently any changes to 
the dose of medication must be provided to the school in writing with signed, or electronic confirmation, 
from parents and carers before school can administer the changed dose. In the event of medication being 
prescribed to a child, medication can only be administered in line with the instructions of the prescription 
label i.e at the time stated on the prescribed label. If the prescription label states an ambiguous time such as 
before lunch, the time that the medication will be administered will be agreed with parents/carers.  
 
The school will not accept items of medication in unlabelled containers.  
 
Storage of Medication 
All medication including emergency medication will be stored in a secure medication cabinet located in each 
individual classroom. The key to this medication cabinet only accessible by staff. A fridge is located in the 
nurse’s room to store medication that requires refrigeration.   
 
All medication is 

• stored in the original packaging 

• clearly labelled with the pupil’s name via pharmacy label 

• kept nearby a copy of the parent/carer consent to administer medication form in the class medical 
folder.  

 
Out of date medication will be returned to parents/carers and replacements requested. Any medication that 
is not returned to parents/carers will be disposed of at the local pharmacy by a named member of staff with 
permission of the Headteacher.  
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School can administer over the counter medication providing that the same medication form completed by 
parents above states the name of the medication, the dose and the time it needs to be administered and is 
signed. Providing that all of these adhere to the information on the back of the box this then can be 
administered in school by two members of staff and recorded appropriately.  
 
Medication Record Keeping 
All pupils with routine and or emergency medication have a section in their class medical folder including;  

• Parent/carer consent to administer medication form 

• Individual Health Care Plan - for pupils that have one provided by a health care professional 

• Medication Signing in and Out record 

• Daily Medication Record/Emergency Medication Record of Administration 

• Emergency Contacts information via medication form  

• Any medical consultations forms after being filed with administration staff and uploaded to CPOMS.  
 

The routine and emergency medication folders are stored in individual classes and the same information 
should be filed in a separate folder solely for trips out of school when medication is taken too for pupils.  
 
There are instances when pupils are required to bring medication into school but not require medication to 
be administered during the school day. Such medication may be in the event of a pupil requiring a specific 
medication for transport and/or pupils that need to take medication with them to a respite provider. In the 
event of such medication being brought into school, this medication will be signed in and out via the 
transport team with Kayleigh Tooby and or through individual class medical folders both in the morning and 
the afternoon when pupils leave the school site. 
 
Administering Medication  
Those staff who have been trained in administration of medication should ensure that they are confident in 
the administration of a medication with any pupil that requires it and if they are not confident should seek 
advice from the senior leadership team/TA2 Medical Need staff. The process of administering medication is 
as below;  
 

a) Medication is always administered by two staff members 
b) The staff member giving out medication is required to check all details and ensure that the second 

member of staff is double checking the below points: 
1. Correct name of the child 
2. Correct medication 
3. Correct dosage 
4. Correct route of medication e.g. orally 
5. Correct time of medication e.g. 12:00pm 
6. Correct formulation e.g. in liquid or tablet form 
7. Medication expiry date  

 
c) Medication must only be administered to one pupil at a time.  
d) Medication can only be administered in line with the prescription label, or in the instance of 

medication being non-prescribed the medication must be administered as signed and stated by 
parents and carers via the parent/carer consent to administer medication form 

e) Record the time the medication was administered  
f) The staff members will observe that the pupil has consumed their medication to seek confirmation, 

as reasonably possible, that this has been consumed   
g) Record the total amount of medication that is left after administration if any  
h) Sign to confirm that the stated medication was administered and consumed by the pupil 
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i) In the event of a pupil refusing their medication a telephone call must be made to parents/carers to 
inform them of this and seek necessary next steps. Staff will note that medication was refused on 
the pupil’s medication daily record.  

j) All staff should be familiar with normal procedures for avoiding infection and follow basic hygiene 
procedures. Staff have access to protective clothing and suitable disposal equipment to safely deal 
with spillages of blood or other bodily fluids, including the change of dressings.  

k) Risk assessments or procedures required for school trips or other school activities outside the 
normal school timetable will be undertaken to ensure the pupil can participate.  
 

