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MANAGING MEDICINES IN SCHOOL – Staff Training and Guidelines

· Parents / guardians hold the main responsibility for their child’s health 

· Teachers / school staff have a common law duty in school and on school outings to act as any reasonably prudent parent. This may, in exceptional circumstances, extend to administering medicines and / or taking action in an emergency.

· Subject to the above, staff are under no legal or contractual duty to administer medicines in school or supervise pupils taking it.

· No member of staff should administer medicines without receiving the appropriate training.  
Staff voluntarily agreeing to administer medicines to pupils are covered by the Authority’s employer’s liability insurance in the event of a claim, provided they have acted in accordance with the Code of Practice outlined in the Education Services Health & Safety Handbook. (Section 8.5 – Sept 2008).

NB. In an emergency swift action MUST be taken by any member of staff.

Staff must ensure that they:
· Send any information from parents/doctors etc relating to a pupil’s health and /or medical needs to the office immediately upon receipt;

· Are aware of where specific and general medical information is made available e.g. list in register identifying individual pupils; staff room noticeboard displays emergency action;

· Read and understand such information;

· Understand the nature and condition of any pupils with medical needs in their care and the circumstances in which they may need extra attention (this information should be provided by parents and health professionals and confidentiality should be respected);

· Are aware of the likelihood of an emergency arising and what action to take if one occurs;

· Follow the procedures set down in this code of practice and in the school’s procedures for the administration of medicines;

· Administer medicines in accordance with the training they have been given;

· Report any losses, theft or unauthorised use of medicines immediately to the headteacher;

· Discuss with their line manager any problems or concerns which arise regarding the administration of medicines;

· Ensure that appropriate recording procedures for the administration of medicines are followed e.g. recorded in the Administration of Medicines folder in the Office cupboard

· Keep such records on the school premises (for 20 years!)

· Ensure that pupils cannot gain unauthorised access to medicines by ensuring that this medicine is kept securely in a locked cupboard.
Note: Some medicines such as asthma inhalers and epi-pens for the treatment of anaphylaxis have to be kept where they are readily available in an emergency.  
They should not be locked away.  
Relevant school staff and the pupils should know where the medication is kept.  
In some cases this will be on the person of the user.
To be read in conjuction with policies:  Medical conditions – supporting pupils in school January 2020 – Appendix 1 and First Aid administration 
Policies – Medical conditions in School – Staff Guidelines January 2020

