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PROCEDURE FOR SAFE USE OF PRESCRIPTION MEDICATION AND MEDICAL ARRANGEMENTS 
 

 
Student Illness 
 
If a student complains of feeling unwell during school hours they are referred to the designated First Aider. 
Should further advice be required the designated member of staff may contact NHS111 for further advice-if 
it is an emergency a 999 call will be placed for a paramedic or ambulance- Should a student require hospital 
treatment parents will be requested  to meet/take their child to hospital. 
If medical or dental treatment is necessary parents/carers are notified and the asked to arrange 
appointments. If necessary the student will be sent home, either collected by parents/carers or transport 
arranged by Downland School. 

 
In all instances of illness occurring at school it may be necessary to request that parents/carers collect their 
child or give permission for their child to be sent home. 
 
Any treatment in school will be carried out in consultation with parents/carers and logged. 
 
In order for the aforementioned to be robustly applied parents/carers must be contactable throughout the 
school day or give the school an emergency contact number for a family member/friend. 
 
Special Arrangements 
 
Downland School will make additional and special arrangements including arranging specific training to 
support students with additional medical needs e.g. epilepsy,  diabetes ,epi-pen training.  In order to do this 
the school will seek the support, advice and appropriate training from the local school nurse.  All training 
will be logged and updated within the recommended timelines.  The school nurse will write a health care 
plan for the individual needing specific medical attention, which will be shared with staff and kept on file. 
 
Safe Handling of medication 
 
The following procedures are in place at Downland School to ensure that medication is safely stored, 
handled and accountable for: 
 

 Identified members of staff will undertake all daily responsibility to ensure medication is correctly 
stored, administrated and accounted for. 

 Parents/Carers are responsible for informing the school of any medication that has been prescribed 
and any changes to dosage. 

 Downland School will only give prescribed medication. All medication must be sent to school in 
pharmacy labelled containers, clearly marked with the student’s name, dosage and drug type. 
(Refer to protocol letter sent to parents). This includes paracetamol. 

 Parents/carers are requested to send the medication to school via taxi.  Regular reminders are 
given to parents/taxi drivers and students to re-inforce this procedure.  It is the drivers who hand it 
to the front office or to the member of staff on duty in the school yard. 

 Any member of staff who is given medication by a taxi driver must hand it directly to staff on duty 
on the school yard or take it to the front office who will pass it onto an identified member of staff 
responsible. 

 No “over the counter” medication, including painkillers, may be given at school unless they have 
been prescribed by a doctor and are correctly labelled (see above) 

 The surgery is risk assessed in line with the whole school buildings risk assessment file. 
 
 
Storage 
 
All student medication is kept in a locked medical cabinet in the surgery; the door to the surgery is double 
locked.  All student medication is kept in the dispensed containers, in clearly labelled slots and with the 
guidance for that medication. 
 



Recording 
 
The following procedures are in place at Downland School to ensure that all medication is accurately 
recorded for:  
 

 Parents/carers provide the medication and reminders are sent to them by post when stock 
becomes low. At admission there is paperwork regarding medication and health that needs to be 
completed and kept on record. 

 Medication is administered to students by identified staff. 2 members of staff take daily 
responsibility for this 

 A red bound medical record book is kept in the surgery and is used to record all administration of 
medication called “ The Controlled Drugs Register” 

 A record of the quality of stock shown in The Controlled Drugs Register (a bound book) is 
completed daily and signed by 2 members of staff  as medication is issued. 

 Lunchtime medication is given at the lunch table 

 Any refusal to take medication is dealt with by SLT or Pastoral Managers 

 When the medication is issued staff count and check the stock and the pill count is recorded.  All 
stock can be accurately accounted for at all times and the Head teacher regularly checks and 
counter signs the log (at least termly 6 times a year). The Governor responsible for oversight of 
safeguarding will also conduct termly checks (at least 3 times annually) and counter sign the log 

 Staff recording and giving medication are responsible for administering the correct dosage to 
students – 2 staff sign the register. 

 In the case of a school trip an identified member of staff will log out the medication, it is then given 
to the trip leader in child safe appropriately labelled bottles.  The school trip forms identify that 
medication has been issued. The register is completed in the aforementioned way. 

 A written record is kept of any pupils sent home through illness 

 Accidents and injuries that occur in school or on a trip are recorded in school and where 
appropriate reported to the LA.  Should a serious injury occur then it may be pertinent to also 
inform Ofsted and the Health and Safety Executive. 

 
 
Pupils refusing to take their medication 
 
Should a student refuse to take their medication then a senior member of staff or a pastoral manager may 
intervene.  Any refusal would also be reported to parents/carers.  If refusal continues the following action 
would be taken. 
 

Ring parents/carers – determine how to proceed, either: 
 1.  Re-attempt and successfully give correct dosage; 
 2. Ask parent/carer to come into school to administer 
 3. Return child home 
     4.        Ask parent/carer to refer to own GP/Clinician responsible 

 
 
Off-site activities 
 
Staff accompanying the child on the off-site activity will take the medication.  Medication is transported in 
labelled child proof containers and must remain with the staff member.  The trip exit form must show 
medication is required and that the staff member responsible for the trip has it. 
 
 
First Aiders 
 
The list of designated “Appointed First Aid Person” is displayed around school.  There are several identified 
trained first aiders and staff are aware of who they are. 
 



Certain other members of staff hold other qualifications pertinent to named students need e.g. epilepsy 
and epi-pen training.  These certifications must be kept updated. Registers regarding dates and training are 
kept. 
 
Whenever a member of staff is administrating first aid, he/she must wear plastic disposable gloves to 
protect themselves and the patient. 
 
 
First Aid Boxes 
 
A list of the locality of First Aid Kits is kept in the staff room and all school offices.  An identified member of 
staff checks the First Aid Kits termly and a record of the checks is recorded in the First Aid Kits Recording 
Book which is kept in the Surgery. 
 
Minibuses 
 
First Aid boxes are carried and staffs need to report any use of contents to an identified member of staff for 
replenishment. 
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