
 

 

 

 

Orchard Fields Community School 

Administration of Medication Policy 2022-2023 

This document concerns the administering of medication to children at Orchard Fields 

Community School. 

• The Governors and staff at Orchard Fields School endeavour to ensure that children 

with medical needs receive proper care and support at school. The Head teacher will 

accept responsibility in principle for members of the school staff giving or supervising 

children taking prescribed medication only during the school day where those members 

of staff have volunteered to do so.  

• Medication will only be accepted in school if it has been prescribed by a doctor with 

the exception of children in Early Years (see below). 

• Medication will not be accepted in school without complete written and signed 

instructions from the parent/guardian; please refer to the School Administer 

Medication form.  

• Only reasonable quantities of medication should be supplied to the school, (for 

example, a maximum of four weeks supply at any one time).  

• Each item of medication must be delivered in its original container (with the child’s 

name label) and handed directly to the school office.  

• Each item of medication must be clearly labelled with the following information:  

• The child’s name  

• The name of the medicine  

• The prescribed dose  

• Method of administration  

• Time/frequency of administration  

• Any side effects  

• The expiry date  

• The written instructions provided by the prescriber on the label or container  

• The school will not accept items of medication that are in unlabelled  



containers.  

• Unless otherwise indicated all medication to be administered in school will be 

kept in a locked medical cabinet or in a fridge.  

The only form of medication that school allows a child to retain is an inhaler for 

asthma. 

• Staff who volunteer to assist in the administration of medication will receive 

appropriate training/guidance through arrangements made with the School Nurse 

Team.   All staff who administer medication are First Aid trained. 

• When staff volunteer to administer medicine they will need to record it on a ‘Record 

of Medication Administered in School’ sheet. The administration of the medication will 

also be witnessed by another member of staff.  

• If requested, the school will provide parents/guardians with details of when 

medication has been administered to their child.  

• It is the responsibility of parents/guardian to notify the school if there is a change in 

medication, a change in dosage requirements, or the discontinuation of the child's need 

for medication.  

• It is the responsibility of parents/guardians to ensure that when required there is an 

ongoing supply of the prescribed medication.  

• The school will make every effort to continue the administration of medication to a 

child whilst on trips away from the school premises, even if additional arrangements 

might be required.  

• Parents/guardians are responsible for providing the school with adequate information 

regarding their child's condition and medication.   

• The Early Years framework allows for medicine both prescription and non-

prescription** to be administered to a child where written permission for that 

particular medicine has been obtained from the child’s parent and/or carer. The school 

will keep a written record each time a medicine is administered to a child and inform 

the child’s parents and/or carers on the same day, or as soon as reasonably practicable. 

The administration of the medication will be dispensed and witnessed in accordance 

with the terms of the policy above. 

**The non-prescribed medication can include those that can be purchased from 

pharmacies (including some over the counter medicines which can only be purchased 

from a pharmacy), health shops and supermarkets.  
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