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Administration of Prescribed Medicines

Information for staff and parents
1. The school is unable to administer medicine not prescribed by a doctor.

2. A list of all known medical conditions for each class is kept in the class register. A whole school copy is kept in the office in the Safeguarding file and is also held by the staff member in charge of First Aid.
3. In general the school will try to help parents by administering prescribed doses of medicine.  Parents are expected only to ask for our assistance if the prescribed dosage cannot be achieved either before or after school.
4. Prescribed medicines can only be administered when an agreement form has been completed by a parent.* Parents will be issued with pro-formas to complete when necessary. This form must be counter-signed by the Headteacher. Spare forms are kept in the office. *If a child arrives at the school without the necessary form, the school must contact parents and obtain verbal permission over the phone before any medicine can be given.  The form must then be signed retrospectively.
5. In general, Teaching Assistants, supported by the staff member responsible for First Aid/Medicines, will be responsible for giving medicines to children in that class.  
6.  The school will not accept medicines which have been taken out of the container as originally dispensed nor make changes to dosages on parental instructions.
7.  In line with revised EYFS welfare requirements the dose administered, as well as the date and time will be recorded on the back of the agreement form and will be signed by the TA/ teacher who administers the medication and by a witness.  This practice will apply across the whole school.
8. Completed forms are kept in the Medical Room.
9. When medicines are received in school they will be stored in the fridge or the designated cupboard in the Medical Room (for Linford) or in the Staff Room (for Salcey).  Please note that drugs used for treating emergency conditions should be easily available to staff and never locked away.

10. Where appropriate children will be encouraged to become self-managing with regard to their medications.  This is particularly the case with older children using inhalers for controlling asthma.  Parents will need to inform school in writing if they agree to this process. The children should always ask before any self administering of any medicines. 
11. Younger children who are not old enough to use their medication independently will be supervised and the procedure managed in the same way as for other medications.
12. Where children are on permanent daily medication, a record book will be kept in the child’s classroom.  Where a child has an individualised/personal care plan arrangements will be put in place.
13. Whilst the school will send reminders, it is the responsibility of parents to ensure that out of date medication is renewed and sent to school.

For further guidance and information, please refer to the DFE guidance ‘Supporting children with medical needs 2014’.
Administration of First Aid for pupils

1. The school recognises its duty of care to its pupils and ensures that sufficient numbers of staff have undertaken First Aid training and hold First Aid certificates.
2. An up-to-date list of First Aiders within the school is located in the main office/ medical room and  staffroom.
3. The school ensures that there is sufficient First Aid cover for pupils throughout the school day. This includes cover during break and lunchtimes and both day and residential trips.

4. All instances of first aid being administered are recorded and a copy sent home to parents for their reference.

5. In the event of more serious medical incidents or accidents, parents are contacted and/or the emergency services as required. Official incident reports are completed, a copy of which is sent to the Local Authority Health and Safety Department.

6. The school may seek support from the local surgery if deemed necessary.
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