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Purpose of Policy 
 
Upton Heath Church of England Primary School believes that the health and safety of children 
is of paramount importance.  We aim to make our school a safe and healthy place for 
children, parents, staff, volunteers / visitors. Any child who is ill or has an infection should not 
be in school. However there is a need to balance this against the need to enable regular 
attendance at school.  
 
This policy covers the situation where a child is free from infection, is fit enough to return to 
school but still requires medication within the school setting. There may be a short term 
medical need e.g. finishing a course of antibiotics or a long term medical needs e.g. asthma. 
Others may require medicines in particular circumstances such as those with severe allergies 
who may need an epipen injection. In most cases children with medical needs can attend 
school and take part in normal activities.  
 
While the need to provide the child with medication is important this has to be balanced 
against the overriding consideration which must be to protect other children from the 
potentially harmful effects of medicines that are brought into school. 
 
The school is therefore prepared to take responsibility for administering medication on these 
occasions in accordance with the following guidelines.  
 
 
Aims:  
 
Our administration of medicine requirements will be achieved by: 

 Establishing principles for safe practice in the management and administration of: 
medicines, maintenance drugs, emergency medicine 

 Providing clear guidance to all staff on the administration of medicines 
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 Ensuring that there are sufficient numbers of appropriately trained staff to manage and 
administer medicines 

 Ensuring that there are suitable and sufficient facilities and equipment available to aid 
the safe management and administration of medicines 

 Ensuring the above provisions are clear and shared with all who may require them 
 Ensuring the policy is reviewed periodically or following any significant change which 

may affect the management or administration of medicines. 
 
Action in Emergencies 
 
This policy does not replace the protocol and procedures already in place in school 
for emergency situations. Failure to act in an emergency situation could result in a 
teacher or other member of school staff being found in breach of the statutory duty 
of care. (see First Aid policy and Health and Safety Policy) 
 
Roles and Responsibilities: 
 
The ultimate responsibility for the management of this policy in school is with the Head 
teacher and Governing Body. 
 
The Medical needs coordinator in conjunction with office staff will oversee and manage the 
policy on a day-to-day basis and ensure all lists, procedures and protocols are maintained 
and shared with adults in school. 
 
The policy applies to all adults whether they are employed by the school or Local Authority. 
 
Responsibility of Parents: 
The administration of medicines is the responsibility of parents/carers. Parents/carers have 
the prime responsibility for their child’s health and should provide the school with information 
about their child’s medical condition. Upton Heath Church of England Primary does not have a 
school nurse and this places a greater burden on the school and its staff.  Parents are asked 
to request that their doctor, wherever possible, prescribes medication which can be taken 
outside the school day. However, as a school, we recognise that there are times when it may 
be necessary for a pupil to take medication during the school day.  On these occasions ideally 
it is preferable that parents/carers or their nominee, administer medicines to their children. 
There is no legal or contractual duty on staff to administer medicine or supervise a child 
taking it.  
 
However this may not be appropriate and in such cases a request may be made for medicine 
to be administered in the school, either via supervised administration (see below guidance) or 
by staff at school. 
 
The parent/ carer will be required to complete an Administer medicine Request Form. It is 
school policy that verbal messages alone from children will not be acted upon. 
 
The type of request form is dependent on whether the medication is prescribed or ‘over the 
counter’.  See Appendix 1 Prescribed medication and Appendix 2 – over the counter 
medication for examples. 
 
 
Parents / Carers also have ultimate responsibility to ensure relevant information about their 
children's medical needs are shared appropriately with other educational service providers.  
 
Parents who are presented with particular problems are asked to call in to discuss the 
situation with the Medical Needs coordinator , Mr Dan Riley or SENCO, Mrs Susan Hughes. 



Excellence    Enjoyment   Reflection  Respect 

 
It is the responsibility of the parents to ensure that all medicines no longer required, including 
those which have date-expired, are returned to a pharmacy for safe disposal. 
 
Responsibility of Children: 
The child is, in principle, is regarded as being generally responsible for reminding the class 
teacher of the requirement for medication at any particular time. We do however recognise 
this may not be appropriate in all circumstances and staff will need to judge each case on its 
own merits in discussion with the parent/carers. 
 
