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This school policy is to try to accommodate requests from parents to administer medication 
where this is necessary for the child to be educated at school. It also recognises that asthma 
and extreme allergic reactions to certain foods or insect bites are important conditions 
affecting certain people. Pupils and staff with these conditions are welcome in school and 
are encouraged to take full part in all activities. 
 
To this end the following procedures must be followed to ensure that all concerned, staff, 
parents, pupils and where relevant, health professionals are aware of the pupil’s condition 
and what steps have been agreed to manage the condition or are in place should an 
emergency arise. 
 
Short Term Medication 
This is medication which is needed to allow the pupil to return to school for a few days or 
whose administration is for 2 weeks or less. An example might be completing a short course 
of antibiotics, where the dosage is 4 x daily. 
 
Emergency Short Term Medication 
This is medication which parents may approve of for administration as part of a school trip. 
Examples might be for medication for headaches, insect bites etc. 
 
Long Term Medication 
This is medication required to manage a long term medical need, ie, asthma, diabetes etc. 
where the medication will be required for extended periods. 
 
Request to Administer Medication 
The school will only administer medication where a ‘Parental request to administer 
medication form’ has been completed by the parent/guardian of the pupil or written 
confirmation has been received. Medication must be clearly labelled with the dosage and 
timings of administration, in the original packaging as well as the child’s name and class. This 
is recorded on an individual basis. 
 
Medication is to be handed in at the school office to a member of staff. That member of 
staff is responsible for putting it into Medicine cupboard immediately. No medicines are to 
be left unattended. All medicines are to be kept in the medical cupboard in the school 
office. 
 
Asthma and Extreme Allergies 
The school requests that parents provide a detailed picture of the exact nature of the child’s 
condition and details of the treatment the child should receive if their condition was to 
deteriorate whilst in school or on a school trip. 
 
A record of all children suffering from these conditions will be kept in school at all times 
and any incidents relating to their conditions that take place while in school, be 
recorded and fed back to parents at the end of the day (if symptoms have occurred). 
Parents can also be contacted by phone, text or email from the office if medicine has been 
administered and there is no possibility of speaking to parents at the end of the day. 
 



Class teachers will be informed in detail of the child’s condition and should know what to 
do if the child suffered an attack. First Aid staff have regular training sessions on Asthma and 
Anaphylactic Shock (Epipen Training) and what to do if a child or adult suffers an attack. 
 
A risk assessment may need to be carried out when a child may be in particular danger from 
a serious attack and an individual health care plan may need to be drawn up with the 
support of parents. 
 
It may be necessary for a member of staff to undergo specialist training in order to 
safeguard the health of a particular pupil. It is the Head Teacher’s responsibility to arrange 
such training for the member of staff. 
 
The school is to ensure that pupils suffering from asthma have easy access to their inhaler at 
all times. Children suffering from asthma will have the opportunity to use their medication 
before exercise and their inhaler should be kept near to them whilst exercising. 
 
Epipens are to be kept in the Medicine cupboard in the school office or with the child (this 
will be noted on the individual care plan for the child). Each child has their own sealed 
plastic wallet with their name on the outside, medication on the inside along with 
instructions on administering Epipen and the child’s individual care plan. In the event of 
anyone having an attack an ambulance will be called immediately quoting that it is an 
anaphylactic emergency. 
 
On all school trips pupils suffering from asthma must take their inhalers with them. Pupils 
who are known to be at risk from severe allergic reactions must make this known to the 
organiser and arrange for their medication to be kept by the trip leader. 
 
Potential asthma triggers – pollen and spores, animals, certain glues and paints, cigarette 
smoke, cold or flu, sudden changes in temperature, exercise and emotional upset. 
Potential triggers for extreme allergic reaction (anaphylactic shock) – nuts and nut 
containing products, insect bites and stings. 
 
Please also see the school Food Allergy Policy for further guidance. 
 
General procedures 
There is a separate policy on assisting pupils with long term or complex medical needs ( The 
Education Leeds Medical Needs Policy Guidance). Medication will be administered by a 
trained first 
aider. In the case of an emergency, the school will dial 999. 
 
It is the responsibility of the parent / carer to ensure that the school is provided with full, 
written information regarding their child’s medical needs. 

