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Managing Medicine Policy  
 
 

1. Administration of Medicine  
 
Parents should be encouraged to ask their GP if it’s possible to time the doses of medicine to be taken 
outside normal school hours. Wherever possible, parents/guardians of pupils who need medicine during 
school hours, should come into the school to administer the medicine to their children. 
 
The headteacher, with support of the school governing body, agrees to administer medicines in school. 
 
 

1.1 Any member of staff who agrees to administer medicine to pupils do that on a voluntary 
basis.  But it is strongly suggested that they should not do this before receiving the relevant 
training. 
 
1.2 Staff who volunteer to administer medicine, should receive the correct training before being 
permitted to administer medicine to any pupil. 
 
1.3 The school must receive a completed form/letter from pupils’ parents/guardians asking the 
school to administer the medicine during school hours. 
 
1.4 The headteacher/person in change must formally agree to the request before any medicine is 
administered. 
 
1.5 If a pupil refuses to take his medicine, he should not be forced to do that. Parents must be 
informed if the pupil refuses to take medicine. If a pupil refuses to take medicine in an 
emergency situation (e.g. adrenalin injection in a case of anaphylactic shock), professional 
medical assistance must be sought and parents informed immediately. 
 
1.6 Staff should make every effort to ensure that the pupil’s privacy and pride is protected, even 
in an emergency situation. 
 
1.7 If a pupil requires personal or intervening treatment, two members of staff should be 
present; and seek for one to be the same sex as the pupil. 
 
 
 

2. Storing Medicine  
 

2.1 The school will not accept any medicine not in its original container. 
 
2.2 All medicines should be clearly labelled with the pupil’s name and class. 
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2.3 Apart from asthma inhalers, medicines which should be kept in the fridge, and medicines 
which could be needed in an emergency, all other medicines should be kept out of pupils’ reach. 

 
2.4 Any medicines which need to be kept in the fridge should be stored in the staff room fridge. 
 
2.5 Pupils who are considered mature enough to take responsibility for their own asthma pump 
should carry it with them as long as a formal request has been made by the parent. 
 
2.6 During off site activities, the member of staff responsible for the activity or member of staff 
trained in first aid should carry any necessary medicine. Pupils who could need their medicine 
urgently could be in a group supervised by the member of staff carrying the medicine. Pupils 
who are considered responsible enough to take responsibility for their own asthma medicine 
should receive permission to carry it as long as a formal request has been made by the parent. 
 
2.7 Staff should never transfer medicine from its original container to another container unless 
the original container is broken. In such a case, the new container should be clearly labelled with 
all the information contained on the original label. The parent must be informed of any damage 
to containers. 
 
2.8 School staff should not dispose of any unused medicine. This is the parent’s responsibility. 
The parent must collect any unused medicine at the end of every half term. If the parents cannot 
come into school, the school nurse could assist to dispose of any unused medicine left in school. 
If a pupil’s medicine has finished or reached its use by date, the parent is responsible for 
replenishing. 
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