Transportation of Medication to and from School 
Parents and carers will be informed of any medication being sent home via the taxi of the pupil. 
 
Epilepsy, Seizures and Emergency Medication 
All pupils who have emergency medication to support the management of their epilepsy and seizures, such as 

Buccal Midazolam, must have an epilepsy treatment plan, completed, and signed by the GP or Consultant and 

parents. 

 

Buccal Midazolam is stored in the medication cupboards in each class where required for pupils. Staff will get 

the pupil’s Buccal Midazolam as soon as a seizure commences in preparation to administer if the seizure 

continues for five minutes or as stated on their Buccolam Midazolam Care Plan.  

 

Staff working directly with pupils who have the administration of Buccal Midazolam on their care plan must 

have epilepsy training and Buccal Midazolam. These staff members are the only ones authorised to administer 

the medication. All other staff in the absence of trained staff should follow the normal medical emergency 

procedure – dial 999. If no buccal available or it is out of date the child can be in School but if seizures occur 

999 must be rung immediately. Parents must be informed of this as soon as possible.  

Seizures and the emergency services: An ambulance will be called in the event of a pupil, with the diagnosis 

of epilepsy or known to have seizures, for any seizure continuing for five minutes unless stated in their care 

plan that an ambulance must be phoned immediately, if the pupil’s presentation is concerning or if they have 

had repeated seizures for less than five minutes for a sustained period of time. In the event that a pupil, who 

is not known to have seizures or who does not have a diagnosis of epilepsy, has a seizure an ambulance will 

be called regardless of the duration of the seizure. Parents and carers will be called immediately after a 

telephone call to the emergency services has been made.  

 

Trained Staff for Specialist Medical Treatment 

There are specific medical conditions and equipment that require specialist training such as diabetes, 

tracheostomy, epilepsy. If a pupil has or develops a diagnosis that requires specialist treatment, the school 

will liaise with the relevant health care teams and organise training for identified staff members working with 

the pupil. The trained staff members can only provide the level of treatment for which they have been trained 

to do so in line with the pupil’s treatment plan. The school will ensure that there are an adequate number of 

staff trained and that this training remains current and up to date through close and frequent liaison with the 

pupil’s specialist health care team.  

 
First Aid 
 
First aid boxes are located throughout school and staff are trained in the administration of first aid. When off 
site, an identified member of staff with first aid training will be present with the group. If a pupil needs to 
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attend hospital, a member of staff (preferably known to the pupil) will stay with them until a parent or carer 
arrives.  
 
Appendix 1: Administration of Medication in School Process  

 

 

  
Medication is brought into school. 

 

Does the medication have a corresponding signed ‘Parental Consent to Administer 

Medication’ form? 

 

 

Medication is signed in by two members of staff on the 

‘Medication Signing in and Out’ form detailing the; date, 

pupil’s name, medication type, total amount of 

medication and signatures of the two members of staff. 

 

Medication is stored in line with the required storage instruction; 

• Non-refrigerated medication and emergency medication 

locked in the medication cabinet 

• Refrigerated medication in the medication fridge 

No 

 

 

Pupil and relevant staff are informed of the medication in 

school and the required time and/or conditions of the 

medication.  

 

Telephone call made to parents/carers to request this 

information. Medication stored in line with the storage 

instructions but not administered by school staff until a 

signed ‘Parental Consent to Administer Medication’ form 

is received.  

 

1. The pupil’s medication is prepared by two present members of staff within the classroom. 

2. Two staff members confirm the correct: name of the child, correct medication, correct dosage, correct route of 

medication e.g. orally, correct time of medication e.g. 12:00pm, correct formulation e.g. in liquid or tablet form, 

medication expiry date.  

3. The time of administration and total amount of medication, before administration, is recorded on the daily 
medication record form.  

4. The required dose of medication is confirmed by both staff members and provided/administered to the pupil. 
5. Both members of staff observe and confirm, as reasonably possible, that the medication has been consumed. 

