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POLICY
Administration of Prescribed Medication
Why do we have this policy and what is it for?
Boards have a duty to maintain a safe physical and emotional environment (Education Act 1989; Human Rights Act 1993) and in order to fulfill this duty, students have a right to receive prescribed medications in school hours if this enables them to access Education.

How do we do this?
1. Only Administration Office staff, Senior Leadership and other approved personnel are authorised to administer prescribed medication to students.
2. Parent/Caregivers who wish the school to administer medicine, or wish the school to supervise children taking medicine, are required to complete a Medicine Notification/Consent Form which records relevant details of the medication.   Once the medication is administered, it will be recorded on the “Sickbay” tab on eTap under the student’s name (Appendix 1).
3. Any changes to the instructions provided in the original Medicine Notification/Consent Form MUST be in writing, signed and dated by the parent, caregiver or Doctor concerned.

4. Verbal changes and changes made over the phone are not acceptable.

5. Prescribed medication is only to be administered after this agreement is signed.

6. On receipt of the medicine the person receiving it:
· Ensures that a Medicine Notification/Consent Form has been signed.

· Ensures that the name of the child, name of the drug, dosage, time and method of administration are clearly stated on the bottle and match the Medicine Notification/Consent Form.

· The use by date on the bottle is also checked.

7. Prescription medications are not accepted for a child if it is not their name on the medicine, or if the medication end date specified in the Medicine Notification/Consent form exceeds the use by date on the container.

8. Appropriate information/training has been given to school staff who elect to administer medication to students.

9. All reasonable care is taken with security of medications held or administered on school premises.   There are lockable cupboards in the Administration area for this purpose.   Medications that must be kept refrigerated will be kept in the Administration fridge.

10. On class trips a designated teacher will take responsibility for the medications required.  Teachers will access medication from this single location.

GUIDELINES FOR MEDICINES:
· School Trips:  Medications required for the duration of a class trip are kept in one bag.  A teacher is assigned responsibility for that bag.  
· Antihistamines:  Small quantities correctly labeled may be left at the School Office for emergency use.
· Allergy Kits/EPI-Pens: May go in the medication bag on sports/school trips.  Otherwise, they are kept in the lockable cupboards in the Administration area where they are readily available.
· Asthma Inhalers: May go in the medication bag on sports/school trips.  Otherwise, they are kept in the lockable cupboards in the Administration area where they are readily available.   The inhaler body should be clearly labeled with the child’s name, it is preferrable that an asthma spacer is also provided.
· Diabetic: Children need ready access to glucose at all times in the form of suitable sweets or drinks.   Blood glucose testing will be carried out in a designated area which will assure privacy to the individuals involved.   
· Ritalin and similar drugs are to be stored in the locked medication storage cupboard and administered in the Administration/Wellness room area.

CONCLUSION

The best interests of the staff and students are paramount in any administering of medications.   All precautions are taken to ensure this happens.
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