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Administration of Medicines Policy – Early Years Foundation Stage (EYFS) 
___________________________________________ 

 
 
 
Lochinver House School aims to implement and maintain an effective management system for the administration of 
medicines to all pupils in our care, in order to ensure that the School provides support to individual pupils with 
medical needs.  
 
The School promotes ongoing communication with parents in order to ensure that the specific medical needs of all 
pupils are known and met. Parents must inform the School if their child develops a medical condition which will 
require medication to be taken at School and of any changes to the medication required.   The School requests that 
parents administer any medication before and after the School day. However, it is understood that this might not be 
practicable and in such cases, parents can request for medication to be administered at School.  Similarly, it is 
appreciated that some medication requires more frequent administration to follow the prescriber’s instructions.  
Parents can again request for this medication to be administered in School.  
 
Medication will not be administered to a pupil without obtaining prior written permission from parents.  
 
Where a pupil has long-term or complex health needs, the School Nurse will liaise with the parents to produce a 
health care plan.   The health care plan will be implemented and reviewed annually by the parents.  Parents are 
responsible for communication of any changes to the health care plan through the School Nurse.  Once the health 
care plan is implemented, the School Nurse will be responsible for making sure the plan is adhered to.  
 
The School Nurse has overall responsibility for the administration of medicine within the School. She will provide 
guidance on the administration of medicine during school trips and off-site activities.   Where it is identified that the 
administration of prescription medication to a pupil requires technical, medical or other specialist knowledge, 
training tailored to the individual pupil will be sought and undertaken by appropriate staff from a qualified health 
professional, in order to enable this. 
 
All Early Years employees are trained in the Administration of Medicines and in the event of the School Nurse being 
unavailable, will ensure medication is administered in line with this policy and best practice. 
 
Parents of all pupils are required to complete a form before their child joins the School, giving consent to the 
administration of non-prescription medication (Calpol, Piriton and Ibuprofen). A copy of which can be located in 
Appendix 3 of the School’s First Aid and Medical Provision Policy and Procedure.  This is entitled ‘Consent Statement 
to General and Emergency Treatment and First Aid’. 
 
Parents of pupils who require medication prescribed by a doctor must discuss this with the School Nurse and 
complete a ‘request for school to administer medication form’, available from the School Nurse, prior to the 
administration of the medication.   The School Nurse will attempt to contact a parent prior to administering non-
prescription medicines to pupils. If this is not possible and it is deemed necessary for the pupil’s wellbeing, as long as 
consent has previously been given, the School Nurse will administer and inform parents as soon as possible.   
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A treatment record is kept on SchoolBase of all medicines administered to pupils. The reason for administration if 
not prescribed, will be noted by the administering employee.   Following the administration of any non-prescription 
medication the School Nurse will email or telephone parents, communicating the name of the medication, the 
dosage, time and employee responsible for its administration. 
 
The School will not administer any prescription medication unless it has been prescribed for that particular pupil.  All 
medicines supplied to the School by parents must be provided in the original container as dispensed by the 
pharmacist and include the prescriber's instructions for administration. Employees administering medication will 
check the pupil's name, the name of the medication, the prescribed dose, the expiry date, the method of 
administration, the time/frequency of administration, any side effects, and the written instructions on the container 
before providing the medicine to the pupils.   If any employee is in any doubt over the procedure to be followed, 
parents will be contacted before any action is taken.  
 
In case of any reaction, where antibiotics are prescribed the pupil should have received at least two doses prior to 
asking the school to administer the medication.  Alternatively, parents are asked to stipulate that the pupil has 
previously taken the antibiotic, with no adverse effect. 
 
Employees may only administer non-prescription medication (Calpol, Piriton and Ibroprufen) if parents have already 
provided their written consent for this to happen in relation to specific medicines.  Parents will be asked to confirm 
that the pupil has not suffered an adverse reaction to the medication in the past.  
 
No pupil shall be given medicine containing aspirin unless prescribed for that particular pupil by a doctor.  
 
Wherever possible or practicable, pupils receiving medication will be asked to attend the Medical Centre to receive 
their treatment.   
 
If a pupil refuses to take medicine, employees will not force them to do so, but will note this in the records and 
follow agreed procedures. The procedures may be set out in the individual child’s health care plan. Parents should 
be informed of the refusal on the same day. If a refusal to take medicines results in an emergency, then the School 
should call the emergency services.  
 
Medicines are always securely stored in accordance with individual product instructions.   The School will carry out a 
risk assessment to consider any risks to the health and safety of the school community and put in place measures to 
ensure that identified risks are managed and that medicines are stored safely.  All medicines will be stored in the 
original container from which they were dispensed, together with the prescriber's instructions for administration.  
 
Pupils are not allowed to carry their own medication during the school day. 
 
Individual asthma inhalers for pupils in Little Lochies and Reception are stored in their classroom medical box.  There 
is an emergency asthma inhaler kit containing medication and administration devices located in the emergency 
cabinet in the Theatre Foyer as well as in the First Aid cupboard in the Dining Room. It can be used if a pupil’s own 
inhaler cannot be located and if a parent has given prior consent.  
 
Medication to be administered during the School day must be handed directly to the School Nurse in the medical 
centre.  If the School Nurse is unavailable medication should be passed over to the school secretary in the front 
office.  For pupils attending Morning Club, medication should be handed directly to the Morning Club Manager who 
will ensure it is passed directly to the School Nurse.  Medication will be returned via the class teacher or Teatime 
Club staff at the close of the School day. 
 
In the event of an emergency related to the administration of medicine, the School Nurse should be called as soon as 
possible, if not already present. If the School Nurse does not consider she is able to deal with the presenting 
condition, then any first aid or medical procedures being provided should be continued, whilst another person 
summons emergency medical care. This does not however affect the ability of any person to contact the emergency 
services in the event of a medical emergency. Employees should always dial 999 for the emergency services in the 
event of a serious medical emergency before implementing the terms of this policy and make clear arrangements for 
liaison with the ambulance services on the School site.  
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Pupils on an off-site visit/event will be accompanied by a member of staff who has received appropriate training to 
assist with or administer the medication in accordance with this policy. All Early Years Foundation Stage (EYFS) staff 
hold a full paediatric first aid qualification. 
 
A member of staff will carry any medication, individually labelled.  The class teacher will take responsibility for 
collecting and returning any prescription medication to the School Nurse. 
 
This Policy and its procedures will be reviewed and updated by the Full Governing Board on an annual basis. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Policy Reviewed: 11.04.2025 
Policy Review Date: 10.04.2026 
Policy linked to: Child Protection and Safeguarding Policy and Procedure (incorporating Staff Behaviour 

and Code of Conduct), First Aid Policy, Health and Safety Policy. 
 

Any data held in relation to the content of this policy will be managed in accordance with our Data Protection Policy 
and Privacy Notice. 


