






Procedure for the Administration of Medication
1. Recording of prescribed medication must be completed prior to responsible adult (parent/carer) leaving the Centre. Forms should be completed fully including last dosage given, reasons for medication and dosage required. Responsible adult must sign on collection of medication or acknowledgment of last dose given.
2. Staff must not administer the first dose of new medication. Parents/carers must always give the first dose to ensure the child does not have an adverse reaction.  After the first dose has been given at home, staff will be vigilant when administering a second dose of new medication, as this is when a more serious reaction could occur.  Ideally parent/carers should give the first 2 doses of a new medication prior to nursery staff administering.
3. Staff must read the prescription label accompanying the medication and dose accordingly. If staff are unsure please speak to a senior member of staff and we will seek advice from NHS 24.
4. Staff must not administer medication without knowing what it is and what it is for.
5. Staff must check the dosage with the parent/carer against the label.
6. Staff must check all medication is clearly labelled with the identity of the child and in the original container.
7. Staff must check that the medication is for the current condition. Something prescribed for a condition 6 months ago might not be appropriate now.
8. Staff must check the dispensed date on all medication.  If a medicine has not been dispensed recently, staff must enquire if it is it still appropriate for use e.g. liquid antibiotics usually only have a 7 to 10 day shelf-life, eye drops should be discarded 28 days after opening etc.
9. Staff must participate in appropriate training for the administration of specific emergency medication e.g. epipens, injecting insulin via a pen, rectal diazepam, peg feeding. When medication has been administered, staff must ensure that parent/carers have been informed and sign appropriate paperwork.
10. Only permanent/long term supply staff should administer medication.
11. Two staff should always be present when medication is being administered this includes supply staff. Both staff must sign the medication administration form.
12. If a child becomes ill throughout the day and we have medication in the Centre, staff must inform a senior member of the leadership team before making contact with the parent/carer.  Staff will not administer medication without parent/carers approval.
13. In the event of a child been given too much medication or the wrong medication, staff must inform senior staff immediately. Parent/carers will be contacted immediately.  If the situation is serious, phone 999 immediately.
14. If child refuses or spits out medication, staff must inform a senior member of the leadership team. Parent/carers will be contacted to plan next steps. Staff will record ‘refusal’ of medication if the child does not comply
15. If appropriate, children should be offered a drink with medication.
16. Permission from parent/carers to administer medication must be reviewed and checked as and when required.
17. Staff must check expiry date of medication frequently.  Any medication out of date will be returned to parents/carers.
18. All medication must be stored in child’s own box with secure lid and their name clearly identified. All boxes must be stored in a cupboard/First Aid unit out of reach of all children. Medication should never be left on sink units or low surfaces.
19. All boxes must be washed/sterilised after each use.
20. All spoons, syringes, spacers for inhalers etc. must be stored in child’s box and cleaned appropriately.
21. Prior to outings, 2 staff (SEYO & EYO) must check medication/equipment required. Medication will travel in a bag and an identified member of staff will be responsible for this. Administration of medication as per normal protocol.
22. In the event of having controlled drugs e.g. Ritalin, these will be stored in the in a locked medical cabinet in school and administered by appropriate trained staff.
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