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Managing Medicines Policy – Parent/carers 
 

Managing Medicines in School 

Parent/carers have the prime responsibility for their child’s health. 
 
Our Lady’s Catholic Primary School has key personnel who are appropriately trained to manage medicines as part of 
their duties.  At present key personnel are Miss Davies and Mrs Maton.  Additional staff members may be required and 
added to this list should medical need arise. 
 
Staff managing the administration of medicines and those who administer medicines receive appropriate training and 
support. 

 
Parent/carers should provide full information about their child’s medical needs, including details on medicines that their 
child needs including asthma inhalers and epipens. 
 
Prescribed Medicines 

Medicines should only be taken to school when essential; that is where it would be detrimental to a child’s health if the 
medicine were not administered during the school day. We will only accept medicines that have been prescribed by a 
doctor, dentist, nurse prescriber or pharmacist prescriber. Medicines should always be provided in the original 
container as dispensed by a pharmacist and include the prescriber’s instructions for administration. We will never 
accept medicines that have been taken out of the container as originally dispensed nor make changes to dosages on 
parental instructions. 
 
It is to be noted that medicines that need to be taken three times a day could be taken in the morning, after school 
hours and at bedtime, so Our Lady’s will only accept medicines that need to be taken four or more times a day. 
 

Prescribed medicines will be kept in a locked non-portable container in the medical room or the medical room fridge 
and only Miss Davies, Mrs Hillier, Mrs Maton and Mrs Bohan will have access. A record of all doses will be kept for audit 
and safety purposes.   
 
Asthma inhalers and epipens are permitted to stay in the classroom provided prior agreement from Miss Davies, Mrs 
Hillier, Mrs Maton or Mrs Bohan is sought and a risk assessment is competed.  It is important that the location of 
asthma inhalers and epipens is known and that any doses self-administered by the child are appropriately recorded.  
 
Prescribed medicines will be signed-in to the medical room by the parent/carers, usually in the morning upon arrival at 
school and signed out in the afternoon or the day when the medication is taken home.  It is unacceptable for a child to 
carry medicines; it must always be a responsible adult. 
 
The statutory framework states that staff are required to keep written records each time a medicine is administered to 
a child and inform the child’s parents/carers on the same day or as soon as reasonably practical.  At Our Lady’s we will 
send a written note home. 
 



Prescribed medicines will be returned to the parent/carer when no longer required to arrange for safe disposal.  
Parent/carers should return any unwanted supply to their local pharmacy. If this is not possible, it will be returned to 
the dispensing pharmacist by two members of staff and a receipt of destruction will be requested. 
 

Non-Prescription Medicines 

Our Lady’s will not give a non-prescribed medicine to a child unless there is specific prior written permission from the 
parent/carers. Form 1 must be completed and medicine must be delivered to the school office by the parent/carer.  
Please note: Non-prescribed medicines cannot be taken for more than three days in a row.  If a child requires a non-
prescribed medicine for longer than three days, the parent/carer must obtain a letter from their doctor.  If a non-
prescribed medicine is required on more than three separate occasions during a school year then the parent/carer must 
obtain a letter from their doctor.   
 
Where a non-prescribed medicine is administered to a child it will be recorded on a record sheet. If a child suffers 
regularly from frequent or acute pain the parent/carers will be encouraged to refer the matter to the child’s GP. 
 
A child will never be given aspirin or medicines containing ibuprofen unless prescribed by a doctor. E.g. Calpol or 
Nurofen 
 
Long-Term Medical Needs 

Our Lady’s needs to know about any particular needs before a child is admitted or when a child first develops a medical 
need. It may be necessary to develop a written health care plan for such children, involving the parent/carers and 
relevant health professionals (See Form 2). Conditions that need health care plans include: Asthma, Epilepsy, Diabetes, 
Anaphylaxis etc. 
 
Administering Medicines 

No child will be given medicines without their parent/carer completing a consent form (Form 1).  It is not acceptable to 
telephone the school as verbal permission cannot be accepted. It is also unacceptable to allow children to carry or keep 
medicines in their bag or pocket. 
 
Staff giving medicines to a child will check: 

 the child ’s name 

 prescribed dose 

 expiry date 

 written instructions provided by the prescriber on the label or container. 
 
If in doubt about any procedure staff will not administer the medicine but check with the parent/carers or a health 
professional before taking further action. If staff have any other concerns related to administering medicine to a 
particular child, the issue will be discussed with the parent/carer, if appropriate, or with a health professional attached 
to the school. 
 
