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Administrating Medication Policy 

 
 

On occasions, it may be necessary for children to have medication administered 
during school hours. Medication that needs to be given every day as part of a 
treatment plan will be administered by a member of SLT as per the child’s Health 
Care Plan. 
 
Temporary medication that has been prescribed by a GP and needs to be given 
during school hours must be arranged by the parent with a member of SLT. 
Prescribed medication must be sent into school in a prescribed bottle/box that clearly 
states the child’s name, date of birth, required dose and frequency of doses.  
 
Paracetamol, Ibuprofen and antihistamine can be sent into school without being 
prescribed by a GP. In this instance parents must provide written permission in the 
home/school book for it to be given with clear instructions of dose and timings.  
   
The medicine must be handed to the bus escort and not placed in the child’s bag. 
The medication is passed to a member of the class team and is placed in a locked 
fridge or cupboard in the medical room, as per the instructions.   
 
If medication is found to be out of date, parents/carers will be contacted and the 
medication will be sent home.  
 
A member of LMT will administer medication with another member of staff present. 
This member of staff will check the dose. If necessary, a member of SLT will call the 
nursing team to discuss the medication and required dose. The following needs to be 
recorded in the medication book in the medical room: 
 

 Name and signature of person administrating the medication  

 Name of the medication  

 Dose given  

 That parents have requested the medication to be given  

 Time given 

 Signature of witness  
 
At the end of the school day, a member of the class team will take the medication 
from the medical room and give it directly to the bus escort or parent/carer. If 
parents/carers have requested that the medication stay in school for a specified time, 
then the medication will be sent home on an agreed date.   
 
 

 
 


