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Administration of Medicine Policy
Policy Statement
Holy Angels Pre-school is committed to promoting the good health of all children in our care. We recognise that some children may require medication during the day to manage short-term illness or long-term medical conditions. This policy outlines our safe, transparent, and compassionate approach to administering medicines, ensuring that children’s wellbeing is protected and that parents are fully informed and involved.
🧒 Consent and Communication
· Only individuals with parental responsibility (PR) or foster carers may give consent for medication.
· Consent must be written and include: child’s full name and DOB, medication name and dosage, prescribing professional (if applicable), storage instructions, expiry date, and known side effects.
· Consent is recorded on FAMLY and acknolwedged by the parent and key person.
· Parents must inform staff of the last dose given at home.
🧴 Medication Storage
· All medicines are stored securely and out of children’s reach.
· Refrigerated medicines are clearly labelled and stored separately.
· Parents do not access storage areas to prevent mix-ups.
· Out-of-date medication is returned to parents.
· Long-term medication is reviewed every six months.
⏱️ Administering Medication
· Medicines are only administered when absolutely necessary.
· A key person or designated staff member administers the dose, witnessed by another staff member.
· Records include: child’s name, medication name and strength, date/time, dose, method, staff signature, and parent verification.
· No child may self-administer.
· Children with asthma or similar conditions are encouraged to communicate their needs, but staff remain vigilant.
🧑‍⚕️ Children with Long-Term Medical Conditions
· A healthcare plan is completed with the parent and reviewed regularly.
· Risk assessments are conducted for activities and outings.
· Staff receive training if specialist administration is required (e.g. EpiPens).
· Medication is taken on outings in a labelled box with consent forms and administration cards.
🚑 Emergency Situations
· If a child requires hospital care, their medication is sent in a sealed, labelled box.
· Staff follow emergency procedures and inform parents immediately.
👩‍💼 Staff Medication
· Staff must inform the manager if they are taking medication.
· Medication is stored securely and assessed for any contraindications.
· Staff must not administer medication if impaired.
🧑‍🏫 Staff Implementation Guidance
· Always check expiry dates and labels before administering.
· Record all doses accurately and promptly.
· Communicate clearly with parents about any side effects or concerns.
· Ensure medication is taken on outings and stored appropriately.
· Attend regular training on medication procedures and safeguarding.
👨‍👩‍👧 Parent-Friendly Summary
💊 We only give medicine with written permission from a parent or carer
📋 We record every dose and ask you to sign at the end of the day
🧴 Medicines are stored safely and securely
👩‍⚕️ We work with you to create a care plan for long-term conditions
🚑 In emergencies, we take your child’s medication to hospital
💬 You can always talk to us about your child’s health needs
We’re here to support your child’s wellbeing with care and professionalism.
📚 Legal Requirements & Guidance
This policy is informed by:
· Statutory Framework for the Early Years Foundation Stage (EYFS) – September 2025
· Supporting Pupils at School with Medical Conditions – DfE Guidance
· Children and Families Act 2014, Section 100
· Health and Safety Executive Guidance on Medication Handling
· Data Protection Act 2018 & UK GDPR
· Ofsted Safeguarding and Welfare Requirements
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