Medicine will only be dispensed by staff in the manner it states on the pharmacy label.  Staff will not crush tablets or 
put them in food etc. unless the pharmacy label specifically states that this is permitted and how the medicine should 
be taken. 
 

Self-Management 

We will support and encourage children, who are able, to take responsibility to manage their own medicines. 
 
If children can take their medicines themselves, staff may only need to supervise and record the dose taken.  Form 1 will 
be used to gain parental consent. Please note that this does not apply to all medicines. 
 



Refusing Medicines 

If a child refuses to take medicine, staff will not force them to do so, but will note this in the records and parent/carers 

will be informed of the refusal on the same day. If a refusal to take medicines results in an emergency, the school 

emergency procedures will be followed. 

Record Keeping 

Parent/carers should tell the school about the medicines that their child needs to take and provide details of any 
changes to the prescription or the support required. However the staff responsible for medicines should make sure that 
this information is the same as that provided by the prescriber. 
 
Medicines should always be provided in the original container as dispensed by a pharmacist and include the prescriber’s 
instructions and the medicine information sheet. In all cases it is necessary to check that written details include: 

 name of child 

 name of medicine 

 dose 

 method of administration 

 time/frequency of administration 

 any side effects 

 expiry date. 
 
 
Parent/carers will be given Form 1 to record details of medicines to be administered. 
 
Educational Visits 

We encourage children with medical needs to participate in safely managed visits. The school will consider what 
reasonable adjustments to make to enable children with medical needs to participate fully and safely on visits. This 
might include risk assessments for such children. 
 
Sometimes additional safety measures may need to be taken for outside visits. It may be that an additional supervisor, a 
parent/carer or another volunteer might be needed to accompany a particular child. Arrangements for taking any 
necessary medicines will be taken into consideration. Staff supervising excursions will be aware of any medical needs, 
and relevant emergency procedures. A copy of any health care plans will be taken on visits in the event of the 
information being needed in an emergency. 
 
If staff are concerned about whether they can provide for a child’s safety, or the safety of other children on a visit, they 
should seek parental views and medical advice from the school health service. 
 

Sporting Activities 

Most children with medical conditions can participate in physical activities and extra-curricular sport. There should be 
sufficient flexibility for all children to follow in ways appropriate to their own abilities. 
 
Some children may need to take precautionary measures before or during exercise, and may also need to be allowed 
immediate access to their medicines such as asthma inhalers. 
 
Parents and Carers 

Parents, as defined in section 576 of the Education Act 1996, include any person who is not a parent of a child but has 
parental responsibility for, or care of a child. 
 
It only requires one parent to agree to or request that medicines are administered. Where parents disagree over 
medical support, the disagreement must be resolved by the courts. The school will continue to administer the medicine 



in line with the consent given and in accordance with the prescriber’s instructions, unless and until a court decides 
otherwise. 
 
Parent/carers should take the opportunity to provide the school with sufficient information about their child’s medical 
needs if treatment or special care is needed. Sharing information is important if staff and parent/carers are to ensure 
the best care for a child. 
 
Parent/carers should keep children at home when they are acutely unwell. When a pupil is unwell, parent/carers or 
‘other contacts’ will be informed. Dates and times of contact and collection will be logged. Once a parent or contact has 
been informed of a child’s ill health, it is then their responsibility to collect the child as soon as possible. It is the parents’ 
responsibility to ensure that all contact numbers are kept up to date. 
 
Health & Safety 

Appropriate training to support children with medical needs will be provided, to ensure that there are appropriate 
systems for sharing information about children’s medical needs in school for which they are responsible. Employers 
should satisfy themselves that training has given staff sufficient understanding, confidence and expertise and that 
arrangements are in place to up-date training on a regular basis. 
 
The Principal 

The Principal will make sure that all parent/carers and all staff are aware of the policy and procedures for dealing with 
medical needs. The Principal should also make sure that the appropriate systems for information sharing are followed.  
 
Teachers and Other Staff 

Staff with children with medical needs in their class or group will be informed about the nature of the condition, and 
when and where the children may need extra attention.  
 
All staff will be aware of the likelihood of an emergency arising and what action to take if one occurs. 
 

Our Lady’s School Staff Giving Medicines 

Our Lady’s aim to ensure that we have sufficient appropriately trained support staff to manage medicines as part of 
their duties. 
 
Any member of staff who agrees to accept responsibility for administering prescribed medicines to a child will have 
appropriate training and guidance. They will also be aware of possible side-effects of the medicines and what to do if 
they occur. The type of training necessary will depend on the individual case. 
 
