
April  2021 
1 

   

 

 

 

LANGHAM OAKS SCHOOL  

MEDICATION POLICY  

 

 

 

 

 

 

 

 

 

 

 

 

Approved by: Executive Committee Date:  22/04/21 

Last reviewed on: April 2021 

Next review due by: April 2023 

 



April  2021 
2 

 

Contents 

Item Title Page No 

1 Introduction 3 

2 Security of medical room 3 

3 Administration of medication 4 

4 Competency and training of staff 5 

5 Essential checks 5 

6 Record of administration 6 

7 Competency – administration of medical checklist 7 

8 Record of staff approved to administer prescribed medication 8 

9 Administration of medication – procedure 8 

10 Self-medication 9 

11 Controlled medication 9 

12 Receiving medication 10 

13 Storage of medication 10 

14 Medication from home 10 

15 Minor ailments (hay fever, ibuprofen and Calpol for under 12s) 11 

16 Medication going home 11 

17 Changes in medication 11 

18 Errors in administration of medication 12 

19 Disposal of medicines 12 

20 Medication out of school 13 

Appendix 1 Staff List 14 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



April  2021 
3 

 

Introduction  

This policy has been written in order to promote the safety and wellbeing of the pupils of 

Langham Oaks School.  It has been produced in accordance with the Royal Pharmaceutical 

Society of Great Britain, statutory guidance for governing bodies of maintained schools and 

proprietors of academies in England 2019 and Section 87 of the Children’s Act 1989.  

The school is responsible for developing and regularly reviewing, its own medication policy 

and related policies and procedures.  Copies of which can be found on the School website and 

are available to staff, parents and carers.  

Unless children are acutely ill, they are encouraged to attend school.  The aim is to keep 

children in school rather than restrict their education through absence on medical grounds.  

Sometimes it may be necessary for children to take medication during school hours.  The policy 

and procedures developed by the school are primarily designed for the benefit of the child but 

also maintain the safety of school staff and other pupils.  

Children with medical needs which may require emergency treatment will have an individual 

health care plan and risk assessment.  

Throughout the document we have used the term “parent/carer” to indicate a person with legal 

parental responsibility.  

 

Security of Medical Room  

Medical Records  

We maintain a medical record for every pupil, which includes:  

• Personal details and parent/carer contact numbers. 

• Parent/carer signed consent for emergency treatment. 

• Parent/carer signed consent for trained staff to administer all medications and First Aid 
within school hours. 

 

• Health surveillance details, medical reports and review summaries. 

• Information of prescribed medication and up to date allergy list. 

• Medical administration record sheets.  

• Medical questionnaire. 

 

Medical information shared with other members of staff is on a ‘need to know’ basis and is to 

be treated confidentially.  

All medical records are legally required to be stored until the child has reached the age of 25 

or for 8 years following a death.  

Medical Facilities  
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We provide and maintain secure facilities for the safe storage and administration of medication.  

Further information (i.e., changes to medication) are detailed on the pupils’ Residential Health 

& Care Placement Plan, (RHCPP), and medical files.  

 

Administration of Medication  

Safe administration of medicines means that medicines are given in such a way as to maximise 

benefit and to avoid causing harm. (See Appendix 2 for Procedures for Administering of 

Medication during the COVID-19  Pandemic) 

The aim of this section is to ensure safe receipt, storage, administration and disposal of 

medicines and dietary supplements within the school and ensure practice is in line with current 

legislation and good practice guidelines.  

The procedures for handling of medicines fall into two categories.  

1) Prescribed Medication: 

 

In order to administer prescribed medication, staff should be able to:  

 

• Identify the medicines correctly.  To do so, the medicine pack must have a label 

attached by the pharmacist or dispensing GP. 

 

• Identify the person correctly, by using photographic ID located within the medication 

administration folder and their name displayed on medication cabinets;  

 

• Know what the medication is intended to do, for example, slow release for ADHD 

symptoms. 

 

• Know whether there are any special precautions, for example, give the medicine with 

food.  

