
Parkfield Primary School 

Administration of Medicines Policy 

This school policy taken account of the statutory guidance contained in:  

CSF ‘Managing Medicines in School’ 2008. 
The Equality Act 2010 
Supporting pupils at schools with medical needs.  December 2015 
 
This policy is a statement of the aims, principles and strategies for dealing with children with medical 
needs who require medication to be administered while at school or for children who require 
medication for short periods of time.  It is not a policy to be taken in isolation and should be read in 
conjunction with relating school policies on Inclusion, Equal Opportunities and the school’s 
Accessibility Plan. 
 
Parkfield Primary School is committed to reducing the barriers to sharing in school life and learning 
for all its pupils.  This policy sets out the steps the school will take to ensure full access to learning 
and school life for all its children that require medication. 
 
Medication 
Parents should, wherever possible, administer or supervise the self-administration of medication to their child.  
This may parent visiting the school during the lunch break etc.  However, we understand that this may not be 
practicable and in such case parents may make a request for medication to be administered to the child at 
school. 
 
Legal Obligation to Administer Medicines 
There is no legal obligation that requires school to administer medicines.  Teachers and support staff  
conditions of employment do not include giving or supervising a pupil taking medicines.  Agreements to do so 
are voluntary.  Where the school agrees to administer medicine or carry out other medical procedures e.g. 
blood sugar levels in a child who is diabetic, staff will receive appropriate training and support from health 
professionals.   
 
 
Prescribed Medicines 
If medicines need to be administered at set times during the school day the following arrangements will be 
made by the school with the parent or guardian to allow the school to take on the responsibility:- 

 The parent / carer will be asked to complete the attached form (appendix 1) giving all relevant details 
in full.  In doing so the parent / guardian consents to the school administering medication to his / her 
child for the duration of the course of medication.  (5 school days).  If a second course of medication is 
needed then a 2nd form should be completed. 

 For pupils requiring regular doses of medicine on a long term basis (e.g; in the case of chronic illness), 
the parents will be asked to discuss the implications of the illness with the headteaher / SENDCo and a 
decision will be made as to the arrangements necessary to administer the medication and support the 
child.  Parents will be asked to sign a Care Plan for the administering of the medication.   

 Medicines should always be provided in the original container as dispensed by a pharmacist and will 
include the name of the child and the prescriber’s instructions for dosage and administration.  School 
will not accept medicines that have been taken out of the container nor made changed to dosages on 
parental instruction. 

 Some pupils with chronic complaints may well be taking responsibility for administering their own 
medicine (inhalers).  In these cases an Asthma care plan must be completed by the parent / carer, 



these are kept in the school office, on the child’s electronic record and also in the classroom so that 
the information is available to any other teacher taking that class. 

 
Non-Prescribed Medicines 
Parkfield Primary School has a policy of administering non prescribed medicine in the form of a painkiller (e.g. 
Calpol). 
 
This is carefully controlled but allows a child to be in school when, for instance, they may have a toothache and 
are waiting for a dentist appointment.   A medicine form (Appendix 1)  must be completed and signed by the 
parent / carer and the medicine left at the school office clearly marked with the child’s name, date and 
dosage.  A log will be kept in the school office of any medicine administered and parents / carers must collect 
the medicine and details of the log at the end of the day. 
 
This measure is a short term measure to assist parents and to ensure we are doing everything we can to 
support all children in their right to access a full time education. 
 
Patient Medicines 
A child must NEVER be allowed to bring any medication to school to self-administer, including painkillers, 
cough sweets, lozenges  etc.    Lip balm’s etc should be labelled and kept in the child’s tray, children should not 
share with other children. 
 
Sun tan cream may be sent in to school clearly labelled with the pupils name if they can apply it themselves, 
however, school strongly advises parents to apply sun cream before coming to school and to use the type of 
sun cream that lasts for the duration of the day to avoid re-applications. 
 
Controlled Drugs 
Controlled drugs, such as Rohyponol and Ritalin, are controlled by the Misuse of Drugs Act, and therefore have 
to be strictly managed.  The amount of medication handed over to the school will always be recorded.  It will 
be stored in a locked, non-portable container, and only specific named staff will be allowed access to it.  Each 
time the drug is administered it will be recorded, including if the child refused to take it.  
 
Refusing Medication 
If a child refuses to take medication staff will not force them to do so.  The refusal will be recorded and the 
parents informed.  If necessary the school will call emergency services. 
 
Safe Storage of Medicines 
Medicines are stored in the medicines cabinet in the school office.  Asthma inhalers are stored in the 
classrooms.  If any medicine needs to be refrigerated, this will be stored in the medicines fridge in the school 
office.  In the case of Epipens in school, two pens are kept for each child, one is stored in the school office and 
one is stored in a safe area in the classroom, both in a clear plastic bag with the child’s name clearly marked.  
The child’s Care Plan will detail the locations of the Epipens. 
 
Emergency Salbutamol Asthma Inhalers 
In accordance with the DfE ‘Emergency Use of Inhalers in Schools Guidance 2014, the school will store the 
recommended ‘Emergency Asthma Kit’ within the school office with an up to date list of all pupils who have an 
Asthma Care Plan in school and as such parents / carers have given permission for the emergency inhaler 
should their own be unavailable. 
 
A record of administration will be kept.  See Asthma Care Plan. 
 
Receiving / returning Medicines 
Medicines will be received at the start of the school day via the school office.  Consent forms must be 
completed by the parent / carer.  Medicines will be returned to the parents / carer at the end of the school 



day via the school office.  If a child attends Acorns and Oak Trees After School Care, then the medicine will be 
given to Acorns staff if permission is obtained from the parent / carer. 
 
Offsite Visits 
It is good practice for schools to encourage pupils with medical needs to participate in offsite visits.  All staff 
supervising visits should be aware of any medical needs, medication to be administered and the relevant 
emergency procedures.  Where necessary an individual risk assessment may be drawn up.   
 
If travel sickness medication is required then it should be given to the office, clearly labelled and a group 
consent form will be available for parents to sign. 
 
Menstruation 
Hygiene products are available in school for use when needed. These are kept near the first aid in the KS2 
resource area.  Sanitary bins are situated in Year 5 / 3 and Year 6 / 4 girls toilets. 
 
 
This policy is due for review in September 2019 
 
 
 

 
 

 


