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Administration of medication policy

This policy has considered guidance and recommendations from Welsh Assembly Government Circular No: 003/2010 Access to Education and Support for Children and Young People with Medical Needs -  Date of issue: May 2010, which reflects extensive consultation with teacher unions, LAs, Health Services and voluntary organisations and Supporting pupils with medical needs.
Key principles  
This policy outlines Pontarddulais Primary’s commitment to supporting learners with healthcare needs, while at school. It is essential that all parents and guardians, not just those who have children with medical needs, understand and access the policy, to see what we are able to take responsibility for. The main points are:
· Procedures for managing prescription medicines on trips and visits
· Roles and responsibilities of staff managing and supervising the administration of medication
· Responsibilities of parents in respect of their child’s medical needs
· The need for prior written agreement from parents before medicines can be administered
· The circumstances in which non-prescription medicines can be administered
· Policy on assisting children carrying and administering their own medication
· Staff training 
· Record keeping
· Safe storage
· Access to emergency procedures
· Risk assessment and management procedures
The administration of medicines forms part of the school’s Health and Safety policy.
Pupils who have long term medical conditions, which if not properly managed could limit their access to education, should have an identified health care plan.
Pontarddulais Primary will engage with Health services, where appropriate. This can include health professionals, e.g. occupational therapists, speech and language therapists.
Pontarddulais Primary is inclusive and considers access in the fullest sense to learners with healthcare needs, including:
- physical access to school building/s
- On day trips and residential visits 
- During social interactions e.g. clubs and social activities
- During exercise and physical activity;


Managing medicines in schools
We will endeavour to administer prescription or non-prescription medication, whether the need is long term or short term, but request the following procedures for managing while it is on school premises and while we have  a duty of care for the child. This covers:
· Supply
· Storage
· Administration
· Disposal 
Supply
Before giving medication to any child we must have written agreement from the parents. This agreement must include the child’s name, the name of the medication, the required dose and agreed time of administration. It must also be clear whether the medication is ongoing or to be taken up until a particular date. Any possible side effects need to be stated and the information leaflet made available.
The medicine should be brought into school and handed to the class teacher or the office, who will then record it has been received. It is essential that the only acceptable medication is in an original labelled container. 
On receiving the medication staff will check that the label indicates the name of the child, that the dose parents have stipulated coincides with the details on the label and that the medicine is in date. Where the medicine is in tablet form or capsule form, they will check the number provided. The following will be checked:
· An ‘Administering medicines’ form has been filled in by parent/health professional
· No pupil will be given medicine without written parental consent
· Any member of staff administering medicine will check: the pupil’s name date of birth
· There are written instructions by parents or Doctor
· Prescribed dose is outlined
· Expiry date of medicine is evident

Storage
Medicine can be classed as substances hazardous to health and are therefore stored securely. Some at particular temperatures and away from light. This information must be on the medicine label and leaflet. Most medicines will be kept in a locked cupboard, but children will know where their medication is and who can access it. If medicine needs to be kept cool, then it will be placed in a fridge where children cannot access it freely. Some emergency medication such as adrenaline pens and asthma inhalers won’t be locked away as children need quick access to these. All staff should receive training on the use of the epi-pen from health professionals They are also informed of procedures in an emergency. It is not part of the teacher’s statutory duties, but we endeavour to accommodate. In some circumstances administration is delegated to SLT/ Office staff.

General guidelines
As a general guideline before administering medication to a child the staff member will:
· Wash their hands
· Ensure that a drink is available if appropriate
· Check the label on the medication: name of child, dose, how to administer, any special instructions and expiry date
· It is responsibility of parents to ensure the medication has not expired. If a child refuses the medication, they will not be forced. Staff will try to encourage them or perhaps get someone else to try. These details will be relayed back to parents.

