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Introduction

This policy should be read in conjunction with the school’s First Aid Policy. ERS is committed to ensuring the safe administration of medication required by a pupil, in accordance with the specifications contained within this policy.

Definition of Responsibilities

· Parents or guardians have prime responsibility for their child’s health and are responsible for ensuring that he/she is well enough to attend school.

· There is no legal duty which requires school staff to administer medication. This is a

voluntary role and staff who volunteer to do so have the support of the School.

· It is the responsibility of the prescribing doctor to specify the dose and medication required, the dispensing pharmacist to ensure the correct name and dosage are clearly visible on the container, the parent to ensure the School fully understands the instructions and the person administering the medicine to check that the correct medicine is given in the correct dose to the correct child.

Parents should provide full information about their child’s medical needs including details on medicines their child needs.

The school will only accept medicines that have been prescribed by a doctor, dentist, nurse prescriber or pharmacist prescriber. Medication should be provided in the original container as dispensed by a pharmacist and include the prescribers instructions for administration and dosage.

No medication will be administered if it is out of date.

School staff cannot administer medicines that have been taken out of the container as originally dispensed nor make changes to dosages on parental instructions, unless specified in the child’s Individual Health Care Plan (IHCP) and/ or Medical Management Plan (MMP) - see First Aid Policy.
The school encourages and prefers where clinically appropriate, if medicines are prescribed in dose frequencies which enable the medicine to be taken outside school hours.

Medication will only be administered to a child if 

· this is specified in a Individual Health Care Plan/ Medical Management Plan;

· or, for painkilling medication such as paracetamol, written or verbal permission has been received from a parent by a Primary First Aider (PFA) - see First Aid Policy;
· or, for some antibiotics, depending on the type and prescription, parental permission has been received by the First Aid Officer.

Controlled Drugs

The supply, possession and administration of some medicines are controlled by the Misuse of Drugs Act. Any staff member may administer a controlled drug (if no training is required). Staff administering the medicine should do so in accordance with the prescriber’s instructions.

Although a child who has been prescribed a controlled drug may legally have it in their possession. It is the schools policy to keep all controlled drugs in a locked non portable controlled drug cabinet. Only named staff have access to the keys to this cabinet. A record is kept for audit of all controlled drugs. The school uses record sheets which detail the number of medications received, the date, time and the balance of medication left after administration for each child.
If a controlled drug is to be administered off site, the drug must be signed for and checked by the person who will be administering it. The tablet balance noted and recorded. The drug is to be kept on the staff member’s person in a bum bag supplied by the school. The controlled drug is not to be carried in a general first aid kit. Any staff member responsible for administering a controlled drug offsite must be aware of the MMP or IHCP and what to do in an emergency. It is that staff member’s responsibility to ensure they have the correct medication for the child.
Non Prescribed Medicines.

Staff will not give a non-prescribed medicine to a child unless there is specific prior written permission from the parent or if parental permission has been received via telephone for medications such as painkillers. Other non-prescribed medication, such as herbal medication, is not administered by school staff, except in exceptional circumstances. In such a case, agreement in writing from the parent and the provision of the original box/ packaging with instructions would be required.
Once parental permission is received for administering non prescribed medicines a letter will also be sent home, detailing dose and time of medication with the pupil.

Short term Medical Needs
For pupils that will need to take medicines during the day for a short period of time, a letter received from the parent must accompany the medication and where necessary an Individual Health Care Plan may need to be drawn up.

Long term Medical Needs

It is important the school receives sufficient information about the medical condition of any child with long term medical needs. The school will develop an IHCP and/ or an MMP for any pupil with a long term medical need.

This MMP or IHCP will contain:

· Details of child’s condition

· Special requirements e.g. dietary or pre activity precautions.

· Side effects of medicines

· What constitutes an emergency

· What action to take in an emergency

· What NOT to do in an emergency

· Who to contact in an emergency

Administering Prescribed Medicines

No child under 16 will be given medicines without their parent’s written consent. Staff administering medicine to the child should check:

· The child’s name

· Prescribed dose

· Expiry date.

· Written instructions provided by the prescriber on the label or container.

If in doubt about any procedure or the administering of medication to a particular child, a check with a member of the medical room staff should be made prior to administering the medicine.
All medicines administered, prescribed or not, will be recorded and note sent home to parents or an entry made in the child’s school diary if the diary is bought to the medical room.
At the end of term or half term, parents can arrange to collect their child’s medication with prior arrangement with the First Aid Officer. Medication will not be given to the child to take home. 