Responsibility of Staff: 
The administration of medicines in school by staff is carried out by staff on a voluntary basis 
in the context of their over-arching duty of care towards pupils. 
 
Staff are required to make themselves familiar with and adhere to the school policy on 
administration of medicines in school. Staff should be aware of the likelihood of an emergency 
arising and what action to take if one occurs 
 
Staff should identify where they require training and raise this at an appropriate level for 
action. Staff already trained should request re-training / qualification in a timely manner. 
 
Staff should always seek advice and guidance from the qualified school First Aiders and/or 
school management team if they have any concerns about the administration of medicines. 
 
Staff will make every effort to adhere to parent’s requests, however no responsibility can be 
accepted for missed dosages etc. If doses of medication are missed for any reason staff will 
contact the parent / carer at the earliest opportunity to discuss and agree what action should 
follow next. 
 
The policy will be that any person who is supporting a child with specific medical needs will be 
trained by a named professional who has been recognised as suitable for this role. A register 
of training with named personnel and dates of training including the name of the trainer and 
qualifications will be kept.  
 
Individual Health Care Plans (IHCP) 
The main purpose of an IHCP is to identify the level of support that is needed at school for an 
individual child. The IHCP clarifies for staff, parents/carers and the child the help the school 
can provide and receive. These plans will be reviewed annually as a minimum, or more 
frequently at the request of parents/carers or the school, or as required. 
 
An IHCP will include: 

· Details of the child’s condition 
· What constitutes as an emergency 
· What action to take in an emergency 
· What not to do in the event of an emergency 
· Who to contact in an emergency 
· The role of staff 
· Special requirements e.g. dietary needs, pre-activity precautions 
· Possible side effects of medicines 

 
A copy will be given to parents/carers, class teachers/childcare practitioners and a copy will 
be retained in the medical needs file in the office and the child’s individual file The general 
medical information sheet given to all staff will indicate that the child has an IHCP. 
All trained staff will ensure they are aware of the protocols and procedures for specific pupils 
in school through attending training provided and through reading care plans devised for 
individual pupils. 
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Management of Asthma in school 
 
Our school: - 
 

 Welcomes all pupils with asthma 
 Will encourage and help children with asthma to participate fully in all aspects of school life 
 Recognises that asthma is an important condition affecting many school children 
 Recognises that immediate access to inhalers is vital 
 Will do all it can to make sure that the school environment is favourable to children with 

asthma 
 Will ensure that other children understand asthma so that they can support their friends;  

and so that children with asthma can avoid the stigma sometimes attached to this chronic 
condition 

 Has a clear understanding of what to do in the event of a child having an asthma attack 
 Will work in partnership with parents, school governors, health professionals, school staff 

and children to ensure the successful management of asthma in school. 
 Any asthma attacks/occurrences will be logged on an accident reporting slip and the 

parents/carers informed. 
  
Pupils will not be able to carry any medication with the exception of inhalers for 
asthma control, or care plan specified medication. No pupil is allowed to have any 
non-prescription drugs in school; this is to ensure that no pupil unwittingly or otherwise 
gives another pupil his or her medication. Medication will be stored in the medical needs 
fridge in the school office. A spare Epipen is stored with the pupil’s class teacher. Pupils in 
Key Stage 2 with a prescription inhaler for asthma should carry it with them at all times if 
moving around school or it should be stored in their tray whilst in class. Spare inhalers can be 
kept in the Medical Needs cupboard. Pupils in Key Stage 1 need to have their inhalers to hand 
whilst in lessons and with duty staff during break times.  
 
Staff Medicine: 
If staff need to bring medicines into school for their own personal use they are fully 
responsible for ensuring its safe storage and management of its use while in the school 
setting.  
 
Educational visits: 
Staff will consider what reasonable adjustments they may need to make to enable the young 
person with medical needs to participate fully and safely on visits. A copy of an individual’s 
health care plan is always available during visits to ensure provision of prescribed care in the 
event of an emergency. 
 
This Policy will be annually.  
  
 
Prepared by:  
 
The renewal of this policy was authorised on behalf of the Governors by:-  
 
 
Date:  
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Above Policy Based on Following Guidance.................................. 
 