Roles and Responsibilities
At Pontarddulais Primary School, we don’t give medicines covertly, although in rare cases, if health professionals judge that it is in the child’s best interest to do so, this will be acceptable. In these circumstances, parents must give specific written instructions. 
Pontarddulais primary considers LA guidelines to ensure legal duties and requirements are met in regard to learners with healthcare needs.
Support for staff administering medication
It is recommended that if staff agree to administer medication there should be a written agreement with the parents and that a record should be kept of when it is administered.
The Authority’s insurance cover provides liability cover for staff undertaking the administration of medicines during the course of their duties either in school or on educational visits. 
If a child is able to carry and administer their own medicine (bearing in mind the safety of the other pupils) they should be encouraged to do so, but parents should give their written consent

Role of Head teacher
The Head teacher is responsible for implementing the Governing Body’s policy and for developing detailed procedures. The Head teacher is responsible for training staff who volunteer to administer medicines should receive support and training where necessary. The Head teacher is responsible for ensuring that parents are aware of the school’s policy and procedures. The Head teacher will ensure that all staff who may need to deal with an emergency know about a child’s medical needs through Health care plans.
The Head teacher will seek advice from a Doctor if they require advice or training regarding particular medication or treatment.

Role of Parents
It is very important to ensure that parents are aware of the school’s policy and the role of parents within that policy.
Parents are responsible for ensuring that their child is well enough to attend school i.e. parents should not send children to school who are too ill to attend.
Participation in drafting and agreeing Individual Healthcare plan (IHP), where appropriate
Parents should provide the Head teacher/staff with sufficient relevant information about their child’s medical condition and should jointly agree with the Head teacher the school’s role in meeting their child’s medical needs. It should be made clear to the parents which staff in the school will need to know about the child’s condition and that confidentiality will otherwise be kept. Where possible parents should be encouraged to arrange for the child to take medicine out of school hours e.g. antibiotics. 


Pupil responsibility
-To inform parent/carer or staff member/s if feeling unwell; 
-To inform relevant staff member/s of any medication or healthcare needs, or changes;
-Participation in drafting and agreeing individual healthcare plan (IHP), where appropriate
-Taking care when carrying medicines to and from school, and not sharing with others;
-Taking part in discussions around sharing/confidentiality of personal information.

Storage of Medication
- Any medication brought into school should be in its original, appropriately labelled container with the name of the pupil, name and dosage of drug and frequency of administration.
- If a pupil requires more than one medicine each should be stored in separate containers.
- Staff should never transfer medicines from their original containers
- Pupils should know where their own medication is stored and who has the key.
- A few medicines e.g. asthma inhalers should not be locked away but should be readily    available to pupils
- Medicines should otherwise be kept in a secure place not accessible to pupils
- If medicine is kept locked up all staff should know where the key is kept
- Medicines which need to be kept refrigerated can be kept in a refrigerator containing food (including in a school kitchen) but should be in an airtight container and clearly labelled
- The school has access to a lockable medicine cabinet, which is located in the office
- Staff will not dispose of unneeded medication but will return to parents
- Staff have access to protective disposable gloves and take care when dealing with spillages of body fluid and when disposing of dressings or equipment
- Staff follow basic hygiene procedures

Individual healthcare plans (IHPs) 
Health Care Plans
All children may from time to time need to take medicine at school, but some children have medical conditions that require careful managing if they are to attend school regularly. A written agreement with parents clarifies for staff, parents and pupil the help that the school can provide and receive. The plan should be jointly reviewed at least once a year or sooner if the health need changes.
Contributors to the plan include – Head teacher, parent, child (if sufficiently mature) class teacher, SENCO, care assistant, support staff or school nurse (if applicable) - any other staff who have agreed to administer medication or to be trained in emergency procedures. School Health Service, G.P. or other relevant health care professionals - depending on the level of support required by the school.
The SENCO will have responsibility for coordinating and disseminating information on an individual pupil with medical needs. The role of this person is to be the first contact for parents and staff and to liaise with other agencies. 
This policy is reviewed annually by all stakeholders.
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