 

2) Non-Prescribed Medication: 

Non-prescribed medication administered is Paracetamol, Calpol, Anti Histamine and Ibuprofen 

and only once written consent has been obtained from parent/carer.  This consent is kept within 

the medical file, within the Medical Room and also recorded on the RHCPP.  Calpol 6+ can 

only be administered to children less than 12 years of age provided that it has been supplied 

by a parent/carer, together with written consent.  Hay fever remedies, (Anti Histamine), may 

also be provided by a parent/carer with written consent as this is now a medicine that GPs are 

no longer prescribing.  

This policy has been implemented to ensure safe handling of medicines under the Royal 

Pharmaceutical Society, Handling of Medicines in Social Care.  
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Competency and Training of Staff   

Staff are required to have completed their training on the ‘administration of medicines’ to 

administer medication within school, this consists of:  

• Internal training. (See Appendix 1 for list of staff trained to administer medication). 
 

• Medication training is updated on a one-year basis to develop individual staff skills and 

acknowledge changes in legislation.  
 

• Additional training on the use of PRN (as needed) medications (such as Epipens, 

Hypoglycaemia) require updating on an annual basis or as required.  
 

• Evidence of training kept in staff personnel file within the Finance Office. 
 

• In each ‘Administration of Medication’ folder is a sample of staff signatures and initials 

to ensure staff can be identified when signing the administration of medication and also 

staff who may administer medication on off-site activities. 
 

• During the school day prescribed medication is administered in the Medical Room by 

the designated named person for the day.  In their absence, the following staff have 

been trained to administer medication: Please refer to appendix 1. 

 

• Staff should not administer medication if they are not competent or confident to do so 

or if they are unsure about any of the instructions.  In this case, advice is sought from 

an alternative member of staff trained in administering medication. 

 

• New residential staff will not administer medication until they have completed their 

medical training. They can countersign if required. 

 

Essential Checks  

It is essential that the individual’s medical record is checked before administering any 

medicines to ensure that over issue is avoided and the medicine is appropriate for the 

pupil/student.  

• Expiry dates are checked.  

 

• Creams are dated at time of opening: tubs are discarded after three months of opening 

and tubes are discarded after six months of opening.  

 

• Eye drops – are dated at time of opening and discarded after 28 days of opening.  

 

• Liquid medication – is dated at time of opening and discarded after six months of 

opening.  



April  2021 
6 

 

 

Record of Administration  

Medication Administration Record Sheets (medical cards) are provided and updated 

accordingly by the designated named person every week or by a medication trained member 

of staff in their absence.  

• Medical cards are printed weekly and are put in the Administration of Medication Folder 

and checked by trained staff prior to administration of medication. 

 

• Each medical card is to be signed by the trained member of staff administering 

medication.  If additions or amendments are to be made during the week, i.e., change 

of medication dosage, the medical cards and medical files are updated accordingly, 

firstly by the designated person or in her absence, a member of staff trained in 

administering medication.  

 

• Staff administering medication are expected to initial/sign the correct box on the 

medical card once the medication has been administered.  If for any reason the 

medication is not administered, details are entered on the medical card and the 

parents/carer are informed either by a phone call or using Arbor SMS. 

 

• PRN medication is also signed for in the same way as prescribed medication.  

 

• All trained staff provide a sample signature and initials which are kept in the 

Administration of Medication folder.  

 

• All medical cards are checked after administration of medication and with a weekly 

stock take. After the stock take they are then filed within a folder in the pupils’ medical 

file in the Medical Room in accordance with the Data Protection Act 1998.  

 

• All records need to be clear and accurate as they are legal documents and may need 

to be referred to in the future.  Medical cards and any directions regarding pupils’ health 

and/or medication is stored according to the Data Protection Act 1998 and 

confidentiality is required at all times.  

 

• Any written mistakes on the medical card are crossed through and corrected with the 

persons initials written next to it. If the medical card is signed in the wrong place, the 

signature is crossed through with a single line and is amended and initialled by the staff 

member concerned. 

 

• Black ink is to be used when completing medical cards and writing must be clear and 

legible.  Correction fluid must never be used on medical cards as they are legal 

documents.  
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Competency – Administration of Medication Checklist  

Prescribed medication is only issued to pupils where parent/carer consent has been obtained 

by designated members of staff who have demonstrated competency according to the 

checklist shown previously. This checklist is held in the Administration of Medication folder.  

