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POLICY ON ADMINISTRATION OF MEDICINES IN SCHOOL  

  

  

Introduction  

  

The aim of this policy is to effectively support individual children with 

medical needs and to enable pupils to achieve regular attendance.  
  

Parents retain the prime responsibility for their child’s health and 
should provide the school with information about their child’s 
medical condition.  Children should be kept at home if they are 

acutely unwell and in the case of contagious diseases only return 

when they are no longer infectious.  
  

The Role of Staff  

  

Teaching staff are not contractually required to administer medicines 

to children.  Those members of staff who volunteer to administer 

medicines or administer medicines as part of their role within school 

must understand how to give the medicine and ensure the correct 

dosage is given at the correct time.  
  

 

Prescribed Medicines  

  

Medicines should only be brought into school when essential; that is 

where it would be detrimental to a child’s health if the medicine were 
not administered during the school day.  
  

The school will only accept medicines that have been prescribed by a 

doctor, dentist, nurse prescriber or pharmacist prescriber. Medicines 



   

should always be provided in the original container as dispensed by a 

pharmacist and include the prescriber’s instructions for 
administration and dosage.  All medicines provided by parents will be 

securely stored in a cabinet in the school offices or staff room fridge, 

where required. 
  

Controlled Drugs  

  

The school will not look after prescribed medicines that are scheduled 

under the Misuse of Drugs Act.  Children who require a controlled 

drug must be prescribed one that does not require administration 

during the school day.  

  

Non-prescribed Medicines  

  

Staff should never give non-prescribed medicine e.g. paracetamol. 

Children should not bring nasal decongestants or any ‘over the counter’ 
medication to school without prior arrangement with the school office. 

If children are found to have such medicines, it will be confiscated and 

will need to be collected by a parent from the office. If it is necessary to 

have over the counter creams, the office will store these and observe 

children self-administering these. This must be prearranged with the 

office through a parent. 

  
 

Administering Medicines  

  

Normally medicines will be kept under the control of the school 

office unless other arrangements are made.  The Form Record of all 

medicines administered to children by staff will be kept in the 

appropriate school office and classroom.  This must be completed on 

each occasion that medicine is administered to a child.   

  

When a child refuses medicine the parent should be informed, if 

practical, the same day.  



   

  

Administration of Medicines on Trips and Visits  

  

Priors Hall – a learning community will make all reasonable 

adjustments to ensure that children may take a full part in all aspects 

of the curriculum.   Where a child requires medication to be 

administered on a trip or visit it is the responsibility of the trip or visit 

organiser to assess the practicalities of administering such medicine 

as is required.   

  

  

Children with Long-Term or Complex Medical Needs  

  

Where a child has a long-term or complex medical need, the SENDco 

will draw up a health care plan in consultation with parents and 

relevant health professionals.  

 

 

  

Access to the School’s Emergency Procedures  
  

In the case of an emergency the school’s emergency procedures as 
outlined in the Health and Safety document will be followed.    

 

  

Safeguarding Statement  
Safeguarding is everybody’s business. Priors Hall – a Learning Community has an 

unwavering commitment to safeguarding to ensure that: all our children and young 

people are safe and feel safe; that children, parents/carers and staff are able to talk 

about any safeguarding concerns and feel assured that they will be listened to; and 

that all staff and volunteers are aware of and implement safeguarding procedures 

and guidance, including what to do if they suspect a child or young person may be 

experiencing, or be at risk of harm. In essence, we instil a culture of vigilance.    

All concerns should be given to our school Designated Safeguarding Leads: Jacqueline 

White (Assistant Headteacher and DSL), Tess McQuade (Headteacher and DDSL), 

Justin Pye (Assistant Headteacher and DSO), Charlotte Brazier (Assistant 



   

Headteacher and DSO), Alex Crawford (Nursery Lead Teacher and DSOL), Lucy 

Nisbet (SENDCo and DSO) and Calla Haycock-Hall (Pastoral Lead and DSO).   

• In any case where an adult is concerned that a child is, or may be, at risk of 

significant harm they must report this immediately to the DSL or to a member 

of the Safeguarding Team who will make a referral directly to 

Northamptonshire Multi-Agency Safeguarding Hub (MASH) on 0300 126 

7000.    
• If a child or other person is at immediate risk of harm, the first response should 

always be to call the police on 999. This policy applies to all adults, including 

volunteers, working in or on behalf of Priors Hall – a Learning Community.    
• If a concern is in relation to a member of staff at Priors Hall (who is not the 

Headteacher), please contact Tess McQuade on 01536 216090 to report this 

concern.   
• If a concern is in relation to the Headteacher, please contact the Chair of 

Governor (Sue Gardner) via email on sgardner@iftl.co.uk or IFTL Safeguarding 

Lead (Kim Kemp) via email on kimkemp@iftl.co.uk.   
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