Medication expiry dates are checked annually and termly depending on the medication (such as Buccolam/ epi-pens that generally have a shorter shelf life. A parent will be informed by letter or email if their child’s medication is due to expire and/ or has gone out of date. Any out of date medication will be disposed of safely if it is not collected by a parent or if no up-to-date IHCP has been received by the First Aid Officer at the beginning of each new school year. 

Self-Management

 It is good practice to support and encourage children (if they are able) to take responsibility to manage their own medicines and the school will encourage this where appropriate. 

If a child can take their own medicines themselves, staff may only need to supervise. A note will still be written and sent home.  It is school policy for children to carry their own epi-pens/ inhalers. The school also encourages parents to supply a spare epi-pen/ inhaler to be kept in the medical room.  It is noted in a child’s MMP where the medication is. 
If a child refuses to take medicine, staff will not force them to do so, but will note this in the records and inform parents immediately. If the refusal to take the medication results or could result in an emergency, emergency procedures will apply and an ambulance will be called.

Record keeping

Parents should tell the school about any medicines that their child needs to take and provide, in writing, details of any changes to the prescription or the support required. Staff should check this information is the same as that provided by the prescriber.

Medicines should always be provided in the original container as dispensed by a pharmacist and include the prescriber’s instructions, In all cases it is necessary to check that written details include:

· Name of child

· Name of medicine

· Dose

· Method of Administration

· Time/frequency of administration

· Any side effects

· Expiry dates

Educational visits

The school encourages children with medical needs to participate in safely managed visits. The school will consider what reasonable adjustments can be made to enable children with medical needs to participate fully and safely. This will include a risk assessment for such pupils and the necessary steps included.
Sometimes additional safety measures may need to be taken for outside visits. This may include additional staff and arrangements for any necessary medicines. Staff supervising any offsite activities or trips should always be aware of any medical needs and relevant emergency procedures. A copy of the pupil’s MMP should also be taken on any offsite visits.

If a member of staff is concerned about whether they can provide for a child’s safety or the safety of other children on a visit, they should seek advice from a member of the Medical Room Staff or Base Leader. 
Sporting activities

Most children with medical conditions can participate in physical activities. The school has sufficient flexibility for all children to follow in ways appropriate to their own abilities. Any restrictions on a child’s ability to participate in PE should be recorded in their IHCP or MMP. All relevant staff should be aware of issues of privacy and dignity for children with particular needs.

Some pupils may need to take precautionary measures before or during exercise and some may need immediate access to their medicines such as asthma inhalers. Staff supervising sporting activities should be aware of any relevant medical conditions and any necessary medications that may be needed to be taken during an emergency. Staff should ensure they have the correct pupils’ medications available to them at all times, whether on or offsite. Sports staff should consider risk assessments and whether they are necessary for some children. 
Home to school Transport.

A bus declaration form is issued to all parents of children that wish to use the bus services. This declaration is given to the driver and details any known medical condition that the driver needs to be aware of. Parents are made aware that the bus drivers cannot be responsible for medication or medical conditions while travelling on the bus and that the child travels on the bus service at their own risk. If a child has a specific medical condition and the parents wish to use the bus, the school undertake a risk assessment to ascertain if this is acceptable. If it deemed too risky, then alternative travel arrangements must be made by the parent.

Parent and carers
It only requires one parent to agree to or request that medicines are administered. Where parents disagree over medical support, the disagreement must be resolved by the courts . The school will continue to administer the medicine in line with the consent given and in accordance with the prescribers instructions, unless a court decides otherwise.

For administering non prescribed medications, any person, who is not a parent of  the child but has parental responsibility for, or care of, the child or day care of the child, such as foster parent can agree for medicine to be given (such as calpol or painkiller). With parental pre agreement this can also be the ‘nanny’ or other child care home help.
Teachers and other staff

Staff with children with medical needs in their class or group will be informed about the nature of the condition and whether the child has an MMP. The Base Leader, Head of PE  and Form tutor are given all the relevant information about the pupils in their care and it is the Base Leader’s responsibility to ensure all further relevant staff have any relevant information. All staff are actively encouraged to contact the Medical room staff for information on children in their care and whether they have any specific medical needs.

All relevant staff should make themselves aware of the likelihood of an emergency arising and what action to take if one occurs - see walkie talkie procedure. When a member of staff responsible for administering specific medical care is absent or unavailable, back up cover will be arranged by the Base Leader as appropriate. Other staff, such as lunchtime supervisors are also provided with relevant medical information on pupils they may come into contact with and suitable training will be provided. 
School Staff giving medicines
Any member of staff who agrees to accept responsibility for administering prescribed medicines to a child should have appropriate guidance or training if necessary. They should also be aware of the side effects of the medicine and what to do if they occur. This type of training will depend on the individual case.

