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Introduction 
 

Some pupils will have medical conditions that require support, so that they can attend school regularly and 
take part in school activities. There is no legal duty which requires school staff to administer medication. This is 
purely a voluntary role.  
However, at St Peter’s School, we believe a positive response to a pupil’s medical needs will not only benefit 
the pupil directly, but positively influence the attitude of the whole class/school. As far as reasonably possible, 
therefore, we will work with parents and other professionals to administer medication to enable pupils to 
actively participate in school life. However, no member of staff will be required to administer medication 
against their will. 

 
Rationale 

At St Peter’s School we agree: 

• We will do everything possible to ensure that any child with medical problems is given access to the 

curriculum so that they receive as full an education as possible. 

• Teachers are not obliged to administer/ supervise pupil’s medication 

• Emergency action may be needed, both in school & on outings 

• Prime responsibility lies with parent/ carer who is the main source of information 
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Aims 
         Through this policy we aim to 

• Assist parents with the medical care of their children 

• Educate staff and children regarding special medical needs 

• Adopt/implement DfE guidance 

• Arrange training for staff willing to support children with medical needs 

• Where and when necessary, liaise with medical services in support of children with special needs 

• Ensure access for all to a broad, balanced curriculum 

• Maintain appropriate records 

 
Parents or Guardians: 

• Have prime responsibility for their child’s health 

• Are responsible for ensuring their child is well enough to attend school 

• Should, where possible, arrange with their doctor for medication to be administered outside of school 

hours 

• Must provide the school with details of their child’s medical condition, whether this is before the child 

starts school or if a condition develops whilst the child is attending school 

• Should liaise with the Head teacher to agree the school’s role in helping to meet their child’s medical 

needs 

• Must supply written information about the medication their child needs to take in school and let the 

school know, in writing, of any changes to the prescription or its administration or to the support 

required 

• Should, where possible, arrange for a separate supply of medication for use in school 

• Must ensure that medication is provided in a suitable container, dated and labelled with their child’s 

name, the name and strength of the medication, instructions for use, the quantity to be taken and the 

timing of the dosage. 

• Are responsible for the disposal of medication 

 

The Head Teacher: 

• Works with the governing body to develop the school’s policy 

• Implements policy and develops detailed procedures 

• Ensures staff receive proper support and training 

• Will make daily decisions about the administration of medication 

• Ensures medication is stored safely 

• Ensures parents/guardians are aware of the school’s policy and procedures 

• Liaises with the Consultant in Communicable Disease Control following the outbreak of an infectious 

disease 

• Agrees with parents/guardians what support the school can provide 

• Ensures emergency procedures are in place 

• Obtains agreement from parents/guardians to share information about their child’s medical 

condition/health with other staff members 

• In cases where the Head Teacher feels concern about meeting the child’s medical needs or where the 

expectations of parents/guardians appear unreasonable, she will seek advice from the School Health 

Adviser (School Nurse), School Doctor, G.P. or other medical advisers. 
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Staff: 

• If/when staff volunteer to support a pupil with medical needs, they need to receive information about 

the condition and the likelihood, or not, of an emergency arising 

• Tasks should be clearly identified with training provided before they are asked to administer 

medication 

• Support and/or cover for absence or unavailability will be required 

• Should ensure appropriate records are kept 

• Should be aware of any possible side-effects 

• Should bring to the attention of the Head teacher any concerns they have about a pupil’s medical 

condition 

• Can refuse to administer medication and will never be forced to become involved with a pupil’s 

medical care to a degree that makes them uncomfortable or against their will. 

• Will receive appropriate training in the administration of epi-pens and diabetes testing equipment.  

 
Expectations 

Staff will only administer medication if: 

• It is essential that it be taken in school hours 

• The child is unable to manage his/her own medication 

• It has been dispensed by the pharmacist in a container clearly labelled with the dosage and with the 

name of the pharmacist clearly visible. Any medication that is incorrectly labelled or in an 

inappropriate container cannot be accepted. 

Practice 

• When a parent/ carer requests that we administer medication we will 

consider whether the school’s identified staff are prepared to administer the medication 

• In the cases of long-term administration (ie, longer than a 5 days) conduct a risk assessment to 

determine the necessary arrangements 

• Ensure secure storage for the medication in school, accessed only by designated staff. 

• Complete a record each time it is administered 

• At the end of the treatment, or the end of term, hand over any remaining medication to the 

• parent/carer. 

• Destroy any medication that has not been collected by the parent/carer 

• A pupil will never take medication that has been prescribed for another pupil even if that other pupil is 

a member of their own family, and the parent has given permission. 

 

In accordance with guidelines laid down by WCC in their Handbook of Safety Information, we will never 
administer painkillers (e.g. aspirin or paracetamol, including junior forms such as Calpol) to pupils (unless prescribed 
by a doctor), even at the request of parents. 
These can mask symptoms in the event of injury and it is possible to inadvertently administer too large a dose if a pupil 
has already taken some without the knowledge of the school. 
When asked to administer other medications (e.g. antibiotics), we will require written instructions from the parents, 
detailing: 

• When the child last took the medication 

• What dosage is required and when 

• Particular care will be taken in these instances as staff may not be aware if the pupil has previously taken non-

prescription medication and the effects this may have if the pupil is already taking other prescribed 

medication. When in doubt, staff will refuse to administer the medication. 

