
Our Lady Star of the Sea 
Administration of Medicines in School 

 
Introduction 
The Governing Body and staff of Our Lady Star of the Sea strive to ensure that pupils with medical needs 
receive proper care and support.  
 
The aim of this policy is to  
 
 effectively support individual children with medical needs 
 enable pupils to achieve regular attendance and ensure access to full education if possible.  
 assist parents in providing medical care for their children;  
 educate staff and children in respect of special medical needs;  
 adopt and implement the LA policy of Medication in Schools;  
 arrange training for volunteer staff to support individual pupils;  
 liaise as necessary with medical services in support of the individual pupil;  
 monitor and keep appropriate records.  
 
Pupils’ medical needs may be broadly summarised as being of two types:  

(a) Short-term affecting their participation in school activities because they are on a course of medication.  

(b) Long-term potentially limiting their access to education and requiring extra care and support (deemed 

special medical needs).  

Parents retain the prime responsibility for their child’s health and should provide the school with up to date 
information about their child’s medical condition. Children should be kept at home if they are acutely 
unwell and in the case of contagious diseases only return when they are no longer infectious. 
 
The Role of Staff 
The head teacher will take responsibility for members of the school staff giving or supervising pupils taking 
prescribed medication during the school day. 

Teachers and teaching assistants are not required to administer medicines to children. Those members of 
staff who volunteer to administer medicines within school must receive appropriate training from the 
Schools Health Services. 
 
The Local Authority fully indemnifies all staff against claims for any alleged negligence, providing they are 
acting within their conditions of service and following Local Authority guidelines. 
 

Mission Statement 

“You are precious in my eyes.” - Isaiah 43 

 Our Lady Star of the Sea Catholic Primary School is committed to the widest and fullest education 

of all pupils in a partnership between home, school, parish and community. 

 Our school aims to create a happy, ordered environment where all members feel secure, valued 

and they respect each other.  

 Our school aims to be a positive force within the Catholic Church inspired by the life of Christ in 

the Gospels.  



Prescribed Medicines 
 The medication will only be accepted in school if it has been prescribed by a doctor, dentist or nurse 

prescriber. 

 Medication will not be accepted in school without complete written and signed instructions from the 
parent. (Parental Agreement to Administer Medicine form)  

 Only responsible quantities of medication should be supplied to the school. 

 Each item of medication must be delivered in its original container as dispensed by a pharmacist and 
include the prescriber’s instructions for administration and dosage and handed directly to the class 
teacher or Office Manager along with the completed form. 

 Where the pupil travels on school transport with an escort, parents/carers should ensure the escort is 
informed of any medication sent with the pupil, including medication for administration during respite 
care. 

 Each item of medication must be clearly labeled with the following information: 

Pupils name. 
Name of medication 
Dosage 
Frequency of dosage 
Date of dispensing 
Storage requirements (if important) 
Expiry Date 
 

Parents are asked to request dose frequencies which can be taken outside the school day wherever 

possible. 3 times a day can be taken in the morning, after school and at bedtime.  

Parents may request that 2 prescriptions are given, to enable one to be given to the school, avoiding daily 

transportation or the re-labelling of the medicine. (Medicines Standard of the National Service Framework 

recommends this.)  

Controlled Drugs 
The school will not look after prescribed medicines that are scheduled under the Misuse of Drugs Act. 
Children who require a controlled drug must be prescribed one that does not require administration during 
the school day. 
 
Non-prescribed Medicines 
Staff should never give non-prescribed medicine e.g. paracetamol to a child unless there is 
specific prior written permission from the parents. Parents must complete the form, Parental Agreement to 
Administer Medicine (available as a download on website) prior to any medicine being administered by 
school staff. In such cases only one dose should be given to a child during the day. Details of the medicine 
administered must be recorded.  
A child under 16 should never be given aspirin or medicines containing ibuprofen unless prescribed by a 
doctor. 
 
Administering Medicines  
 Normally medicines will be kept in a locked cupboard in the teachers learning room unless other 

arrangements are made with the parent. The Form Record of all medicines administered to children by 
staff will be kept in the same locked cupboard. This must be completed on each occasion that medicine 
is administered to a child. 

 When a child refuses medicine, spits it out or if it is not administered this should be recorded and the 
parent should be informed, if practical, the same day.  



A child who spits out medicine should NOT be given any more medicine at that time as they may have 
ingested some of the medicine given. 

 The school will not accept items of medication which are not in the original containers. 
 The school will provide parents/carers with details of when medication has been administrated to 

their child. 
 Where it is appropriate to do so pupils will be encouraged to administer their own medication, if 

necessary under staff supervision. Parents/carers will be asked to confirm in writing if they wish 
their child to carry their medication with them in school. 

 It is the responsibility of parents/carers to notify the school if there is a change in medication, a 
change in dosage requirements, or the discontinuation of the pupil’s need for medication. 

 
Administration of Medicines on Trips and Visits 
Staff at Our Lady’s School will make all reasonable adjustments to ensure that children may take a full part in 
all aspects of the curriculum. Where a child requires medication to be administered on a trip or visit it is the 
responsibility of the trip or visit organiser to assess the practicalities of administering such medicine as is 

required. However, there may be occasions when it may not be possible to include a pupil on a school trip 
if appropriate supervision cannot be guaranteed.   
 
Self-Management of Medicine 
Children are supported and encouraged to take responsibility for managing their own medicines from an early 
age. Children may carry medicine e.g. epipens, and carry and administer e.g. asthma reliever where 
appropriate, parents must in these circumstances complete the form: Request for child to carry his/her own 
medicine.  
 
Children with Long-Term or Complex Medical Needs 
Where a child has a long-term or complex medical need the school will draw up a health care plan in 
consultation with parents and relevant health professionals. 
 
It may also be necessary to refer to: 
 School’s Asthma Policy 
 The child’s individual health care plan. 
 The child’s individual Education and Health Care Plan (EHCPlan). 
 
Access to the School’s Emergency Procedures 
In the case of an emergency the school’s emergency procedures as outlined in the emergency plan will be 
followed. 
 
Further Information and Guidance 
Further information and guidance are contained within the DfES and Department of Health 
guidance: Managing Medicines in Schools and Early Years Settings (March 2005) and The Children’s and 
Families Act (2014). 
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