


[bookmark: _GoBack]Kings Road Primary School - Policy on the Administration of Medicine 
Updated due to COVID 19 Pandemic situation
Many pupils will need to take medication in school at some time in their school life.
Parents / Guardians are welcome to come to school to administer medication and whenever it is possible should do so.  Medication should only be brought to school when absolutely necessary. If the dosage required can be given outside of school hours ie morning before school, after school, evening  and / or bed time then this is the preferable option.
No pupil should be given medication without their parent / guardian completing a form titled “Request for School to Administer Medication” which should be signed and dated by the parent / guardian, therefore confirming consent to administer medication.  This form should be completed in full and handed in to the school office.  All medicines should be prescribed and clearly labelled with the child’s name, address and dosage to be taken and brought to the school office where it will be kept securely.
The school will keep a record of all medicines administered at the school office.  If a pupil refuses to take medication, the staff will not force them to do so and will contact the parent / guardian to inform them of the refusal.
Parents / Guardians are responsible for supplying information about medicines that their child needs to take and for letting the school know of any changes to the prescription.  
The parents / guardians must adhere to the following;
1 The medication should be prescribed and clearly labelled with the contents, the child’s full name, DOB, dosage of medication and timings for medication to be taken.
2 The medication must be brought into the school by the parent / guardian and delivered personally to the school office.
3 The medication should not be given directly to the child to keep in their bag and at no time should any medication be taken by a child without the School being aware and without the relevant “Request for School to Administer Medication” form being completed.
4 The form “Request for School to Administer Medication” is to be completed in full.  No medication will be administered without the completion of this document.  
5 Parents / Guardians accept that, whilst the school will always act in the best interests of your child, all responsibility for the administration of medicines lies with the parent / guardian and not with the school.
6 Once the course of medication has been completed, parents / guardians must collect the medication from the School Office so that it can be disposed of accordingly.
7 If medication is not collected after the course is completed, the school will dispose of any medication at the end of each school term.
Request for School to Administer Medication
Details of Pupil
	Forename:

	Surname:

	Address:


Telephone number:

	DOB:
	Class:

	Medical condition:





Medication
	Name / type of medication:


	Date dispensed by doctor:



Full directions for use
	Dosage and timing:


	How long should this medicine be taken for?


	Any side effects?

	Special Precautions:

	Procedures to take in an emergency:





I confirm that it is necessary for my child to take this medication in school hours. Once the course is complete I will collect and dispose of the medicine accordingly
Parent / Guardian Contact Details
	Name:
	Telephone Number:



I understand that I must deliver the medicine personally to the school office and accept that this is a service that the school is not obliged to undertake.  I have read the conditions relating to Kings Road Primary School policy on the administration of medication and recognise the school’s disclaimer of responsibility with respect to the administration of any medication.
Signed ……………………………………………………………………………..  Dated ………………………………………
Administration of Medicine

	Date
	Dosage given 
	Time given
	Administered by
	Witnessed by
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