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ADMINISTRATION OF MEDICINE POLICY 

 

This policy applies to all pupils, including those in the Early Years Foundation Stage (EYFS). 

Reference should also be made to the First Aid Policy. 

Policy Information 

Policy Title Administration of Medicines Policy 

Applies to 
All pupils, including Early Years Foundation Stage (EYFS), staff and visitors 

where applicable 

Policy Owner Named First Aider 

Related Policies 

First Aid Policy; Health and Safety Policy; Safeguarding and Child 

Protection Policy; SEND Policy; Educational Visits Policy; Intimate Care 

Policy 

Approved by Advisory committee 

Review Date September 2027 

Named First Aider: Mrs Louise Bolton 

1. Statement of Intent 

Birchfield School is committed to supporting pupils with medical needs so that they can 

access education safely, participate fully in school activities and maintain their wellbeing. 

The School recognises that some pupils require medication during the school day or while 

participating in school activities. Medication will be managed safely, stored securely, 

administered appropriately and recorded accurately. 

This policy aims to ensure that: 

• medicines are administered safely and only where appropriate; 

• pupils with medical conditions are supported effectively; 

• staff understand their responsibilities; 

• parents and healthcare professionals are involved appropriately; 

• disruption to pupils’ education is minimised; 

• arrangements comply with statutory guidance and good practice. 

This policy should be read alongside the First Aid Policy and the School’s procedures for 

supporting pupils with medical conditions. 

2. Legal and Regulatory Framework 

This policy has been prepared with reference to: 

• Children and Families Act 2014; 

• Supporting pupils at school with medical conditions (Department for Education); 

• Statutory Framework for the Early Years Foundation Stage (EYFS); 

• Health and Safety at Work etc. Act 1974; 

• Medicines guidance issued by recognised healthcare organisations; 
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• Equality Act 2010; 

• UK General Data Protection Regulation (UK GDPR); 

• Data Protection Act 2018. 

The School will make reasonable adjustments to support pupils with medical conditions and 

disabilities and will ensure that medical needs are managed without unnecessary barriers to 

participation. 

3. Consent for Administration of Medication 

Medication will only be administered with appropriate parental consent. 

Parents must complete the School’s Letter of Authority – Medication Form before 

medication can be administered. 

The consent form must include: 

• pupil name; 

• medication name; 

• dosage required; 

• method of administration; 

• frequency and timing; 

• any specific instructions; 

• parent/carer signature. 

The School will not administer medication without appropriate consent except in an 

emergency where immediate action is required to preserve life or prevent serious harm. 

Pupils cannot be forced to take medication. Where a pupil refuses medication, staff will 

record the refusal and inform parents or carers. 

4. Types of Medication Administered 

The School will normally administer: 

• prescribed medication; 

• emergency medication; 

• medication required to manage diagnosed medical conditions; 

• non-prescription medication where appropriate and where parental consent has 

been provided. 

Non-prescription medicines, such as: 

• paracetamol; 

• antihistamines such as Piriton; 

• cough remedies; 

• throat lozenges; 

may only be administered where: 

• parental consent has been provided; 

• administration is considered appropriate; 

• the medicine is clearly labelled and supplied appropriately. 
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Medicines containing aspirin will only be administered where specifically prescribed by a 

medical practitioner. 

The School reserves the right to decline administration of non-essential medication where 

alternative arrangements can reasonably be made. 

5. Medication Requirements 

All medication supplied to the School must: 

• be in the original packaging; 

• be clearly labelled with the pupil’s name; 

• include dosage instructions; 

• include expiry dates where applicable; 

• be within the date of use. 

Medication must not be transferred between containers. 

Parents remain responsible for ensuring that medication supplied to School is: 

• in date; 

• replaced when necessary; 

• collected when no longer required. 

6. Administration of Medication 

Medication will only be administered by staff who are authorised and appropriately trained. 

Staff administering medication must: 

• check the pupil’s identity; 

• check the medication label and instructions; 

• confirm the correct dose; 

• ensure the medication has not expired; 

• administer medication according to instructions; 

• record the administration immediately. 

Records must include: 

• pupil name; 

• medication administered; 

• date and time; 

• dosage given; 

• name and signature of administering staff member; 

• any relevant comments or observations. 