6. The remaining total of medication is recorded and if any parents are informed of this. 

7. Both members of staff sign to confirm that the medication has been consumed.  

8. The medication is returned to the required lockable storage.   

Yes 

 

 

Did the pupil refuse their medication?  

 

No 

 

 

Yes 

 

 

Telephone call made to inform parent/carer.  

 

No further action required.  
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Appendix 2: Parental Consent to Administer Medication form 

 
Parental Consent to Administer Medication 

 

Medication can only be administered to your child in school if the below information is completed with 

signed consent. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

Similar steps are followed when administering emergency medication depending what circumstances both staff and the pupil are in. 
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Note: Medication must be in the original container as dispensed by the pharmacy. *Prescribed medication 
can only be administered at the time(s) and dose stated on the prescription label.  
 

Any temporary medication can also only be administered to your child in school if the below information is 

completed with signed consent. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
Note: Medication must be in the original container as dispensed by the pharmacy. *Prescribed medication 
can only be administered at the time(s) and dose stated on the prescription label. *Over the counter 
medication can still only be administered as per the information on the provided box and or bottle.  
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Appendix 3: Signing in and out of medication forms (School and Transport and Reception) alongside 
administering medication form -  
 
Signing in and out medication within classes –  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signing in and our of medication with Transport Connect -  
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Signing in and our medication within reception –  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Administration of medication form –  
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Appendix 4: Trained Members of Staff to Administer Medication/Specific Training Related Care 
 

Epilepsy/Buccolam Midazolam-     
 

Epilepsy Trained Members of Staff 

for Administering Buccal Midazolam 

 

Charlotte Taylor-Cook Lucy Thompson 

Coral Kirkham Tori Cook 

Chloe Tebbs Nicola Black 

Amelia Houlden Ellie Smith 

Di Sawyer Rosie Sargeant 

Emily Ayre Jessica Stanney 

Natalie Ruck Rebecca Redman 

Jessica North Leonie Harrison 

Hannah Underwood Georgia Stokes 

Sophia Gent Chantelle Johnson 

Charlie Machin Amy Boden 

Becky Thompson Nicola Pafomow 

Thomas Overton Ella-Louise Ingamells 

Abbie Chapman Leona Hardy 

Rachel Eurich Ellena Thornalley 

Victoria Haw Karina Henderson 

Emilia Osborne Silvia Buga 

Lia Hardy Kaitlin Todd 

Lorraine Noone Rhiannon Harris 

Abigail Geeson Sam Simpson 

Abigail Richardson Debbie Arrand 

Rosie Hilton Destiny Hollan 

Kieran Twitchen Amy Everest 

Nicola Stukins Bryony Tarry 

Rachele Ross Demi Weir 

Tracey Bramley Charlotte Bennett 

Lauren Lee Dylan Heeley 

Megan Smith Clare Porter 

Michael Upsall Beverley Taylor 

Stephanie Newton Michael Reilly 

John Cuttel Karen Ellison 

Gill Bell Vicky Spillane 

Edward Wortley  Amanda Brooks 

Victoria Lee Joanne Melson 

Kayleigh Tooby Jack Boden 

Sharon Sculthorpe Anastasia Anderson 
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Diabetes- 
 

Diabetic Trained Members of Staff  

Megan Smith 

Jenna Bellwood 

Michael Upsall 

Stephanie Newton 

Beverley Taylor 

 
VNS- 
 

Trained Members of Staff to use VNS  

Dylan Heeley Gill Bell 

Georgia Stokes Vicky Spillane 

Chantelle Johnson  

Charlie Machin  

Destiny Holland  

Sharon Sculthorpe  

Kayleigh Tooby  

Hannah Underwood  

Sophia Gent  

Emily Aspelagh  

Stephanie Newton  

John Cuttell  

Karen Ellison  

 
AED- 
 

Trained Members of Staff to use De-fibrillation  

Kayleigh Tooby 

Georgia Stokes 

Jack Boden 

Michael Reilly 

Victoria Lee 

 