PrescQIPP 
Administration of medicines  

in schools and Early Years 
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Reference:B226. Medicines in schools 2.0 
Status: Recommended 
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Appendix 1 

Upton Heath C of E Primary School 

Interim Principal Wendy O’Leary-Davies  

Parental/carer consent to administer a prescribed medicine 

 All prescribed medicines must be in the original container as dispensed by the pharmacy, with 
the child’s name, the name of the medicine, the dose and the frequency of administration, the 
expiry date and the date of dispensing included on the pharmacy label.  

 A separate form is required for each medicine. 
 

Child’s name  

Child’s date of birth  

Class/form  

Name of medicine  

Strength of medicine  

How much (dose) to be given. 
For example:  

One tablet 

One 5ml spoonful 

 

At what time(s) the medication 
should be given 

 

Reason for medication  

Duration of medicine 

Please specify how long your child 
needs to take the medication for. 

 

Are there any possible side effects 
that the school needs to know 
about? If yes, please list them 

 

 

I give permission for my son/daughter to carry 
their own salbutamol asthma inhaler/Adrenaline 
auto injector pen for anaphylaxis [delete as 
appropriate]. 

Yes  

No  

Not applicable  

I give permission for my son/daughter to carry 
their own salbutamol asthma inhaler and use it 
themselves in accordance with the agreement of 
the school and medical staff. 

Yes  

No  

Not applicable  
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I give permission for my son/daughter to carry and 
administer their own medication in accordance with the 
agreement of the school and medical staff. 

Yes  

No  

Not applicable  

 
 

Mobile number of parent/carer  

Daytime landline for parent/carer  

Alternative emergency contact name  

Alternative emergency phone no.  

Name of child’s GP practice  

Phone no. of child’s GP practice  

 I give my permission for the headteacher /senior nursery staff member (or his/her nominee) to 
administer the prescribed medicine to my son/daughter during the time he/she is at 
school/nursery. I will inform the school/nursery immediately, in writing, if there is any change in 
dosage or frequency of the medication or if the medicine is stopped.   

 I understand that it may be necessary for this medicine to be administered during educational 
visits and other out of school/nursery activities, as well as on the school/nursery premises. 

 I also agree that I am responsible for collecting any unused or out of date medicines and 
returning them to the pharmacy for disposal and supplying new stock to the school/nursery, if 
necessary.  

 The above information is, to the best of my knowledge, accurate at the time of writing. 

 

Parent/carer name  

Parent/carer signature  

Date  
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Appendix 2 

Upton Heath C of E Primary School 

Interim Principal Wendy O’Leary-Davies 

Parental/carer consent to administer an ‘over-the-counter’ (OTC) 
medicine 

 All over the counter (OTC) medicines must be in the original container. 

 A separate form is required for each medicine. 

Child’s name  

Child’s date of birth  

Class/form  

Name of medicine  

Strength of medicine  

How much (dose) to be given. 
For example:  

One tablet 

One 5ml spoonful 

 

At what time(s) the medication 
should be given 

 

Reason for medication  

Duration of medicine 

Please specify how long your child 
needs to take the medication for 

 

Are there any possible side effects 
that the school needs to know 
about? If yes, please list them 

 

 

I give permission for my son/daughter to carry and 
administer their own medication in accordance with the 

Yes  

No  
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agreement of the school and medical staff. Not applicable  
 
 
 
 
 

Mobile number of parent/carer  

Daytime landline for parent/carer  

Alternative emergency contact name  

Alternative emergency phone no.  

Name of child’s GP practice  

Phone no. of child’s GP practice  

 

 

 I give my permission for the Headteacher/senior nursery staff member (or his/her nominee) to 
administer the OTC medicine to my son/daughter during the time he/she is at school/nursery. I 
will inform the school/nursery immediately, in writing, if there is any change in dosage or 
frequency of the medication or if the medicine is no longer needed.   

 I understand that it may be necessary for this medicine to be administered during educational 
visits and other out of school/nursery activities, as well as on the school/nursery premises. 

 I confirm that the dose and frequency requested is in line with the manufacturers’ instructions 
on the medicine. 

 I also agree that I am responsible for collecting any unused or out of date medicines and 
returning them to the pharmacy for disposal. If the medicine is still required, it is my 
responsibility to obtain new stock for the school/nursery. 

 The above information is, to the best of my knowledge, accurate at the time of writing.  

 

Parent/carer name  

Parent/carer signature  

Date  

 

 


