
 

 

 

 

 

 

 

 

Fairstead Governing Body 
POLICY FOR MEDICINES IN SCHOOL 

Date last reviewed 30th January 2018  

Date to be reviewed – See Policy Review Checklist 

 

 

This policy is based on ‘Supporting Pupils at School with Medical Conditions: Statutory 

Guidance for Governing Bodies’ (Dfe Dec 2015) 

 

Introduction 

The administration of medicine is the responsibility of parents/carers. School staff 

have a professional and legal duty to safeguard the health and safety of pupils.  They 

will wish to do all they can to enable children to gain the maximum benefit from their 

education and to participate as fully as possible in school life.  Children have a right to 

be educated and should not be excluded purely as a result of requiring medication. 

 

Teachers’ conditions of employment do not include giving or supervising a pupil taking 

medicines. The school will ensure that they have sufficient members of support staff 

who are employed and appropriately trained to manage medicines as part of their 

duties. 

 

Any member of staff who agrees to take responsibility for administering prescribed 

medicines to a child will have appropriate training and guidance. They will also be made 

aware of the possible side effects of the medicine and what to do if they occur. 

 

Roles and responsibilities: 

 

PARENTS AND CARERS 

Parents should provide the school with sufficient and up-to-date information about 

their child’s medical needs or if special care is needed. This information is requested on 

the admission form when pupils first join the school and, thereafter, parents must 

inform the school should any further medical conditions arise. 

It only requires one parent to agree or request that medicines are administered. 

Parents must complete Form MED1 available from the office to request that the school 

administers prescribed medicines. The school will only administer one dose during the 

school day unless there are specific instructions on prescription otherwise. 



Parents should be made aware that medicine should only be taken to school settings 

when essential. That is, where it would be detrimental to a child’s health if the medicine 

were not administered during the school ‘day’. 

 
Schools should only accept prescribed medicines if these are in-date, labelled, provided in 

the original container as dispensed by a pharmacist and include instructions for 

administration, dosage and storage. The exception to this is insulin, which must still be in 

date, but will generally be available to schools inside an insulin pen or a pump, rather than in 

its original container  

 

STAFF 

Hygiene and infection control 

All staff should be familiar with normal precautions to avoid infection and follow basic 

hygiene procedures. Staff should use protective, disposable gloves and take care when 

disposing of spillages of blood or other bodily fluids and disposing of dressings or 

equipment.  

Staff administering medicine should do so in accordance with the prescriber’s 

instructions and this guidance document. 

School settings should keep drugs in a locked, non-portable container and only named 

staff should have access to controlled drugs (eg Ritalin)  

 

A record should be kept for audit and safety purposes of all medicines administered. 

This is done on Form MED2. 

 

In relation to asthma, it is the class teacher’s responsibility to check that the child has 

their reliever in their tray (or similar). The teacher will be provided with a copy of 

Form MED3 received from the parent/carer. 

Staff should never give non-prescribed medicine to a child unless there is prior specific 

written permission from parents  

 

CHILDREN 

For children with asthma the school follows the ‘Schools in Norfolk Asthmas Policy’. 

Children who are prescribed an asthma reliever will have access to them at all times. 

Parents will be required to complete Form MED3 requesting that their child can carry 

medicine in school. 

 

Long-term Medical Needs 

If a child has long-term medical needs, parents and school together should complete 

Form MED5 (healthcare plan) to ensure the child’s medical needs are met. 

 

Life-threatening conditions 

Any such children should have specific health care plans. The plans should cover normal 

school routines, sporting activities and school visits and, where appropriate, any home 

to school transport issues. 



 

Refusing Medicines 

If a child refuses to take medicines, staff should not force them to do so but should 

note this in the records and parents should be informed of the refusal immediately. 

 

Educational Visits/Sporting Activities 

Staff supervising visits should always be aware of any medical needs and any relevant 

procedures. If a child attending a trip or undertaking a sports activity needs to take 

prescribed medicine, the designated member of staff should provide the first aider 

attending the trip/sporting activity with the appropriate medical form and guidance on 

administering the medicine and recording that it has been administered. 

 

Dealing with Medicines 

Large volumes of medicine should not be stored. Medicines should be stored strictly in 

accordance with product instructions and pupils should know where their medicines are 

stored and who holds the key. Medicines that need to be refrigerated need to be kept 

in an airtight container and clearly labelled. Where this is necessary, there should be 

restricted access to the refrigerator. 

Staff should not dispose of medicines. Parents should collect any medicines still held at 

the end of each term or take any medicines left over at the end of the course for safe 

disposal. 

 

Administering Specific Medicines 

Ritalin and other controlled drugs 

This can only be administered by the named staff with access to the lockable, non 

portable container. In the absence of these staff, the Headteacher will nominate a 

named member of staff to administer the drug. 

 

MONITORING AND EVALUATION 

The governors at this school will receive a report from the headteacher in the Summer 

term each year which:- 

 Details any issues emerging from the operation of this policy 

 any issues raised by Local Authority Advisors or Ofsted Inspectors regarding the 

appropriateness or application of this Policy 

 any issues raised by parents carers with regard to this Policy (the Headteacher is 

required to keep a record of all such comments) 

 The contents of this report shall inform the review and where appropriate revision 

of this Policy. 

 Should any issues emerge over the course of the year which raise concerns over the 

content and/or application of this Policy the Headteacher shall refer this to the 

next meeting of the governing body for consideration 

 