This protocol has been implemented to ensure safe handling of medicines under Section 87 of 

the Children’s Act 1989 and in accordance with the Department of Health Guidance Volume 

5:  

Checklist:  

• Drug cabinet keys are signed for in the morning in the medication key signing folder 

located in the Medical Room, by the designated named person of the day or a trained 

member of staff in their absence.  At 14.30, the Residential Evening Co-ordinator signs 

the medication key signing folder and assumes responsibility for the keys. During night 

time hours it is the responsibility of the Night Awake member of staff to sign for the 

keys.  
 

• In the Administration of Medication folder, a list of pupils on medication is visible.  A 

copy can also be seen on the front of the medication cabinets.  
 

• The Administration of Medication folder contains a photo of the boys, their date of birth, 

allergies, required medication and medication times, dosage and quantity to be given.  
 

• Trained staff administering medication are to wash their hands and gather everything 

they require, i.e., clean cups, gloves, water, medication.  
 

• Pupils come to the Medical Room for their medication but will be chased up if they do 

not attend.  
 

• Only one pupil at a time to be admitted to the Medical Room to ensure dignity and 

privacy of the individual.  
 

• Unlock the drug security cabinet.  
 

• Check the container for the pupil’s name, dose, frequency of administration and expiry 

date.  Compare this with the pupil’s individual medical card.  
 

• Be aware of any indications and side effects of the medication to be administered.  
 

• Withdraw the correct dose from the container into a throw-away pot.  
 

• Ensure any specific instructions are followed such as “to be taken with food”.  

Encourage pupils to take medication with water (especially enteric coated medication).  
 

• Administer the medication to the individual for whom it has been prescribed, ensuring 

that the pupil fully consumes the medication.  
 

• Sign the pupil’s individual medical card, followed by another member of staff’s 

signature, or a signature from the pupil. Count the medication left and enter total on 

individuals medical card. 
 

•   Return medication to the security cabinet, ensure that the cabinet is closed and locked.  
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• In the event of a pupil refusing to take medication, this is recorded on the medical card 

and parents/carers contacted.  Medication that has been taken from its container is not 

returned to the container but placed in an envelope with the medication name and 

dosage and child’s name clearly labelled and disposed of accordingly.  

 

Record of Staff Approved to Administer Prescribed Medication   

There is a list of medically trained staff who can administer prescribed medication located in 

the Administration of Medication folder in the Medical Room. (Appendix 1) 

 

Administration of Medication– Procedure  

• Medicines are given in a way that avoids causing harm to a person.  
 

• It is best practice for two members of trained staff to administer medication where 

practical.  
 

• Staff should not under any circumstances administer any supplement or medication if 

they do not feel fully informed or are not confident to do so for any reason, but should 

seek further advice from the designated named person for the day, or the Residential 

Management Team who will either advise or administer the required dosage.  
 

• If for any reason medication is not administered (i.e. the pupil is at home or refuses to 

take their medication), this is documented on the medical card and parent/carer 

contacted.  
 

• Pupils are to be encouraged to be actively involved in remembering to request their 

medication at the appropriate times.  
 

• Where emergency medication is needed for offsite trips, it is the responsibility of the 

member of staff running the activity to ensure medication is with the pupil at all times 

(i.e. Inhalers and Epipens).  An offsite medication activity list is filled out with the correct 

information needed for trained staff to support the pupil.  
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Self Medication 
  

Some students require ‘life saving’ medication, (Rescue Medication), such as Ventolin / 

Salbutamol Inhalers or Epipens. These are to be carried, by the student, at all times, with a 

spare being held by the School. Under no circumstance should any student’s Inhaler or Epipen, 

be given, for use by another student, this could lead to severe consequences. Failure to have 

such medication in School could result in the Parent/Carer, being requested to, either bring in 

the student’s medication from home, or being requested to collect the student and return them 

when they have collected a prescription. This is in the interest of the child and Health and 

Safety. 
   

It is the responsibility of the Parent/Carer to ensure that their child comes into School in 

possession of any rescue medication that he may require.   

This must have clear, legible instructions of use, and expiry date, parent/carer to be advised 

when replacement medication is required.   
 

Students with Diabetes will test blood glucose levels in the Personal Hygiene Room, a hygienic 

area, where there is hand washing facility and a safe area to lay out equipment to be used. 