Safety Management 

All medicines may be harmful to anyone for whom they are not appropriate. The school will ensure that the risks to the 
health of others are properly controlled. 
 
Storing Medicines 

Large volumes of medicines will not be stored. Only medicines that have been prescribed for an individual child will be 
stored and administered by staff. Medicines will be stored strictly in accordance with product instructions (paying 
particular note to temperature) and in the original container in which dispensed. Where a child needs two or more 
prescribed medicines, each should be in a separate container. 
 
Children should know where their own medicines are stored and who holds the key. The Principal is responsible for 
making sure that medicines are stored safely. All emergency medicines, such as asthma inhalers and adrenaline pens, 
will be readily available to children and will not be locked away. 
 



A few medicines need to be refrigerated. There will be restricted access to a refrigerator holding medicines. 
 
When necessary sharp boxes will be provided and be used for disposal of needles. Collection and disposal of the boxes 
will be arranged with the Local Authority’s environmental services. 
 
Hygiene and Infection Control 

All staff are familiar with normal precautions for avoiding infection and follow basic hygiene procedures. Staff will have 
access to protective disposable gloves and take care when dealing with spillages of blood or other body fluids and 
disposing of dressings or equipment. 
 

Emergency Procedures 

A member of staff will always accompany a child taken to hospital by ambulance, and will stay until the parent/carer 
arrives. Health professionals are responsible for any decisions on medical treatment when parents are not available. 
Staff will never take children to hospital in their own car; it is safer to call an ambulance. 
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FORM 1 

Parental agreement for school to administer medicine 
The school will not give your child medicine unless you complete and sign this form. 
 

Name of Child:   

Address:  

  

Date of Birth:  

Class:   

Medical condition/illness:  
 

Medicine 

Name/Type of Medicine (as described on the 
container): 

 

No. of tablets/Quantity of medication given to 
school: 

 

Date medication dispensed:  

Expiry date of medication:  

Dosage to be given:  

When to be given: 
(Please list if daily/weekly and what time): 

 

Special Precautions:  

Are there any side effects that the school 
needs to know about? 

 

Self Administration: Yes/No (delete as appropriate) 

Procedures to take in an Emergency:  
 

NOTE: Medicines must be in the original container as dispensed by the pharmacy 

 



Parent/Carer Contact Details 

Name of parent:  

Daytime Telephone Number:  

Relationship to child:  

Address:  

  

  

Name and contact number of child’s GP:  

 
The above information is, to the best of my knowledge, accurate at the time of writing and I give 
consent to school staff administering medicine in accordance with the school policy.  
 
 
I will inform the school immediately, in writing, if there is any change in dosage or frequency 
of the medication or if the medicine is stopped. 
 
I understand that I must deliver the medicine personally to the School Office 

I accept that this is a service that the school is not obliged to undertake. 

I understand that I must collect any medication in person from the school office. 

Parent/Carer Signature:  

Date:  

 

   



FORM 2 
Healthcare Plan  
 
To be completed by Our Lady’s staff member with parent/carer or  
healthcare professional. Medicine cannot come into school until this has been completed. 
 

Name of Child:     

Address:    

   Photograph 

Date of Birth:    

Class:     

Medical condition/illness:    
 
 

Parent Contact Details 

Name of parent – Contact 1:  

Home Telephone Number:  

Work Telephone Number:  

Mobile Telephone Number:  

Relationship to child:  

Name of parent – Contact 2:  

Home Telephone Number:  

Work Telephone Number:  

Mobile Telephone Number:  

Relationship to child:  

 

Clinic/Hospital/GP Contact 

Name of Clinic/Hospital contact:  

Telephone Number:  

Name of GP:  

Telephone Number:  

 
  

 



Condition 

Describe medical condition and give details of pupil’s symptoms: 

  

  

 
 
 
 
Describe the treatment regime: 

  

  

Special Dietary Requirements: 

  

 

Pre-activity Precautions: 

  

 

Daily Care Requirements (e.g. before sport/at lunchtime): 

  

 

Side Effects of Medicines: 

  

 

Describe what constitutes an Emergency and what action to take if this occurs: 

  

 

What not to do in an event of an emergency: 

  

 

The role that staff can play: 

  

 

Where medication is held in school: 
 

 

 
Facilities required: 
Equipment & accommodation: 

  

 
Staff training / Management / Administration: 



  

 

Parent/Guardian Signature:  

Date:  

 

Review Date:  

 


