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Medicine Policy

1. Introduction & Policy Statement
Creating Futures Together Ltd (CFT LTD) is committed to ensuring that all medicines are managed and administered safely, effectively and in accordance with statutory guidance.
This policy ensures compliance with the DfE guidance: Supporting Pupils at School with Medical Conditions, which sets out the legal requirements for all schools, academies and pupil referral units (PRUs). [gov.uk]
Our aims are to:
· Safely support pupils who require medication.
· Ensure medicine administration is consistent and properly recorded.
· Work collaboratively with parents/carers and health professionals.
· Ensure pupils with medical conditions can access education fully and safely.

2. Roles and Responsibilities
2.1 Parents / Carers
Parents/carers must:
· Provide full and accurate information about a child’s medical needs at admission or diagnosis.
· Supply medicines in their original container with dispensing label.
· Complete Form – Parental Agreement for CFT LTD Ltd to Administer Medicine prior to any administration.
· Provide updates or medication changes via a new Form.
· Participate in creating or reviewing Individual Health Care Plans (IHPs).
These expectations align with national guidance on parental responsibilities. [thurgoland...rimary.org]
2.2 CFT LTD Ltd Staff
CFT LTD Ltd staff will:
· Administer medicines only where parental consent is in place.
· Receive adequate training and support before administering medicines.
· Follow all procedures within this policy and the child’s Individual Health Care Plan (IHP).
· Maintain accurate medicine records (Form 4).
· Store medicines securely and return them to parents as required.
2.3 Health Professionals
Where required, health professionals will:
· Provide guidance and training for specialist or emergency medicines.
· Contribute to the development and review of IHPs.

3. Staff Training
· Staff administering medicines must be appropriately trained, consistent with sector‑wide policies requiring proportionate instruction and competence. [thurgoland...rimary.org]
· Refresher training will occur at least every three years, including for asthma, anaphylaxis, epilepsy and diabetes.
· Additional training will be provided where individual pupils require specialist support.

4. Non‑Prescribed Medicines
· CFT LTD Ltd will not administer non‑prescribed medicines unless the parent has supplied the medicine and signed a consent form.
· The child must not bring their own non‑prescribed medication unless authorised.
· Parents should consult a GP if a child suffers recurrent pain or illness.

5. Prescription Medicines
CFT LTD Ltd will only administer prescription medication where:
· It has been prescribed by a doctor, dentist, nurse practitioner or pharmacist practitioner.
· It is provided in-date, labelled, and in the original container with administration instructions.
· It would be detrimental to the child’s health or school attendance if not administered during the day.
· A signed parental agreement (Form 2) is in place.
Medicines will be:
· Stored securely (locked cabinet or refrigerator as required).
· Dispensed following the prescriber’s instructions.
· Collected by the parent/carer at the end of the day.
These reflect best‑practice requirements for medicine management in education settings. [widnesacademy.co.uk]

6. Individual Health Care Plans (IHPs)
Children with long‑term or complex medical needs will have an Individual Health Care Plan (Form 1) developed in collaboration with parents, health professionals and relevant staff.
IHPs must:
· Describe medical needs, symptoms and required support.
· Include emergency actions and roles/responsibilities.
· Be reviewed regularly and updated if circumstances change.
This aligns with DfE statutory expectations for IHPs. [gov.uk]

7. Procedures for Administering Medicines
7.1 Before Administration
No child will be given medicine unless:
· Written consent has been received (Form 2).
· Staff verify: 
· Child’s name
· Medicine name and type
· Prescribed dose
· Method and frequency
· Side effects
· Expiry date
· Instructions on dispensing label
If uncertain, staff must not administer medicine until clarified with parents or a health professional.
7.2 Self‑Management
· Older children may self‑manage medicines where appropriate, following parent request and professional agreement.
· A Form 3 must be completed for a child to carry and use their own medicine (e.g., inhaler).
· Controlled drugs must always be handled according to regulatory requirements.
This is fully consistent with national policy encouraging independence where clinically safe. [thurgoland...rimary.org]
7.3 Managing Medicines on Site
· Medicines should only be administered when not doing so would harm the child’s health or attendance.
· No child under 16 will receive medication without parental consent (unless prescribed in confidence by a clinician).
· Aspirin-containing medicines must not be given unless prescribed.
· Medicines must remain accessible to pupils who require rapid access (e.g., inhalers, EpiPens).
· Insulin may be provided via pens/pumps rather than original packaging.
These reflect DfE medicine management protocols. [thurgoland...rimary.org]
7.4 Refusal of Medicines
· Children will not be forced to take medicine.
· Refusals will be recorded and parents notified.
· Emergency procedures will be followed if refusal poses a risk.

8. Children Sent Home Due to Illness
· Parents will be contacted to collect their child.
· Contact attempts and outcomes will be recorded.
· Children may travel home alone only with parent/carer permission.

9. Record Keeping
· Form 4 will be used to record every instance of medicine administered.
· Written records protect staff and ensure procedural compliance.
· Parents will be informed if their child has been unwell or required medication.
DfE guidance requires keeping complete records of medicine administration. [gov.uk]

10. Emergency Procedures
CFT LTD Ltd ensures staff are trained and able to respond to emergencies, consistent with statutory expectations. [unison.org.uk]
Key principles:
· Staff must act promptly and in line with IHP guidance.
· A staff member will accompany a pupil to hospital and remain until a parent arrives.
· IHP copies must accompany the child to emergency services where possible.

11. Hospital Admissions / Paramedic Attendance
· Parents/carers will be contacted immediately.
· If unavailable, a CFT LTD Ltd staff member will accompany the child to hospital.

12. Uncollected or Discontinued Medication
· Parents will be contacted in writing to collect unused medication.
· After 30 working days, uncollected medicine will be taken to an authorised medical disposal facility.

13. Monitoring & Review
This policy will be reviewed annually or sooner if:
· Legislation or guidance changes,
· A significant incident occurs, or
· Internal audit indicates improvements required.
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