St Winifred’s* School Procedure for Administering Medicines


St Winifred’s* School has a strict procedure for administering medication of any type and this must be adhered to by all members of staff. This procedure must be read by all staff and is available to all parents and pupils via the website and school office.

No form of medication will be administered by any member of staff without parent/carer having completed a recent Medication Administration Record (MAR).
1. Over The Counter medications: 

· Should be handed to the School Secretary when the pupils arrive at school with a completed Medication Administration Record (MAR) from the parent explaining clearly when and how the medication should be administered
· Staff must sign the MAR to show receipt of the medication
· Should be kept securely in a locked cupboard, in the medical room at all times. 

· They should be issued to pupils under a “homely remedy protocol” (See no. 4 below). 

2. Prescribed medications
· Should be handed to the School Secretary when the pupils arrive at school with a completed Medication Administration Record (MAR) from the parent explaining clearly when and how the medication should be administered

· Staff must sign the MAR to show receipt of the medication

· Should be kept securely in a locked cupboard, or the fridge if required, in the medical room at all times. 

· Must only be issued to the pupil for whom they have been prescribed. 

· Must stay in their original container that should be childproof. 

· The original dispensing label must not be altered. 

· Medication for use in urgent situations, for example antibiotics, must be prescribed individually for each pupil as and when required. 

· Stocks of prescription medicines must not be held. 

· However, some prescription-only medicines may be kept as stock for use in an emergency situation when the local primary care organisation (PCO) has agreed to the school using a patient group directive (PGD) for that particular medicine. 

· The PGD is drawn up by that PCO and allows named, registered nurses in the school to apply the directive. 

3. Self-administration of medication. 
• There should be liaison between parents and school for assessing a pupil’s ability to self-medicate. 

• Everyone who self-medicates should sign an appropriate form. 

4. Administration of non-prescribed and prescribed medication by unqualified staff. 
• There should be a designated, appropriately trained person for the administration and management of medicines. 
• The written protocol for the administration of prescribed medication is as outlined here: - 
The ‘homely remedy protocol’ for the administration of non-prescribed medication is as outlined here: - 

· MAR must be filled in by parent / carer when medication delivered to school office. Copies of administration sheet are available from the school office or on the website.

· Identity of the pupil should be checked
· Check that the administration sheet filled in by the parents matches the label on the Over the Counter medication. If this identification cannot be achieved the medication must not be administered.
· Immediately sign the MAR 
· Record a pupil’s refusal to take the medication and inform parent by phone

· If pupil reacts adversely to the medication an ambulance to be called and parents informed.

· If an error in the drug administration occurs this would be reported to the parents and appropriate action taken
The protocol for the administration of prescribed medication is as outlined here: - 
· Medication Administration Record (MAR) must be filled in by parent / carer when medication delivered to school office. Copies of administration sheet are available from the school office or on the website

· Identity of the pupil should be checked
· Check that the administration sheet filled in by the parents matches the label on the drug. If this identification cannot be achieved the medication must not be administered.
· Immediately initial the MAR
· Record a pupil’s refusal to take the medication and inform parent by phone
· If pupil reacts adversely to the medication an ambulance to be called and parents informed.
· If an error in the drug administration occurs this would be reported to the parents and appropriate action taken
5. Administration to save a life. 
• In extreme emergencies e.g. an anaphylactic reaction, certain medicines can be given or supplied without the direction of a medical practitioner or there being a PGD, for the purpose of saving life. 

• For example, the administration of adrenaline by injection (1:1000), chlorpheniramine and hydrocortisone are among those drugs listed under Article 7 of the Prescription Only Medicines (Human Use) Order 1997 for the administration by anyone in an emergency for the purpose of saving life. 

• Protocol for dealing with an emergency: 

· All staff with responsibility for pupil concerned will have appropriate training to administer life saving medication
· Administer medication following instructions issued

· Phone ambulance

· Inform parents

6. Recording and monitoring of records. 
• Records should be properly completed, legible and current. They should provide a complete audit trail for all medications. 

• ALL medicines brought into school should be recorded for each pupil including over the counter and complementary medicines. 

• The Medicine Administration Record (MAR) Form should include 

· Name of pupil. 

· Date of receipt. 

· Name, strength and dosage of drug. 

· Signature of the member of staff receiving the drug. 

· This document should be kept for all drugs administered (including homely remedies) and be retained for 15 years after the last entry. 

7. Disposal of all medicines. 
Any unused medication left by pupils is returned to the pharmacy. 
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*Note – ‘St Winifred's’ refers to and includes St Winifred's School, EYFS, April House Nursery, After School Care and Before School Care



