Date: September 2026 Date Review: September 2027 Signed: K.Dean

Willow Tree
Learning
Northants

Administration of Medicines Policy

Organisation: Willow Tree Learning Northants

Policy Title Administration of Medicines Policy

Reviewed By Kirstie Dean

Approved By Kirstie Dean

Effective Date September 2026

Review Date September 2027 or sooner if legislation or guidance changes.
Version V1.

Applies To All staff, volunteers and children

1. Policy Statement

Willow Tree Learning Northants is committed to supporting the health, safety, and
wellbeing of all children by ensuring that medicines are managed safely, consistently,
and in line with current legislation and Department for Education guidance. Medicines
will only be administered when necessary and when appropriate consent, staff training,
safe storage arrangements, and accurate records are in place.

2. Scope
This policy applies to all staff, volunteers, and children attending the setting.
3. Roles and Responsibilities

The Site Lead is responsible for implementing this policy, ensuring that staff are
appropriately trained, medicines are stored securely, and records are maintained.
Parents and carers must provide accurate medical information, written consent, and
medicines in their original labelled containers. Staff must follow this policy, any relevant
Individual Healthcare Plan, and record all medicines administered.



Date: September 2026 Date Review: September 2027 Signed: K.Dean

4. Supporting Children with Medical Conditions

Children with medical conditions will be supported to access education safely. Where
required, an Individual Healthcare Plan (IHP) will be developed with parents and
relevant healthcare professionals.

5. Individual Healthcare Plans

IHPs will detail the child’s condition, medication, dosage, emergency procedures,
storage arrangements, staff training requirements, and review dates. Plans will be
reviewed at least annually, or sooner if the child’s needs, medication, healthcare
advice, or setting arrangements change.

6. Administering Medicines

Prescription medicines will only be administered where written parental consent has
been received and administration during the day is necessary. Medicines must be
provided in the original pharmacy-labelled container showing the child’s name, dosage,
and expiry date. Non-prescription medicines will only be administered in exceptional
circumstances with management approval and written consent.

7. Emergency Medication

Emergency medicines such as adrenaline auto-injectors, asthma reliever inhalers, and
prescribed emergency medication will be readily accessible. Staff administering
emergency medication will receive appropriate training. Emergency services will be
contacted whenever required, and parents will be informed immediately.

8. Storage of Medicines

Medicines will be stored securely in accordance with manufacturer instructions.
Emergency medicines will remain quickly accessible while still being stored safely.

9. Record Keeping

A written record will be completed each time medication is administered, including the
date, time, dose, name of the staff member administering the medicine, and witness
details where appropriate. Parents and carers will be informed on the same day.

10. Controlled Drugs

Controlled drugs will be stored and recorded in accordance with legal requirements.
Stock checks will be completed regularly.

11. Refusal of Medication

If a child refuses medication, staff will not force administration. Parents will be
informed immediately, and medical advice is sought where necessary.
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12. Disposal

Expired or unwanted medicines remain the responsibility of parents/carers and should
be returned to a pharmacy. Sharps will be disposed of using approved sharps
containers.

13. Staff Training

Only staff who have received appropriate training and have been assessed as
competent will administer medicines requiring specialist knowledge. Training records
will be maintained and refreshed as required.

14. Confidentiality

Medical information will be handled confidentially and processed in accordance
with UK data protection legislation.

15. Safeguarding

Supporting children's medical needs forms part of the setting's safeguarding
responsibilities. Concerns regarding a child's welfare will be managed in line with the
Safeguarding and Child Protection Policy.

Add in example of medical form and procedures to follow.

Appendix: Medical Form and procedures



