MEDICATION
POLICY

Rationale:
• Schools are often asked by parents to administer medication for their children while at school. It
is important that such requests are managed in a manner that is appropriate, ensures the safety of
students, and fulfils the duty of care of staff.
Aims:
• To administer medications appropriately to students in our care during school hours, following
protocols and procedures.
• To exercise sensitivity and ensure privacy and confidentiality.
• To ensure accurate records of student medication are maintained.
Implementation:
•
•
•
•
•

•
•
•

Children who are unwell should not attend school.
Parents/guardians are required to keep the school informed of current medical contact details and
any current medical conditions and appropriate medical history.
Every student who has a medical condition or illness that requires an individual management
plan as provided by the parent, will be attached to the student’s records, and if necessary
prominently displayed in the staffroom.
The First Aid Coordinator will be the staff member responsible for administering prescribed
medications to children. In their absence it will be another Level 2 First Aid trained staff
member.
All parent requests for the First Aid Coordinator to administer prescribed medications to their
child must be submitted on the Euroa Primary School (EPS) Medication Request Form and
include the name of the student, dosage and time to be administered (original medications bottle
or container should provide this information). – see Appendix 1.
The completed Medication Request Form will be confidentially filed in the official Medications
Register located in the school office.
Non-prescribed oral medications (eg: pain relief) will not be administered by school staff without
explicit written parental permission.
All student medications must be in the original containers, labelled, have the quantity of tablets
confirmed and documented, and stored in the first aid cabinet or staff refrigerator, whichever is
most appropriate.

•
•
•
•
•
•

The First Aid Coordinator will inform teachers of the prescribed medications for students in their
charge. Classroom teachers will release students at prescribed times so that they may visit the
school office to receive their medications.
Students involved in school camps or excursions will be discreetly administered prescribed
medications by a Level 2 First Aid person in a manner consistent with the above procedures. All
details will be recorded and then filed in the official Medications Register on returning to school.
Certain students are capable of taking their own medication while other students will need
assistance.
Parents/carers of students that may require injections are required to meet with the Principal to
discuss the matter.
Where immediate access is required by the student, such as in the case of asthma, anaphylaxis, or
diabetes, medication must be stored in an easily accessible location.
This policy should be read in conjunction with the EPS First Aid Policy, Anaphylaxis
Management Policy and Asthma Management Policy.

The First Aid Coordinator (or nominee) administering medication needs to ensure:
➢
➢
➢
➢
➢
➢
➢

that permission to administer medication has been received;
and that the right child;
has the right medication;
and the right dose;
by the right method (for example, oral or inhaled);
at the right time;
and records are maintained.

Evaluation:
• This policy will be reviewed as part of the school’s three-year review cycle, or more often if
necessary due to changes in regulations or circumstances.
Appendix:
1. EPS Medication Request Form.
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