
 

                   

 

PHEASEY PARK FARM PRIMARY SCHOOL AND EARLY YEARS CENTRE  

 

    MEDICATION POLICY        

 

Members of staff will administer medication in accordance with this policy. 

 

We promote the good health of children attending school/Early Years Centre and take 

necessary steps to prevent the spread of infection. If a child requires medicine we will obtain 

information about the child’s needs for this, and will ensure this information is kept up-to-

date and all appropriate paperwork completed. 

 

When dealing with medication of any kind in the School/Centre, strict guidelines will be 

followed. 

 

All medication is stored in the kitchen area of the School/Centre, Play Care. 

 

Prescription Medication 

▪ Prescription medicine including eye drops/cream recently prescribed will only be given 

to the person named on the bottle for the dosage stated 

▪ Medicines must be in their original containers 

▪ Those with parental responsibility of any child requiring prescription medication should 

allow a senior member of staff to have sight of the bottle. The staff member should 

note the details of the administration on the appropriate form and another member of 

staff should check these details 

▪ Those with parental responsibility must give prior written permission for the 

administration of each and every medication. However we will except written 

permission once for a whole course of medication or for the ongoing use of a particular 

medication under the following circumstances: 

▪ The written permission is only acceptable for that brand name of medication and 

cannot be used for similar types of medication, e.g. if the course of antibiotics changes, 

a new form will need to be completed 

▪ The dosage on the written permission is the only dosage that will be administered. We 

will not give a different dose unless a new form is completed 

▪ Parents should notify us IMMEDIATELY if the child’s circumstances change, e.g. a dose 

has been given at home, or a change in strength/dose needs to be given. 

▪ The School/Centre will not administer a dosage that exceeds the recommended dose on 

the instructions unless accompanied by a doctor’s letter.  At least one member of staff 

will sign and date the form. 

▪ Each dosage given must be signed by the staff member administering the medication 

and countersigned by a staff member who observed the medication being given. 

▪ The parent must be asked when the child had last been given the medication before 

coming to school/nursery; this information will be recorded on the medication form. 

Similarly when the child is picked up, the parent or carer must be given precise details 

of the times and dosage given throughout the day. The parent’s signature must be 

obtained at both times. 

 

            



 

 

 

▪ At the time of administering the medicine, a senior member of staff will ask the child 

to take the medicine, or offer it in a manner acceptable to the child at the prescribed 

time and in the prescribed form. (It is important to note that staff working with 

children are not legally obliged to administer medication) 

▪ If the child refuses to take the appropriate medication then a note will be made on the 

form 

▪ Where medication is “essential” or may have side effects, discussion with the parent 

will take place to establish the appropriate response 

▪ Wherever possible ask parents to request that GPs prescribe the least number of 

doses per day, i.e. three x daily, rather than four x daily. 

▪ Over the counter medication will only be given for up to three days at the discretion of 

the Centre Manager’s. 

▪ Over the counter medication with the exemption of Ibuprofen will be administered for 

a current illness providing permission is received from those with parental 

responsibility. 

▪ Ibuprofen will only be administered if prescribed by a GP for a current illness. 

▪ Parents must notify a senior member of staff when the last dosage was given and this 

must be recorded on the medication form. 

 

Injections, Pessaries, Suppositories 

As the administration of injections, pessaries and suppositories represents intrusive nursing, 

they should not be administered by any member of staff unless appropriate medical training 

is given to each member of staff caring for this child. This training would be specific for each 

child and not generic. If this causes a problem in providing appropriate care of a child we will 

consult Ofsted. 

 

Emergency Adrenaline Auto-Injector  

In line with the Human Medicines (Amendment) Regulation 2017, schools are now permitted to 

purchase emergency Adrenaline Auto-Injector devices without a prescription.   The 

emergency Adrenaline Auto-Injector can be used in an emergency for children who are at risk 

of anaphylaxis but their own device is not available or not working (e.g. because it is broken or 

out-of-date). The school’s emergency Adrenaline Auto-Injector will only be used on pupils 

known to be at risk of anaphylaxis, for whom both medical authorisation and written parental 

consent for use of the spare Adrenaline Auto-Injector has been provided.   

 

Schools are also permitted to hold spare salbutamol inhalers and spacers.  Again, these will 

only be administered to a child who currently holds an inhaler in school, where their own 

inhaler is not available or not working (e.g. because it is broken or out-of-date). 

 

Storage 

All medication for children must have the child’s name clearly written on the original 

container and kept in a closed box, which is out of reach of all children and under supervision 

at all times. 

Emergency medication, such as inhalers and epipens, will be within easy reach of staff in case 

of an immediate need, but will remain out of children’s reach and under supervision at all 

times. 



 

 

Any antibiotics requiring refrigeration must be kept in an area inaccessible to children. 

 

All medications must be in their original containers, legible and not tampered with or they will 

not be given. All prescription medications should have the pharmacist’s details and notes 

attached to show the dosage needed and the date the prescription was issued. This will all be 

checked, along with expiry dates, before staff agree to administer medication.  

 

Over the counter medication will be administered at the Centre at the Manager’s discretion 

and with written consent from those with parental responsibility. 

 

 Only medicine which is on prescription can be administered at school/centre, if the 

prescribed dosage is four times a day so cannot be fitted in before and after school. The 

medicine should be clearly named and accompanied by a note giving the child’s name and class, 

the exact dose and a parent’s signature. Please bring medicine to the school/centre office.  

No other medicine will be administered. 

 

Medication will be administered (up to) three times per day for children attending full days 

(or as prescribed on the label of the medication bottle) 

 

Please do not send tablets or medicines in pockets or bags for safety reasons. 

 

Medication which may be required over a long period e.g. eczema cream can be kept in the 

school/centre office. If your child has asthma, please supply a spare inhaler to keep in the 

office. You will be asked to fill in an asthma card to give us all the details. Older pupils may 

keep inhalers with them, but it is advisable to also keep a spare in the office.  An epipen can 

be stored and administered by a trained volunteer. 

 

Staff Medication 

The medication box for staff should be kept in a readily accessible position, but out of reach 

of the children.    Staff must sign for any medication required. 

 

First Aid Box 

First aid boxes should only contain items permitted by the Health and Safety (First Aid) 

Regulations Act 1981, such as sterile dressing, bandages, and eye pads. No other medical 

items, such as paracetamol should be kept in the first aid box.  Responsible Staff will 

maintain the First Aid Boxes. 

 

Recording 

All medication administered is recorded appropriately. 
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