
 
 

MEDICINES and INTIMATE CARE 
POLICY 

 
From time to time school staff will need to administer and store medicines so that pupils 
are able to continue their education without prolonged interruption.  All staff must be 
aware of the procedures and the school will monitor their effectiveness with the School 
Nurse regularly.  Parents or Guardians must also be made aware of the policy, 
preferably before the child is admitted to the school. 

 

PRINCIPAL AND STAFF RESPONSIBILITY 
 
The Principal will ensure that a named person, who holds a paediatric first aid 
qualification, is responsible for medicines in the school together with a named deputy. 
Any member of staff who is prepared to voluntary administer medicines must do so 
under the school’s policy and procedures and be fully confident that the administration is 
safe.  Staff volunteering to administer medicines are covered by insurance and will not 
be personally liable, if an accident should occur as long as they have taken reasonable 
steps to follow the school’s policy and procedure. 
 
Non-teaching staff who have responsibility for the administration of medicine within their 
job description do not have to volunteer to administer medicine and can be required to 
do so under the school’s policy and procedure. 
 
The Principal should not accept responsibility for the administration of medication to 
pupils unless prior arrangements have been agreed with the relevant health authority, 
such as a doctor or nurse, where: 

o Precise timing is essential to the health of the pupil, or 
o Technical or medical knowledge and/or specialist training is required, or 
o Intimate contact with the pupil is necessary. 

 
Administration of medicines could go ahead in these situation only after a full Risk 
Assessment of the pupil medical needs have been taken into consideration, consultation 
with the school, parents or guardians and the health authority and only when a volunteer 
has been trained and feels confident and competent. 

 
PARENTS’ OR GUARDIANS’ RESPONSIBILITY 
 
It is the parents’ or guardians’ responsibility to ensure that a child is fit to attend school 
and in most cases an unwell child should be kept at home and the medicine 
administered by the parent or guardian. 
 
In some circumstances however, normally when a child has a chronic condition, the 
child’s education would be severely interrupted if they were not allowed to attend school 
when medication was required and it is for situations such as this that these guidelines 
are written. 



 
 

 
A clear written statement of parents’ responsibilities concerning medicine will be given to 
all parents on admission of their child to the school.  A form will be given with this 
statement which allows the parent/guardian to give information on the child’s condition 
and medication. Please see form attached. 
 
Parents or guardians must be made aware that the school can refuse to administer 
medicines in some circumstances.  It is the parents or guardian’s responsibility: 
 

o To advise the school of any allergies or any significant medical conditions subject 
to confidentiality 

o To replenish the medicines in person when required 
o Not to ask the school to administer medicines which can be given before or after 

school by the parents themselves eg, antibiotics 
o To provide medicines in the original dispensed containers. 

 

STORAGE 
 
Medicines, when not in use should be brought to and from school for the duration that 
they are needed, by the parent and collected from the office at the end of the day.  This 
does not apply to asthma inhalers. 
 
The safety of staff and pupils must be considered at all times.  Particular attention must 
be paid to the safe storage, handling and disposal of medicines.  Training for staff should 
include guidance in safety procedures. 
 
Medicines requiring refrigeration must be kept in a closed container, in a refrigerator, 
which is not accessible to pupils.  Antibiotics often need to be kept in a refrigerator but, 
in most cases, need not be administered in school hours and can be given to the child 
by the parent or guardian before and after school. Decisions to make an exception to 
this should be made by the Principal only. 
 
Some medication must be readily available in an emergency and should be kept in a 
secure place.  Relevant school staff and the pupil concerned should know where the 
medication is kept. 

 
ADMINISTRATION OF MEDICINE 
 
Teachers’ conditions of employment do not include giving medication or supervising a 
pupil taking it, although staff may volunteer to do this and many are happy to do so.  Any 
member of staff who agrees to accept responsibility for administering prescribed 
medication to a pupil should have proper training and guidance.  He or she should be 
aware of any possible side effects of the medication and what to do if they occur.  The 
type of training will depend on the individual cases.  Normally it would be expected that 
pupils self-administer under the supervision of the nominated person.  However, the 
nominated person should administer the dose to younger children. 

 



 
 

RECORD KEEPING 
 
The storage and administration of medication will be properly documented on a record 
sheet (see attached).  The information on the medicine’s label should always be 
checked against the information given on the request form and any discrepancies 
clarified with the parent or guardian.  The parent or guardian must confirm any difference 
that may arise in writing. 

 

 
CHILDREN WHO SOIL THEMSELVES 
 
Some children with medical needs may be incontinent although sometimes this may be 
a temporary condition.  Pupils will be accepted into a school who are not fully toilet 
trained due to particular physical or psychological reasons but can otherwise benefit 
from full time schooling.  The need for staff to ‘change’ a child with these issues will have 
to be taken into account in the risk assessment, and Care Plan, for that child before 
entry.   
 
Even small children, who are in the main toilet trained, will have the occasional incident.  
We will not leave them in a soiled condition until they are collected.  Parents will be 
informed and the child will be changed with permission depending on time lag.  This will 
always be done by two people. 
 
The following should be taken into consideration: 

o Provision of a suitable place to clean and change a child.  If the need will be 
seldom and following an ‘accident’ then a permanent place would not be 
practicable.  The place should be away from food, have reasonable privacy, 
access to hot and cold water and a suitable surface.  

o The adult should use some protective clothing such as a plastic apron and use 
disposable plastic gloves. 

o Cleaning can be done with ‘baby wipes’ as long as clearance has been given by 
the parent for their use.  Do not use other lotions, creams or powder unless they 
have been specifically prescribed for that child.  If the child has sensitive skin, 
then it may be necessary to use only warm water. 

o The adult should wash their hands prior to and after the cleaning session. 

o Any wipes used can be disposed of in the normal waste, but should be 
double wrapped (one plastic bag inside another) and put into the external 
waste bins as soon as possible.  Tissues can be flushed. 

 

 