Whenever possible, pupils, where appropriate, will be encouraged to manage their own medication. In such 
cases, they will be supervised by a member of staff, and parents will need to provide a letter giving permission for 
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their child to self-administer. If it is not possible for pupils to manage their own medication, parents will, whenever 
possible, be encourage to come into school to administer the medication to their child. 
If a child refuses their medication, school staff will not force them to take it. The school will then inform the pupil’s 
parents/guardians as a matter of urgency, requesting that they come to school to administer the medication or take 
the child home. If it is deemed necessary, the emergency services will be called. 

 
Long-Term Medication 
 
From time to time, pupils may have a medical condition which requires the taking of medication over a longer period 
(ie longer than a week). In these cases it is very important that the school has sufficient information about the child’s 
medical needs. In these instances, an Individual Health Care Plan will be written, involving the parents/guardians, the 
Headteacher, health professionals and the pupils (where appropriate).  
This plan will include: 

• Details about the pupils and their condition 

• Name and details of medication, including any side-effects 

• Special arrangements, including dietary needs and activity/curriculum precautions 

• Emergency procedures (ie what to do and who to contact) 
 

Record Keeping 
It is not a legal requirement for schools to keep a record of medication given to pupils and the staff involved. However, 
whenever we administer medication, we will record the details in a book, kept in the staffroom.  
In this book, we will note the name of the child, the dosage and the person administering the medicine. We will also 
keep in this book the parental notes giving us permission to administer this medication. 
School Trips 
We encourage all our pupils to participate fully in school trips, including residential trips. 
Reasonable adjustments will be made to ensure the inclusion of all pupils. Staff on school trips should be made fully 
aware of the medical needs of the pupils participating and this information will be shared with any staff at residential 
centres or the places being visited as deemed appropriate by the trip leader. 
Sporting Activities 
Some pupils may need to take precautionary measures before or during exercise and/or need to have immediate 
access to their medication. Staff supervising these activities will need to be made aware of the relevant medical 
conditions of the pupils taking part and will need written permission from parents detailing any medication to be 
given. 
 
Storing Medicines 
The Headteacher is responsible for making sure medication is stored safely. Medication should be provided by the 
parents in a labelled, airtight container. While in school, it will be stored under lock and key. Some medications may 
need to be refrigerated. If this is the case, they will be stored in the refrigerator in the staff room. Large amounts of 
medication will not be stored; parents will be encouraged to bring the required dose into school on a daily basis. 
Where this is not possible, no more than one week’s supply will be stored in school. Pupils will be shown where their 
medication is stored and will know who will administer it and when. 
The Head Teacher or another member of staff in her absence will ensure that medication is supplied to the school in 
the original container. It must have been dispensed by the pharmacist within the previous three months. 
A few medicines, such as asthma inhalers, must be readily accessible to pupils and will therefore not be locked away. 
These will be stored in an appropriate box in each classroom. Parents will provide written instructions as for all 
medication and these instructions will be kept with the inhalers. Inhalers must be marked with the child’s name. Staff 
will record inhaler use in the book kept with the inhalers. 
Emergency Procedures 
All staff will know how to call the emergency services, but will defer to the qualified First Aider if time. Any pupil taken 
to hospital by ambulance will be accompanied by a member of staff who will remain until a parent/guardian arrives. 
Generally, staff will not take pupils to hospital in their own cars. However, in an emergency this may be deemed to be 
the only course of action. Such decisions will be taken by the Headteacher or another senior member of staff. Another 
member of staff will accompany the driver. The driver will have public liability insurance. 
Hygiene/Infection Control 
All staff are aware of basic hygiene precautions for avoiding infection, such as washing and drying hands before and 
after the administration of medication. Staff have access to protective, disposable gloves (kept in the first aid box in 
the BMA room) and will use these at all times when administering first aid. 
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Confidentiality 
The Head Teacher and all school staff will treat medical information in confidence. Agreement will be reached with the 
parent/guardian and/or with the pupil (if they have the capacity) about who else should have access to information 
and/or records. However, if information is withheld from staff, they cannot be held responsible, if they unknowingly 
act incorrectly in giving medical assistance, but act otherwise in good faith. The Headteacher will explain this carefully 
to parents/guardians and/or pupils, where they are reluctant to share information. 
 

Do Do not 

 

✓ Remember that any member of school 
staff may be asked to provide support to 
pupils with medical conditions, but they 
are not obliged to do so 

✓ Check the maximum dosage and when the 
previous dosage was taken before 
administering medicine 

✓ Keep a record of all medicines 
administered. The record should state the 
type of medicine, the dosage, how and 
when it was administered, and the 
member of staff who administered it 

✓ Inform parents if their child has received 
medicine or been unwell at school  

✓ Store medicine safely 

✓ Ensure that the child knows where his or 
her medicine is kept, and can access it 
immediately 

 

 

 Give prescription medicines or undertake 
healthcare procedures without 
appropriate training 

 Accept medicines unless they are in-date, 
labelled, in the original container and 
accompanied by instructions 

 Give prescription or non-prescription 
medicine to a child under 16 without 
written parental consent, unless in 
exceptional circumstances 

 Give medicine containing aspirin to a child 
under 16 unless it has been prescribed by 
a doctor 

 Lock away emergency medicine or devices 
such as adrenaline pens or asthma 
inhalers 

 Force a child to take their medicine. If the 
child refuses to take it, follow the 
procedure in the individual healthcare 
plan and inform their parents 
 

 
 


