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The Administration of Prescribed Drugs Policy

it is possible that at times a PUPIL may be well enough to attend school but may be taking prescribed medication.  This may be a prescription from a doctor, e.g. antibiotics, inhalers for asthma, insulin for diabetes, or analgesics for pain relief.

If a pupil is prescribed medication which must be administered during school hours, then the parents must provide a written request, giving consent for school to administer the medication.  We cannot give medication to a pupil who is attending a club outside of school hours ie being held on the school premises but run by somebody who is hiring the school facilities. 
This written request should clearly state:

i) The girl’s name and date of birth.

ii) Name of the drug.   Dose of the drug.

iii) Time the dose should be given.

iv) Signature of parent.

v) Any other information about the drug/pupil illness the parents feel staff should know.

The drugs should be clearly labelled with the name and dose of the drug and the pupil’s name.  This should then be handed to the Office together with the parental request form to be locked away.  The school has a pre-printed form for the parent to complete if they prefer.
Records will be kept confidentially of all medication received and administered by the school.
The staff involved must all agree to administering the drug but must not do so until they are confident about the nature of the child’s illness and the nature of the drug concerned.  A teacher does not have to take responsibility for administering drugs. In certain circumstances it may be necessary for the parent/guardian to come into school to administer the medication.
Administering Medication Procedure

1. Parent/guardian brings medication and Authorisation Form to the school office and is initialed and dated by staff.

2. It is the responsibility of the pupil to come to the office at the correct time for their medication.  For younger children the teacher will need a copy of the letter to ensure the pupil comes to the office.

3. When the drug is to be given, the member of staff concerned should, in      front of a witness (i.e. another member of staff) ensure they comply with:

· Check this against the parent’s request form and the drug’s container.

· Check the dose of drug to be administered according to the request form and remove the appropriate amount from the container.

· Ensure the witness has observed and agreed the dosage before   administering the drug.

· On the Medicine Administration Form, record the name of the child, their age, the date and the time of administration, and the name of the drug.  This record should then be signed by the member of staff administering the drug and countersigned by the witness.

The parent does not need a copy of the Medicine Administration Form.
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