The school has specific training for conditions such as epilepsy, For other conditions such as diabetes, staff are trained for the child rather than the specific condition. 
This training is usually organised and sometimes held by the parent or their health professional. The parent’s signature on the child’s MMP is taken as consent that they are happy with the controls and management of their child’s condition that the school has in place
Teachers’ conditions of employment do not include giving or supervising a pupil taking medicines, If a staff member is not happy to do so, they must inform their Base Leader and a member of the medical room staff, so alternative management can be arranged. 

The school arranges yearly medical training, for first aid and epilepsy awareness and administration of Buccal Midazolam, together with ad hoc pupil specific training as necessary. The medical room staff organise the training and determine, in consultation with Base Leaders, the appropriate staff to attend the relevant training.

An MMP or IHCP may reveal the need for some staff to have further information about a medical condition or specific training in administering a medication. The school will provide further training or guidance as necessary.

If a member of staff is unhappy with any management of a medical condition, they must inform a member of the medical room staff.

Storing Medicines
Controlled drugs, plus Buccal Midazolam (as good practice) are stored in a controlled drug cabinet. The keys are kept with the medical room staff and with the Bursar (in case of emergency).

All other medicines are stored in a lockable cabinet in the medical room which has a key code door and lockable doors. The keys are kept with medical room staff and with the Bursar (in case of emergency).

All medicines should be kept in their original container, and the expiry date should be noted and recorded and name, dosage, and instructions should also be read each time they are administered. All relevant information is recorded in the child’s IHCP and/ or MMP and/ or the pupil information database (Engage). 

Children, if able, should know where their medicines are stored and who holds the key. 

Asthma medications are stored in an asthma wall storage unit and are accessible to anybody. Epi pens are stored in the located cabinet.
The school holds its own asthma inhalers and can administer these to pupils who parents have indicated that they are happy for the school inhalers to be used in an emergency. This information is in a chart above the storage unit. It is school policy to request all pupils with asthma, also carry their own inhalers. The school actively encourages all pupils to carry their own epi pens, but request a spare in case of emergency, which is kept in the medical room.

Occasionally it may be necessary to store medicines in a fridge. The medical room has a fridge, which although not a medical fridge, can be used to store medicines (if they are not controlled drugs). The medicines stored in the fridge, which also holds food, must be in an airtight container and clearly labelled. Only a member of the medical room staff may access the fridge if medicines are stored within and a member of the medical room staff must always be present if a pupil is in the same room as the fridge.

Access to medicines

Children need to have immediate access to their medicines when required. The school has a system of the medication following the child. If the child is off site the medication will follow together with staff aware and trained in what to do. All emergency medication follows the child in any Physical Exercise lesson (such as inhalers and epi pens).

Disposal of Medicines
All medicines (controlled or not) are requested to be taken by the parents at the end of the year/time period or when a pupil leaves the school. If the parents do not collect their child’s medication at the end of their time here or when expired, the medication will be disposed of by a hazard waste company which the school will employ.  A record is kept on file of all disposed medication and to whom it was originally prescribed. 

All needles will be disposed of in a sharps box. Collection or disposal of the boxes will be arranged with the parent or via a hazardous waste company.

Hygiene and Infection Control

All medical room staff are familiar with normal precautions for avoiding infection and follow basic hygiene procedures. Access to disposable vinyl gloves and aprons are readily available. Spillage or blood or other bodily fluids are disposed of hygienically. A yellow hazardous waste bin is available and emptied regularly on contract. 
Confidentiality

The head and all staff will treat medical information confidentially. Medical room staff will provide relevant information regarding the administering of medication as required to Base leaders and the Head of PE who will then ensure all relevant staff are aware of this information.
Responsibilities and Review

The Bursar is responsible for the implementation of this policy and for ensuring it is reviewed at the appropriate time.  

This policy will be reviewed annually.
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Appendix

First Aid Officer: Sarah Vest
Primary First Aiders:  Sarah Vest 




  Ellen Masters 


Tim Ninnis


Sue Smith


Tracy Cluer 


Louise Edmonds

There are 8 other first aiders within the school.

Medical Room Staff: 
Sarah Vest


Ellen Masters

Medical Emergency Telephone Numbers

Sarah Vest 07815 582 379  

Tim Ninnis 07894 228 798 

Tracy Cluer 07711 716 622 
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