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 (
This policy keeps in line with 
UNCRC Article 3
The best interests of the child must be a top priority in all decisions and actions that affect children
)


ADMINISTRATION OF MEDICATION POLICY
All permanent staff will have first aid training and where volunteers or bank staff are used there will always be at least 1 first aid trained member of staff present. 
Wherever possible, children who are prescribed medication should receive their doses at home. If it is necessary for medication to be taken during sessions at the setting, children should be encouraged to take personal responsibility for this, where this is appropriate. Parents/carer’s and staff should discuss such situations at the earliest possible opportunity and decide together on the best course of action.
Staff may only administer medication to the child if it is prescribed by a GP, and if the request to do so is from the child’s parent or carer and is given in writing at the start of a session, stating frequency and dosage. Parents/carer's can make such a request by completing and signing the Administrating Medication form – see appendix 1.
Staff have the right to decline such a request from a parent/carer if they are in any way unsure about this.
The procedure for administering medication at the club is as follows:
· Medication will never be given without the prior written request of the parent/carer or written and signed instruction from the child’s GP, including frequency, dosage, any potential side effects and any other pertinent information. 
· Medication will be given to children as per instructions. 
· Both members of staff (provider and witness) will sign off the administration of medication form. 
The Manager will be responsible for ensuring that:
	
· Prior consent is arranged with name and reason for medication recorded – Appendix 1.
· All necessary details are recorded and that the club is not giving the first dose of medication.
· The medication is properly labeled with the child’s name and safely stored during the session in the original container.
· Another member of staff acts as a witness to ensure that the correct dosage is given.
· Parents/carer’s are made aware at the end of the day that the medication has been given as per their request.
If for any reason a child refuses to take their medication, staff will not attempt to force them to do so against their wishes. If and when such a situation occurs, the Manager and the child’s parent/carer will be notified, and the incident recorded on the child’s Administering of Medication form.
Where children carry their own medication (asthma pumps or insulin for example), the setting recommends that staff hold onto the medication until it is required. This is to minimize possible loss of medication and to ensure the safety of other children. Inhalers should always be labeled with the child’s name and kept in an individual container with child’s name and date received medicine.
If there is any change in the type of medication – whether regarding dosage or other changes to the information given on the Administering Medication Form – a new form must be completed.
A review of a child’s medication will be done every 6 months by staff and parents/carer’s or as necessary. 
When children are collected from school, staff at the school must inform Tarbert after school care of the childs last dose of medication and what time it was given.
This policy is in line with the Care Inspectorate guidance ‘Management of medication in daycare of children and childminding services’ management-of-medication-in-daycare-of-children-and-childminding-services_dec-2024.pdf




Appendix 1 
ADMINISTRATION OF MEDICATION FORM
	Name of Child
	


	Allergy medicine is administered for
	

	Name of Medicine 
	


	Dosage instructions
	


	Form of medicine 
	Liquid / Spray / Tablet (delete as necessary)
Other………………………………………………….

	Time of Dosage
	


	Date that Medicine is to be administered from;
	


	Date that medicine is to be administered to;
	


	Date & time medicine was last administered;
	


	Has the child received a dose of this medicine at home?
	Yes / No (delete as necessary)

	How has the medicine to be administered?
	Mouth / Ear / Nasally (delete as necessary)
Other……………………………………………………….




I understand that all staff are acting voluntarily in administering medicines and have the right to refuse to administer medication.  I understand that the setting cannot undertake to monitor the use of inhalers carried by children, and that the club is not responsible for loss or damage to any medication.  

I will update the after-school club with any changes in administration for routine or emergency medication and to maintain an in-date supply of the medication.

Parent/Carer sign & date……………………………………………………………………                                                                 

Manager sign and date……………………………………………………………………





Confirmation that staff have provided the child with the above medication as detailed by the parent;

	Staff Signature
Administer
	Staff Signature
Witness

	Date / Time
Administered
	Notes
	Parent 
Signature
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