Trained staff will supervise at all times and record all readings, to include; blood glucose level, 

carbohydrates to be consumed and the amount of insulin to be administered. Any concerns of 

blood glucose levels to be addressed with parent/carer or Diabetes team. Where insulin is 

delivered by an Insulin Pump, the student will programme in the amount displayed. Care Plan 

to be followed at all times.   

 

Controlled Medication  

Some of the pupils are prescribed controlled medication.  Controlled medication is controlled 

under the Misuse of Drugs Legislation 2001 which is in place to prevent drugs being misused, 

being obtained illegally and being abused or causing harm.  

The following protocol applies for controlled medication:  

• Recorded and signed into the medication signing in book by two members of staff and 

signing out book by the designated named person of the day or a trained member of 

staff in her absence.  
 

• Medical cards are signed every time controlled drugs are administered by two members 

of staff where practical.  
 

• If any controlled drugs are to be returned to the pharmacy as a single tablet (eg. 

dropped or refused), they are stored in a sealed envelope with clear labelling which 

includes name of pupil, name of medication, amount and date.  This is recorded and 

taken to the pharmacy for safe disposal.  
 

• The stock folder should include these drugs so that the total number in the cupboard 

still matches the total in the stock folder.  
 

• Once a week, there is a stock check of controlled medication stored in the Medical 

Room.  



April  2021 
10 

 

 

Receiving Medication  

Medication received into School is checked against the medical cards to ensure the labels on 

the medication boxes have the following information recorded:  

• Name of the pupil. 
 

• Medication. 
 

• Dose. 
 

• Time to be administered. 
 

• Expiry date – the expiry date on all items within the Medical Room must be checked 

regularly.  If any dates have expired, more stock is requested to the parent/carer.  

 

Storage of Medication  

The designated named person for the day or in their absence a trained member of staff is 

expected to ensure:  

• Only currently prescribed medication that is in date is stored within a locked drug 

cupboard in a named individual divided section, within a locked room in the Medical 

Room, including Inhalers, Epipens, Controlled Drugs and other PRN medication.   
 

• Prescribed medication is stored within the original packaging with the original label 

indicating the prescribing doctor’s instructions.  

 

• Trained staff must check expiry dates of medications to be stored within a fridge (within 

a reading between 2oC and 8oC) and pass to the parent/carer to dispose of any 

medication out of date.  
 

• Food products obtained via a prescription can be stored in the school kitchen and the 

residential area.  

 

Medication from Home  

All medication coming into school is stored in a plastic zip wallet to ensure safe transportation 

of medication to school. Each young person has their own individually named wallet. These 

are given to the driver of the taxi by the parent/carer or person responsible for taking the young 

person to School. On arrival to school it is the responsibility of the person bringing the young 

person into school to hand medication to a member of staff. 

Any medication brought into School is required to be in its original container clearly showing 

the pupil’s name, description of medication and dose on a pharmacy label.  

An Arbor SMS message is made to confirm what has been received. 
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Minor ailments – hay fever, ibuprofen and calpol (for under 12s)  

Treatments for minor ailments are not prescribed for individuals, if a care provider decides to 

give treatment to people, they must:  

 

• Get a covering letter from parent/carer granting permission for the administration of 

medication. 
 

• Choose the medicines that are suitable for the age range they care for. 

 

•  A medical card is in place for the individual stating their name, name of medication, 

time and dosage required.  
 

• keep records of the administration and disposal.  

 

Medication going Home  

Any medication that needs to return home is signed out in the medication signing out   book 

and placed in the individual young person’s plastic wallet with the child’s name, name of the 

medication and the amount going home.  This is given to the taxi driver who gives it to the 

parent/carer. If a pupil is being collected a member of staff will give it directly to the parent/carer 

or person collecting the child. 

 

If a member of staff is unsure whether to send medication home or not, they must consult with 

the designated named person for the day.. 

 

Changes in Medication  

The designated named person for the day. or in their absence a trained member of staff is 

required to update any changes in medication in the pupil’s medical folder, medical cards and 

RHCPP.  These changes are:  

• Only accepted via e-mail, text and telephone instruction regarding medication change, 

followed by the instruction in writing from parent, carer, GP or hospital.  

