
Heathfield House School 

Administering Medication Policy 

 

Prescribed Medication 

This policy is implemented throughout the whole school, including the EYFS.   

Providing a child is well enough to attend school and not infectious, medication will be given as 

long as all medicines are still in the pharmacy bottles and have the original prescription label. If 

there is a need to decant medicines, the decanted bottle should be left at home and the 

original bottle brought to the school. Teresa Bizarro on the main site and Camilla Edwards on 

the Early Years Site tend to be responsible for ensuring children have the medicine. Although 

First Aid trained members of staff can give medication. 

A medication form needs to be completed (or an email) and submitted to the school. When the 

medication is brought into school this is given to the appropriate member of staff who will 

store the medication in a locked container either in the fridge or where appropriate. The 

medication is given when required. Two members of staff will be present when medication is 

given. Both members of staff will sign the medication form to say that they have checked the 

name on the medicine bottle is the child (always ask the child their name) the medicine is given 

to and the quantity is correct.  

Non-Prescribed Medication 

These can be administered provided we are kept informed of their purpose, and the child is 

well enough to attend school and not infectious. An example of this would be E45 cream for dry 

skin. A medication form needs to be completed (or email) and submitted to the school with the 

medication. This will then be stored in a locked cupboard. This medication must be labelled 

with the child’s first and surname. 

Any other non-prescribed medication will have to be discussed with the Headteacher/deputy 

headteacher/proprietor/Early Years Site Leader and whether it can be used or not will be at the 

Headteacher’s discretion. If agreed a medication form (or email) needs to be completed. We 

will not give medication such as Calpol/Nurofen unless it has been prescribed by a doctor. 

Calpol or similar 

The school will not usually give Calpol continually throughout the day in order to keep a child’s 

temperature under control, for pain relief or to mask a child’s illness when they would 



otherwise be too ill to attend. There are some exceptions such as a recently broken arm or leg 

for example. For all other situations, the school may administer one dose of Calpol with 

parental permission, a member of staff will ring a parent to confirm that we have permission to 

give the medication. Once Calpol or similar has been administered the child must be collected 

from school as soon as possible. A medication form should be completed by the member of 

staff who called for permission to administer the medication and this should be signed by the 

parent when they collect the child. Again two people must be present when medication is 

administered, and both must sign to confirm they have checked the quantity given and that the 

correct medication is given and that the medication is in date. 

Inhalers 

Many children have inhalers at school for a variety of reasons. A medication form should be 

completed and handed into school with the inhalers. The school must have two inhalers per 

child where possible. The inhalers (and spacers) should be clearly labelled with the child’s full 

name. As with all medication this will be stored in a locked cabinet. If the child requires an 

inhaler two people should be present to ensure it is the correct child and that the quantity 

given is correctly recorded. When a child is given an inhaler this must be recorded on the sheet 

next to the medicine cabinet. Inhalers and spacers should be brought with children whenever 

they go off site in the medicine bag (e.g. sports activities, school trips, summer concert 

practices etc). A parent should be either contacted via telephone/parentmail to inform them 

that their child has been given their inhaler and how many puffs they have had. Once the form 

is full it is photocopied and stored in the child’s folder. 

Auto injectors, Piriton or similar 

Some children in the school have allergies and intolerances. If children have allergies or 

intolerances the school will have an allergy plan for the child. The parent will need to complete 

an allergy plan and hand this into the school with the medication clearly labelled. The 

medication must be in its original container. Again two staff members must be present when 

medication is given and only people that are trained can administer auto injectors. The 

medication form must be signed and dated if medication is given. 

Parents are made aware when medication is coming close to its expiry date. It is the parent’s 

responsibility to ensure that all medication is in date. 

ADMINISTERING MEDICATION PROCEDURE 

1. Always check that the medication you have been given is clearly labelled in the correct 

prescription bottle and in date. 



2.  Never accept unlabelled medication. 

3. Make sure you have written consent on the medication form from the child’s 

parent/carer to administer the medication. 

4. On the medication form, the times the medication should/is administered must be 

given.  If relevant, the time that the child last had the medication at home should be recorded. 

5.   There must be a clear indication of the correct dosage to be administered which must 

match the dosage on the label. 

6.   All medication must be stored in a locked medicine cabinet or a locked box in the fridge.   

7.   When administering the medication two members of staff must be present. 

8.  Ensure you sign the medical form immediately each time you administer medication. 

Parents must always be informed that their child was given the medicine and when, on the 

same day or as soon as reasonably practicable. If the time differs from the correct time, the 

child’s parents must be informed when collecting their child from school. 

9.  We cannot give someone else’s medication to a child. 

If in any doubt, always seek advice from the Headteacher or 

Proprietor. 

ISI will be notified as soon as possible and within 14 days of any serious accident, illness or 

serious injury to, or death of, any child in the school’s care and of the action taken in respect of 

it. 
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