For EYFS pupils, medication administration must be witnessed by a second adult to confirm 

accuracy. 

EYFS staff administering medication will hold appropriate Paediatric First Aid training. 

7. Pupils Carrying Medication 
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Some pupils may be permitted to carry their own medication where this is appropriate and 

forms part of their healthcare arrangements. 

This may include: 

• asthma inhalers; 

• adrenaline auto-injectors (AAIs). 

The decision will consider: 

• the pupil’s age and maturity; 

• the nature of the medical condition; 

• the pupil’s ability to manage their medication safely. 

All other medication must be handed to the School Office or stored securely as directed. 

8. Specific Medical Conditions 

Asthma 

Pupils with asthma must have access to their prescribed reliever inhaler. 

Arrangements include: 

• pupils in Year 6 and above are encouraged to carry their own inhalers where 

appropriate; 

• emergency inhalers are available from the Named First Aider or School Office; 

• pupils in Reception to Year 2 have inhalers stored in clearly identified red emergency 

bags within their classrooms. Years 3-5 will have inhalers within their form rooms 

but can freely move them for example during Games lessons, returning them to the 

classroom 

Staff will receive appropriate information regarding pupils with asthma and emergency 

procedures. 

If a pupil experiences breathing difficulties that do not improve following use of medication, 

emergency medical assistance will be sought. 

Severe Allergies and Anaphylaxis 

Pupils with severe allergies must have appropriate emergency medication available at all 

times. 

Adrenaline auto-injectors (AAIs) are: 

• stored in individual red medical bags; 

• clearly labelled with the pupil’s name and photograph; 

• securely stored but readily accessible to trained staff; 

• taken on educational visits and sporting activities. 

Any prescribed antihistamine medication for allergic reactions will be stored with the pupil’s 

emergency medication where appropriate along with a Careplan confirming the allergy and 
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first steps in initial treatment. These will be stored within the Reception area medical 

cabinet or if required the fridge. 

Pupils in Reception to Year 2 will have individual allergy bags stored within their classroom. 

Staff responsible for pupils with severe allergies will receive appropriate training in 

recognising and responding to anaphylaxis. 

Diabetes, Epilepsy and Other Medical Conditions 

Pupils with long-term medical conditions will be supported through appropriate healthcare 

arrangements. 

Conditions may include: 

• diabetes; 

• epilepsy; 

• allergies; 

• asthma; 

• other medical conditions requiring medication or emergency support. 

Individual Healthcare Plans will be prepared where required and reviewed: 

• annually; 

• when medical advice changes; 

• when a pupil’s needs change; 

• following significant incidents. 

Relevant staff will be informed of necessary procedures while maintaining confidentiality. 

9. Educational Visits, Trips and Fixtures 

Medication required during trips, fixtures and off-site activities must: 

• be clearly labelled; 

• be accompanied by appropriate consent documentation; 

• be included within the visit risk assessment. 

Emergency medication, including inhalers and adrenaline auto-injectors, must accompany 

pupils whenever required. 

For EYFS visits, a member of staff holding Paediatric First Aid training must accompany the 

group. 

For sporting fixtures: 

• emergency medication requirements will be highlighted on team lists; 

• staff supervising teams must ensure medication is available; 

• staff must understand relevant emergency procedures. 

Parents remain responsible for medication arrangements during activities organised outside 

School responsibility, including some weekend events. 
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10. Storage and Security of Medication 

Medication must be stored securely and safely. 

Medication is stored in: 

• the Medical Cabinet; 

• the designated medical refrigerator where required. 

Storage arrangements ensure: 

• access is limited to authorised staff; 

• medicines are protected from unauthorised use; 

• child safety measures are maintained. 

Keys are stored securely within the School Office key cupboard. 

Staff must ensure that secure storage arrangements are restored immediately after accessing 

medication. 

11. Disposal and Returning Medication 

Unused, expired or discontinued medication must be returned to parents. 

The School does not dispose of medication unless appropriate arrangements have been 

agreed. 

Parents are responsible for collecting medication that is no longer required. 

12. Staff Training and Responsibilities 

The School will ensure staff receive appropriate training to support pupils with medical 

conditions. 

Training may include: 

• administration of medication; 

• asthma awareness; 

• anaphylaxis and use of AAIs; 

• diabetes awareness; 

• epilepsy awareness; 

• emergency procedures. 

