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Administration Of Medicine
Policy
Aim of the Policy
The aim of this Policy is to provide staff within the Trust the relevant information on managing medications for pupils with both long term and short-term medical conditions and/or illnesses. This Policy sits with and should be considered alongside Supporting Pupils with Medical Conditions Policy.
Definition
Administering Medication: providing the child with a substance prescribed intended for the treatment, or prevention of a medical illness or condition.
It is standard practice for schools to request children’s medical information and request updates regularly, the onus is on the parent/carer to provide the relevant information to the school, including any changes to medical needs of their child.
A record of any medication administered (both prescribed and non-prescribed) to be logged on C-Poms.
No child should be given any medication without the written consent of parent/carer, except in exceptional circumstance where verbal consent can be accepted.
Any member of staff may be asked to provide support to pupils with administering medications, it must be noted that they are not obliged to do so.
Roles & Responsibilities
It is the responsibility of the Headteacher and/or SENDCo to ensure that staff members who support children with medical needs receive suitable training, i.e., Epi pen, administration of ADHD medication, asthma medication, emergency medication for seizure disorder etc.
Staff who volunteer to assist in the administration of invasive medication will receive appropriate training/guidance through the School Nursing Team.
A record of training should be kept, and updates as required.
It is the responsibility of the Headteacher, SENDCo and those staff supporting the child to ensure they are fully aware of the child’s medical condition/need.
Cover arrangements should be considered to ensure that there is always someone available to support the child.
It is the responsibility of the Leadership team to ensure written consent is obtained from the pupil’s parent/carer, this includes non-prescribed drugs such as paracetamol.
It is the responsibility of the Headteacher/SENDCo to ensure robust communication processes are in place with school staff, the child’s parent/carer and health professionals maximising the support given to the child, every effort should be made to accommodate a child with medical needs.
The school will make every effort to continue the administration of medication to a pupil whilst on activities away from the premises.
Allergy & Medical Plans
Where identified as being necessary, Allergy & Medical Plans will be developed between the school, healthcare professionals and parents so that the steps needed to help a pupil manage their condition and overcome any potential barriers to getting the most from their education are identified. This will include:
The pupil’s medical condition, its triggers, symptoms, medication needs, and the level of support needed in an emergency. Also, it must include any treatments, time, facilities, equipment, testing and access to food or drink (where it is used to manage their condition), dietary requirements and environmental issues such as crowded corridors and travel time between lessons.
Specific support for the pupil’s education, social and emotional needs, such as how will absences be managed, requirements for extra time to complete exams, use of rest periods or counselling sessions.
Who will provide this support, their training needs, expectations of their role and confirmation of proficiency to provide support from a healthcare professional.
Cover arrangements and who in the school needs to be aware of the student’s condition and the support required including supply staff.
Arrangements for written permission from parents for medication.
Arrangements or procedures for school trips or other school activities outside the normal timetable; completion of risk assessments for visits and school activities outside the normal timetable.
The designated individuals to be entrusted with the above information.
Procedures in the event of the student refusing to take medicine or carry out a necessary procedure.
The SENDCo will have the final decision on whether an Individual Health Care Plan is required.
Pupils with Asthma
The Schools within the Trust have decided to hold an emergency inhaler and spacer for the prevention and treatment of an asthma attack.
This will only be used for those children who are registered as asthmatic (unless directed to by emergency services).
Should the school’s inhaler be used, the parent/carer should be notified. A log should be recorded on CPOM’s.
Pupils with Allergies (Epi Pens)
The schools within the Trust have decided to hold an emergency adrenaline auto-injector for the treatment of an anaphylaxis attack in a child who has been diagnosed with a severe allergy likely to cause anaphylaxis and has a prescribed auto-injector.
The Headteacher/SENDCo will ensure that staff are aware of pupils in their area who have auto-injectors.
Training will be arranged through the school nursing team on how to use an auto injector.
Please see Connect Academy Trusts Allergy Policy for more information.
Storage
All medications will be always stored in a secure cupboard.
All those responsible for the administration of medications should always know the location of medicines held in their class/area.
The cupboard should be checked at the end of each term and medication no longer required should be returned directly to an adult or disposed of safely.
Any expired drugs should be returned to parent/carers or disposed of safely.
Those drugs/medications which may require urgent access and administration, such as EpiPens, Asthma inhalers as good practice will be kept within easy access of the pupil. Spares where appropriate will be stored within the school office.
Drugs that require storage in a fridge should be stored in accordance with the manufacturer’s instruction. The fridge should be in a secure location which cannot be accessed by the students directly.
The signed medication form should be kept with the medication.
Administration
It is considered good practice to only administer prescribed drugs during the school day. However, it is recognised that non-prescribed drugs may be required to be administered in some instances, such as Paracetamol, or antihistamine. These will only be administered if written parent/carer consent has been received. In some circumstances, verbal consent will be accepted.
All medication must be in its original container with dosing guidance. No decanted medication will be accepted or administered.
Those administering medication should ensure the following:
The right pupil
The right time
The right date
The right dose in accordance with the prescription
Expiry date check
The right route – orally, topically, eye drops etc
Final check to ensure medication has been swallowed.
Where possible a second person should be available to ensure the above is correct, should there be any concerns the child’s parent/carer to be contacted for clarification.
Recording
All medications either prescription or non-prescription, must be recorded on CPOM’s giving:
Medication name
Dose given
Time given
Administered by
Witnessed by
Medication Errors
If a medication error occurs, it must be reported immediately to the Headteacher – Adele Clayton & Health & Safety Manager & COO – Katie Plant.
The parent/carer must be contacted immediately, and as required informed of what medical advice is being sought as to next steps and actions required.
The Headteacher in conjunction with the Health & Safety Manager will undertake an investigation, so lessons can be learnt, and actions initiated. This may include re-training of staff, reviewing and updating administration procedures.
Reporting of Refusal, Side Effects and Errors
All refusals by pupils to take their medication must be recorded on CPOMs and parents/carers notified.
Should a pupil experience side-effect to a medication this should be logged on CPOMs and the parent/carer contacted and informed, depending on the severity of the side effects experienced further advice may be required from medical professionals.
Any errors in medication must be recorded on CPOMs, the parent/carer immediately notified.
Disposal
Drugs/medications that are no longer in use or have expired should be returned to the parent/carer. If not collected, then be disposed of in an appropriate manner.
Self-Administration
Due to the age of our pupils, it is agreed that pupils do not have their medications on them.
For pupils with a medical condition such as Asthma, Allergies, and Diabetes that may require immediate access to medication, these are kept in an easy to access location within the classroom, so they can be supported to self-administer at an age-appropriate level.
In the event of a drug which is prescribed but not an emergency medicine, such as Methylphenidate (Ritalin) this must be brought to and kept in the school office.
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