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Drug Administration Principles Policy 
 
 
All staff at Snowflake School are responsible for the safety of pupils, their actions and for 
putting good practices in place to ensure pupils arekept safe.  
 
Key staff have undertaken 1st aid training before becoming responsible for the 
administration of medication – see list in school office and by first aid room. 
 
Clear policy and guidelines are in place for staff and clear documentation has been 
formulated incorporating the Medication Administration sheet.  
 
Storage: 
All medication is:  

• Stored in a locked cupboard and member of staff can access these keys from the 
school office.  

• Kept in separate containers labelled with child’s name 

 
Staff responsible (see list in office and near the 1st aid room) for giving medication will 
understand (from written parental form):  

• What the medication is required for  

• Action of the medication (why it’s needed)  

• Dose/time of dose  

• Potential side effects 

• Any implication if not administered  
 
The “Five Cs/Rs” will be adhered to when giving medication:  
 
CHECK –  

• Correct/Right Pupil  

• Correct/Right Medicine  

• Correct/Right Dose  



Snowflake School Policy 
Reviewed September 2019 

 

 

2 
Safe                            Understanding                               Patient                         Enthusiastic                         Respectful 

 

• Correct/Right Time 

• Correct/Right Route  
 
Staff will follow this positive practice when preparing and administrating medication:  

 Wash hands  

 Check you have the correct MARS (medical administration) sheet for the correct pupil. 

 Check labels on the box/bottle/packet correspond with MARS sheet, (pupils name, date of 
expiry, name, dose, time and route)  

 Count and record stock level & let parents know if more medication is needed 

 Administer medication to pupil as identified 

 When administered sign initials in space on MARS Sheet.  

 If medicine is declined or not administered for any reason this should be recorded and 
reported to parents/carer 
+ Medicine has to be administered in front of a witness who also needs to sign. 
 
 
Staff giving the medication should:  

• Be confident and clear  

• Approach the pupil with a positive attitude  

• Be honest and understanding  

• Allow the pupil to have control where appropriate  

• Use appropriate language that the pupil understands  

• Discuss with the pupil what they might taste/smell/see/hear/feel (as appropriate) 

• Listen to all involved  

• Explain the benefits of the medicine being taken 

 
If Giving Liquids:  

• Shake the medicine bottle before opening  

• Have with you a spoon or oral syringe to measure dose required 

 
If using a syringe:  
Put the tip of syringe inside the pupil’s mouth; gently push the plunger to squirt small 
amounts of medicine into the side of their mouth (aim between the gum and the inside of 
the cheek). Allow pupil to swallow before continuing to push plunger.  

• Give the pupil a drink to wash down the medicine (if needed).  

• When the whole dose has been taken, wash the syringe in warm soapy water or 
throw away in the kitchen bin.  

 
Issues Around Administration.  
The GP or hospital Dr is responsible for deciding the medication and dose. Staff need to 
know the medication the service user is currently taking.  
It should be the responsibility of the member of staff who receives the medication from 
parents/carer that morning to be clear on the medication received, including the amount 
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and to check it is clearly labelled with the pupil’s name, drug name, dosage required and 
there are clear instructions for staff administering the medication to follow.  
 
School staff should never agree to give a dose other than that identified on the medication 
by GP or through dosage instructions on the medication (if there should be any confusion 
the Head Teacher should be immediately informed). If staff are unsure about anything 
related to the administration of medication they should check with key 1st aiders and/or the 
Headteacher. 
 
Staff should be aware of any potential side effects and actions to be taken in emergency.  
If any of these aspects cause concern this should be raised and discussed with the parents 
and a way forward agreed that is acceptable and safe for the pupil and for practice 
guidance.  
 
There is a contact number/ place where relatives/carer can be contacted available from the 
school office and they will be notified if the pupil does not receive medication or an incident 
occurs.  
 
Parents/carer should sign a consent form for administration and any emergency actions 
required (if they have written this in the Home/School book these instructions should be 
photocopied and attached to medication form).  
 
It is the responsibility of the member of staff who returns the medication to parents/carer 
at the end of the session to be clear on the medication returned, including the amount and 
to check it is clearly labelled with the pupil’s name, drug name, dosage required and to 
inform them what has been administered.   
 
When medication is not given the reason for this should be recorded. 
 
If an error is ever made in administration this should be recorded and will require an 

incident form to be completed. Staff may need to take action or take advice from GP or 

pharmacist and will immediately inform the Head Teacher who will inform parents/carer. 
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