Staff receive refresher training through external providers and approved online learning 

platforms, including Educare modules where appropriate. 

The Named First Aider and Compliance Assistant maintain records of: 

• staff training; 

• qualifications; 
• expiry dates; 

• additional medical training. 
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EYFS staff maintain current Paediatric First Aid certification. 

13. Partnership with Parents and Healthcare Professionals 

Effective communication between the School, parents and healthcare professionals is 

essential. 

Parents must: 

• provide accurate and current medical information; 

• inform the School of changes to medication or treatment; 

• provide updated healthcare plans where required; 

• ensure medication supplied is current. 

The Named First Aider will liaise with: 

• parents and carers; 

• teaching staff; 

• healthcare professionals; 

• external agencies where appropriate. 

14. Confidentiality and Record Keeping 

Medical information will be handled confidentially and stored securely. 

The School will: 

• share information only with staff who need it to support pupil welfare; 

• maintain accurate medication records; 

• comply with UK GDPR and data protection requirements; 

• retain records in accordance with School retention procedures. 

15. Monitoring and Review 

The effectiveness of this policy will be monitored through: 

• review of medication records; 

• monitoring of incidents; 

• review of healthcare plans; 

• feedback from parents and staff; 

• annual policy review. 

This policy will be reviewed annually or sooner if legislation, guidance or School 

arrangements change. 

Next Review Date: September 2027 
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ANNEX A 

Medication Administration Record Template 

This record must be completed each time medication is administered by a member of 

School staff. 

Pupil Details 

Pupil Name: _______________________________________ 

Date of Birth: _____________________________________ 

Year Group/Class: _________________________________ 

Medical Condition: _________________________________ 

Parent/Carer Name: ________________________________ 

Medication Details 

Medication Name: __________________________________ 

Form (tablet/liquid/inhaler/other): ____________________ 

Prescribed Dose: __________________________________ 

Frequency: _______________________________________ 

Storage Location: _________________________________ 

Expiry Date: ______________________________________ 

Consent 

Parent/Carer consent received: 

☐ Yes 

☐ No 

Date consent received: _______________________________ 

Healthcare Plan in place: 
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☐ Yes 

☐ No 

☐ Not applicable 

 

 

 

 

Administration Record 

Date Time 
Medication/Dose 

Given 

Administered By 

(Print Name) 
Signature 

Witness (EYFS 

where required) 
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Date Time 
Medication/Dose 

Given 

Administered By 

(Print Name) 
Signature 

Witness (EYFS 

where required) 

 

 

 

     

 

 

 

     

 

Notes / Observations 

 

 

 

 

 

 

Parent Notification (where required) 

Parent contacted: 

☐ Yes 

☐ No 

☐ Not required 

Date/time: 

Method: 

☐ Telephone 

☐ Email 

☐ Other 

Details: 

 

Parent contacted: 
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☐ Yes 

☐ No 

☐ Not required 

Date/time: 

Method: 

☐ Telephone 

☐ Email 

☐ Other 

Details: 

 

ANNEX B 

Individual Healthcare Plan (IHP) Process 

1. Purpose 

An Individual Healthcare Plan (IHP) enables the School to support pupils with medical 

conditions safely and effectively. 

An IHP will identify: 

• the pupil’s medical condition; 

• medication requirements; 

• emergency procedures; 
• staff responsibilities; 

• arrangements for lessons, activities and educational visits. 

2. When an IHP May Be Required 

An IHP may be appropriate where a pupil: 

• has a long-term medical condition; 

• requires emergency medication; 

• requires support during the school day; 

• requires medication administration; 

• has a condition that may affect participation in School activities. 

Examples include: 

• asthma; 
• diabetes; 

• epilepsy; 

• severe allergies/anaphylaxis; 

• other significant medical conditions. 

3. Development of an IHP 
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The School will work with: 

• parents/carers; 

• the pupil (where appropriate); 

• healthcare professionals; 

• relevant School staff. 

The Named First Aider will coordinate the process. 

The plan will include: 

• pupil details; 

• medical condition; 

• symptoms and warning signs; 

• medication required; 

• emergency actions; 

• staff involved; 

• arrangements for trips and activities. 