Updated in line with Supporting Pupils at School with Medical Conditions, updated August 

2017 (DFE Statutory Guidance) 

 



Appendix 1  

Administration of Medicines 

It is acknowledged that in general staff cannot be required to administer medication or to 

supervise a child taking medicine themselves. However, all staff have a duty to act as any 

reasonable parent would with regards to the Health and Safety of the children in their care 

and this can extend to taking emergency medical action. In addition staff can make 

themselves available to administer medicine under the strict guidance of this policy. 

The school does request that children who require medicine are administered this medicine 

out of school hours wherever possible. However, it is acknowledged that this is not always 

possible. 

Administering Medicine 

 There are named individuals (see appendix 2) who have agreed to administer 
medicine in school. 
 

If a named person is available: 

 The school will administer / supervise the taking of medicines during the school day 
if deemed absolutely necessary. This would include circumstances where: 

a. the child was well enough to return to school but was still completing a 
prescribed course of medicine, 

b. a long term condition required regular, occasional or emergency medicine 
c. a child was unwell in school and permission was given by parents to 

administer an appropriate over the counter child medicine (for example 
Calpol) to manage the symptoms. 

 Parents must give written consent for the administration of medicines or complete a 
‘Parental request to administer medication form’, stating the dose and the time (if 
appropriate) the medicine should be taken.  

NB Staff will endeavour to administer medicines at the requested time but this cannot 
always be guaranteed. If a specific time is required, parents may choose to come in to 
school to administer the medicine themselves or, in discussion with the school, to keep 
the child off school until the medicine is no longer required. 

 Medicines administered should always be: 
o specifically named for the child 
o in their original container in which they were dispensed 
o ‘in date’ 

 A record will be kept (Administering Medicine Book). This will include date, child’s 
name, medicine, dosage and time. 

NB If a child takes their asthma inhaler during the school day, this should be noted and 
recorded in the Administering Medicine Book as per any other medicine 
 

 



Storage 

 Medicine will be stored in a secure cabinet (within the Stock Cupboard) off the 
school office.  

o Exception 1 – Asthma inhalers will be stored in an unlocked cupboard in the 
school office to speed access if required in an emergency. 

o Exception 2 – Epi-pens will be stored in an unlocked cupboard in the school 
office to speed access if required in an emergency or in line with the 
guidance in the individual child’s Allergy Action Plan 

o Exception 3 –Medicine which needs to be kept in the fridge will be stored in 
the staff room fridge where children have no access. 

 NB Medicines that have expired and over- the counter medicines that have not 
been collected by the end of that term may be disposed of if not collected upon 
request. 
 

Off-site activities 

 Any medicine (with the exception of inhalers for older children) required during the 
course of an off-site activity (trip, residential, sporting event etc) should be given to a 
named adult accompanying the activity. This includes travel sickness preventative 
medicine for the return journey. 
 

Training 

All staff will receive annual training on administering an epi-pen, for the period that there is 

a child with a prescribed epi-pen in the school. 

If a named member of staff is not available 

If a named member of staff is not available in school to administer medicine parents may 

choose to come in to school to administer the medicine themselves or, in discussion with 

the school, to keep the child off school until the medicine is no longer required. 

 

 

 

 

 

 

 

 



Appendix 2: 

Staff willing to administer medicines in line with the school policy: (General duties) 

-Alistair Ratcliffe 

-Jeanette Burnley 

-Jen Flowerdew 

-Dawn Watts 

-Matthew Sturgess 

-Giuditta Wright 

-Gemma Dodd 

-Kim Minshull 

-Daphne Reynolds 

-Barbara Barstow 

-Claire Carson 

Epipen trained staff: 

-Alistair Ratcliffe 

-Jennifer Flowerdew 

-Jeanette Burnley 

-Dawn Watts 

-Matthew Sturgess 

-Giuditta Wright 

-Gemma Dodd 

-Kim Minshull 

-Daphne Reynolds 

-Barbara Barstow 

-Claire Carson 

 



Appendix 3 

Parental Request to Administer Medication Form 
 

Please complete this form and return it, with the required medication, to a member of staff 
 

Pupil’s Name: 
 

 

Class: 
 

 

Medicine: 
 

 

NB. Medication must be clearly labelled and supplied in the original packaging 
 

Medicine received by (staff member): 
 

 

Dose: 
 

 

Time to be administered: 
 

 

Signed: 
 

 

Print: 
 

 

Date: 
 

 

 
 
 
 
 
 
 
 
 


