
  
 

 
Administration of Medication in School Policy 

 
 
Aims 
The aim of this policy is to outline the procedures for administering prescribed medicines 
to pupils and to provide a rationale for these procedures. 
 
The Board of Governors and staff of Holbeach Primary School wish to ensure that pupils with 
medication needs receive appropriate care and support at school. However, it is accepted that 
parents should keep their children at home if acutely unwell or infectious. 
 
The Headteacher will accept responsibility in principle for members of the school staff giving 
or supervising pupils taking prescribed medication during the school day but only with the 
necessary permission given by parents.  

 
 
Roles and Responsibilities 
 
Parents will: 

 Provide the school with comprehensive information regarding the pupil’s condition and 
medication. 

 Work with health professionals and the school to ensure that a Care Plan is drawn up, 
for any pupil with long-term or complex medication needs. 

 Complete a Long Term Medication Authorisation Form (see appendix A) when they 
wish for their child to have prescribed medication administered in school  

 Only provide reasonable quantities of prescribed medication (for example, a maximum 
of four weeks’ supply at any one time). 

 Deliver each item of medication to the school office in a secure and labelled container. 
Each item of medication must be clearly labelled with the following information: 

o Pupil’s Name.  
o Name of medication.  
o Dosage.  
o Frequency of administration.  
o Date of dispensing.  
o Storage requirements (if important).  
o Expiry date.  

 Notify the school in writing if the pupil’s need for medication has ceased or changed.  

 Renew the medication when supplies are running low and ensure that the medication 
supplied is within its expiry date.  

 Make arrangements at an appropriate time (e.g. lunch time) to administer any non-
prescribed medication to their child themselves. 

 Ensure that the school have up-to-date contact details for the family so that 
someone can be contacted in a medical emergency. 

 
 
 
 
School will: 



 Ensure that a Care Plan is drawn up for each pupil with long-term or complex medication 
needs, in conjunction with the appropriate health professionals, and shared with relevant 
staff.  

 Ensure staff members receive appropriate training/guidance from the relevant health care 
service. 

 Only administer medicines that have been prescribed by a doctor.  

 Not accept or administer non-prescription medicines 

 Not accept items of medication in unlabelled containers. 

 Keep prescribed medication in a secure place in the first aid room. Where duplicate 
supplies of medication are provided by the parent/carer (e.g. Epi-pens) these will be stored 
in a container, labelled with the child’s name, in the medical cabinet situated in the office 
and in a secure place in the classroom only accessible by adults 

 Not force pupils to take medicines. Should they refuse to do so the school will inform the 
parents of the refusal, as a matter of urgency, at that time. If a refusal to take medicines 
results in an emergency, the school’s emergency procedures will be followed.  

 Not make changes to dosages (even with parental instructions) unless there is written 
evidence provided by the doctor.  

 Not dispose of medicines. Date expired medicines or those no longer required for 
treatment will be returned immediately to the parent for transfer to a community pharmacist 
for safe disposal.  

 Ensure that, where it is appropriate to do so, pupils will be encouraged to administer their 
own medication, under staff supervision.  

 Make every effort to continue the administration of medication to a pupil whilst on 
Educational Visits away from the school premises, even if additional arrangements may 
be required. However, there may be occasions when it may not be possible to include a 
pupil on an Educational Visit or Residential Visit if appropriate supervision cannot be 
guaranteed (e.g. parent attends). 

 Ensure that all staff members will be made aware of the procedures to be followed in the 
event of an emergency.  

 
Processes and procedures 
Appendix B provides a clear overview of the processes undertaken at Holbeach. 
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APPENDIX A 

HOLBEACH PRIMARY SCHOOL 

LONG TERM MEDICATION AUTHORISATION SHEET 

Date……………………………………………………… 

Child’s Name …………………………………………………… Class………………. 

I……………………………………………………………………am parent/carer of 

…………………………………………………………………………………………………………………… 

My child has been diagnosed by my GP/Hospital consultant as having  

…………………………………………………………………………………………………………………… 

I give permission for you to administer medication for the above condition, to my child. 

Details of dosage are as follows: 

………………………………………………………………………………………………………………………. 

………………………………………………………………………………………………………………………. 

……………………………………………………………………………………………………………………. 

………………………………………………………………………………………………………………………. 

………………………………………………………………………………………………………………………. 

……………………………………………………………………………………………………………………… 

 

Signed ;…………………………………………………………………………Parent/Carer 

 

Print Name; …………………………………………………………………………….Parent/Carer 

 

Date;……………………………………………………………………………… 

  



APPENDIX B - Procedures for supporting pupils at 
Holbeach with medical conditions 

 

 
 

 The prescribed 

medication is kept 

in the Medical 

Room. 

 Agnieszka oversees 

which medicines 

are needed to be 

administered. 

 When the medicine 

is administered it is 

recorded in a book 

(that is also kept in 

the Medical Room) 

A parent informs the school that their 

child requires support with a medical 

condition 

The medical condition 

is ‘long-term’ and 

requires a Care Plan 

The medical condition 

is short term and 

requires prescribed 

medication 

The medical condition 

is short term and 

requires Non-

prescribed medication 

 

The SENDCo works with 

the family to ensure that 

a Care Plan is in place 

and the relevant staff 

are trained to deliver it 

(where required) 

The Parent completes a 

‘Holbeach Medicine 

Administration / Permission 

form’ authorising staff to 

oversee the administration 

of the prescribed 

medication 

The Parent is asked to 

come to school to 

administer the non-

prescribed medication 
(if this happens with 

concerning frequency e.g. 3 

times inform DCPO/SENDCo)  

 The Care plan is 

stored in a 

personalised box in 

the school office and 

in class. 

 Details of the child 

(inc. photo) is added 

to the medical needs 

poster by the 

SENDCo 

 The class teacher / 

teaching assistant / 

medical first aider 

follow the 

instructions of the 

care plan 