4. Review of Healthcare Plans 

Healthcare Plans will be reviewed: 

• annually; 

• following changes in medical advice; 

• following significant incidents; 

• when medication changes; 

• when the pupil’s needs change. 

Parents must inform the School immediately of any changes. 
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ANNEX C 

Emergency Medication Procedures 

Asthma Inhalers 

Where a pupil has asthma: 

• their reliever inhaler must be accessible at all times; 
• inhalers must be labelled clearly; 

• staff supervising activities must know where inhalers are stored; 

• emergency inhalers are available in accordance with School procedures. 

If a pupil experiences an asthma attack: 

1. Encourage the pupil to sit upright. 

2. Assist them to use their reliever inhaler. 

3. Monitor symptoms. 

4. Seek emergency medical assistance if symptoms do not improve or worsen. 

5. Inform parents/carers. 

Anaphylaxis and Adrenaline Auto-Injectors 

Where a pupil has a severe allergy: 

• emergency medication must accompany the pupil throughout the School day and on 

trips; 

• staff must know the location of the pupil’s medication; 

• trained staff must respond immediately to symptoms. 

Symptoms may include: 

• difficulty breathing; 

• swelling of lips, mouth or throat; 

• widespread rash; 

• collapse; 
• dizziness; 

• severe distress. 
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Emergency response: 

1. Administer adrenaline auto-injector immediately if anaphylaxis is suspected. 

2. Call 999. 

3. Keep the pupil lying down unless breathing difficulties require a different position. 

4. Use a second auto-injector if symptoms continue and emergency guidance indicates. 

5. Inform parents/carers. 

Spare autoinjectors are available for children with known anaphylaxis and where parental 

consent has been given. 

If a suspected anaphylaxis reaction affects a pupil this must be communicated to a 999 call 

handler and they will be informed that we have spare autoinjectors. They are able to give 

permission for the autoinjectors to be used.  

 

 

 

Epilepsy 

Where a pupil has epilepsy: 

• staff will be informed of individual seizure patterns; 

• emergency medication arrangements will be detailed in the IHP; 

• staff will receive appropriate training where required. 

Emergency assistance should be sought where: 

• a seizure lasts longer than the agreed emergency timeframe; 

• seizures occur repeatedly; 

• the pupil is injured; 

• breathing difficulties occur. 

Diabetes 

Where a pupil has diabetes: 

• staff will understand the pupil’s normal management arrangements; 

• emergency procedures will be recorded in the IHP; 

• access to necessary supplies will be maintained. 

Staff should seek urgent medical advice where a pupil becomes seriously unwell or loses 

consciousness. 
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ANNEX D 

Medication Checklist for Educational Visits and Fixtures 

Administration of Medicines Policy 2026–2027 

Before departure, the trip leader must confirm: 

☐ Medical information has been reviewed. 

☐ Required medication is available. 

☐ Medication is correctly labelled. 

☐ Consent documentation is available. 

☐ Emergency medication accompanies the pupil. 

☐ Staff supervising the activity understand relevant procedures. 

☐ Medication has been stored securely during transport. 

☐ Medication has been returned after the activity. 
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ANNEX E 

Medication Storage and Checking Procedure 

Administration of Medicines Policy 2026–2027 

The Named First Aider will ensure that: 

• medication storage areas are secure; 

• medicines are stored according to instructions; 

• refrigeration requirements are monitored; 

• expiry dates are checked regularly; 

• outdated medication is returned to parents; 

• records are maintained. 

Routine checks will include: 

Check Frequency Completed By 

Medication expiry dates Half termly Named First Aider 

Emergency medication 

availability 

Half termly and before 

trips 

Named First Aider/Trip 

Leader 

Refrigerator temperature  

(where applicable) 
Regularly Designated staff member 

Medication records Ongoing Administering staff 

 

A 
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ANNEX F 

Staff Guidance: Key Principles When Supporting Pupils With Medication 

Staff should remember: 

• pupil welfare comes first; 

• medication must never be administered without appropriate authority; 

• confidentiality must be maintained; 

• records must be completed immediately; 

• staff should seek advice if unsure; 

• emergency action should never be delayed where there is a risk of serious harm. 

All staff must be familiar with: 

• this policy; 

• the First Aid Policy; 

• relevant pupil healthcare plans; 

• emergency procedures. 

 


