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Primary School




BLAKEHILL PRIMARY SCHOOL
MEDICATION ADMINISTRATION PROTOCOL

NOTIFICATION ADMINISTRATION OF MEDICATION IS NEEDED


ADMINISTRATION PROTOCOL

STEP 1	Notification of medication requirements is received detailing the name of the pupil, name of the medication with required dosage, administration times and storage details.








STEP 2	A consent form is completed to enable school to administer medication which should be signed off by the pupil’s parent/guardian and designated member of school staff.








STEP 3	Where appropriate, a care plan is compiled and supplied to school by a suitable health professional.








STEP 2 Medicines kept in school (office) will be check for expiry dates annually by xxxxx Parents / carers are informed if medication in school is out of date.





STEP 1	Ensure there is a face - to - face hand over of any unused / surplus medication to parent/ carer. This should be done:


at the end of an academic year (eg. Inhalers or medication kept in school long term)


Immediately after a school visit / residential after a residential .





POST ADMINISTRATION PROTOCOL





STEP 6	Administer medication as detailed in agreed consent form.








STEP 4	Confirm pupil’s name and check administration sheet to identify required medication and parent/guardian consent.








STEP 7	Complete all fields of medication administration sheet in black ink. 








STEP 5	Check medication label to confirm pupil’s name, medication name and dosage.








STEP 3	Check the administration sheet to ensure the medication has not already been administered.








STEP 1	Pupil arrives or is sent for, to enable administration of medication at due time.








STEP 2	Another member of staff is available to witness administration of medication.