 

• Once written confirmation is received, this is placed into the pupil’s medical file.  

 

• If you give a new medicine to a child and they become unwell, this could be caused by 

the medicine and you must get medical help immediately.  Doctors, nurses and 

pharmacists can report adverse drug reactions to the Medicine and Healthcare 

products Regulatory Agency.  There are some occasions when it is appropriate for an 

individual or their carer to make this report.  You can get further information from their 

website www.mhra.gov.uk.   

http://www.mhra.gov.uk/
http://www.mhra.gov.uk/
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Errors in Administration of Medication  

In the event of a medical error:  

• The designated named person for the day and SLT member is informed and medical 

advice is immediately sought from NHS direct, A&E, or if required, an ambulance is 

called..  

 

• A medication error of any kind is dealt with as a serious incident and never concealed.  

 

• When calling for medical advice, information on the pupil’s medical needs, medication 

they are prescribed and the wrong medication or dosage that has been administered is 

required.  

 

• Parents/carers must be informed by either a Senior Manager, the designated named 

person for the day. or member of staff involved of any medical errors and action taken. 

 

• The events leading to the incident are recorded on a medication error form and placed 

into the pupil’s medical file and medical error file. 

 

• To ensure an investigation can be completed once the pupil’s needs have been met 

and medical advice established and followed through.  

 

• Administration of medicines procedures are reviewed by the designated named person 

for the day or the trained administer in their absence and Senior Management as part 

of the investigation to prevent any further errors occurring.  

 

 

Disposal of Medicines  

Medication may need to be returned to the pharmacy in a sealed envelope for safe disposal if 

refused, dropped or a prescription is changed.  This is recorded in the ‘Disposal of Medication’ 

log book. A record receipt is obtained from the pharmacy staff where possible.  Medication no 

longer required or out of date is returned to the parent/carer for disposal in a sealed envelope 

with the pupil’s name, medication and quantity going home or to the pharmacy.    

In the event of a death of pupil, all medication must be retained in the School Medical Room 

for at least seven days due to legal requirements.  
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Medication out of School  

Pupils may leave the school site for reasons such as day trips or going to external educational 

facilities.   

Procedure:    

• A named staff member from the competency checklist or the designated named person 

for the day place the medication in the lockable First Aid box with an offsite activity trips 

form, medical card, medication disposable pot, water and gloves.  The off-site activity 

medication form is signed by both the designated named person for the day and said 

member of trained staff, stating:  
  

- Pupil’s name  

- Name of medication 

- Date 

- Quantity  

- Dose and time of medication  

- Any emergency medication i.e., Epipens and Inhalers  
 

• During off site residential trips, the authorised member of staff administering 

medication:  
 

- Checks the pupil’s medication on the offsite trips form and medication card 

against the medication label for time and dose required. 

 

- Signs for dose administered on the individual’s medication card.   

 

• If any medication is refused by the pupil, the authorised member of staff will enter the 

correct information on the medical card and any unused medication is returned to the 

designated named person for the day or trained member of staff for disposal if needed.  

  

• Medication is returned to the designated named person for the day. or trained member 

of staff in the Medical Room and locked away in the lockable cupboard and relevant 

paperwork submitted.  
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Appendix 1 

 

Shelly Andrews   LSA    September 2020 

 

Sandra Avery    Admin    September 2020 

 

Caz Belcher    Horticultural   September 2020 

 

Owen Bryan    EFL Team/DDSL  September 2020 

 

Julie Carter    LSA – Outreach  September 2020 

 

Ivan Chatton    LSA    September 2020 

 

Angela Cotier    LSA    September 2020 

 

Jose Finisterra   Teacher   September 2020 

 

Janet Goetz    Residential Officer  September 2020 

 

Fay Greaves    EFL Lead   September 2020 

 

Nir Karki Chettri   Night Awake   September 2020 

 

Juliet Ntalo    LSA    September 2020 

 

Adam Papacharalambous  Residential Officer  September 2020 

 

Hatty Price    Cover Supervisor  September 2020 

 

Jeremy Seaden   Residential Manager  September 2020 

 

Roxy Scott    LSA    September 2020 

 

Lynda Talbot    Night Awake   September 2020 

 

Jack Whitfield    Deputy Residential Manager September 2020 

 

 


