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This policy aims to ensure the safe administration, management and monitoring of medicines for learners at Bay
Learning Academy CIC. Bay will comply with the Health and Safety at Work etc. Act 1974, the Management of
Health and Safety at Work Regulations 1999, the Human Medicines Regulations 2012 and applicable data-
protection law. Section 100 of the Children and Families Act 2014 places a duty on maintained schools,
academies and pupil referral units to support pupils with medical conditions. Although that duty does not
automatically apply directly to Bay as a commissioned alternative provision CIC, Bay adopts the associated DfE
statutory guidance as good practice and works with each learner's home school, commissioner, parents or

carers and healthcare professionals.

This policy applies to all students, staff, and parents of the school who are involved in managing or

administering medications. It covers both prescribed and over-the-counter medications.

Parents:
e Provide the school with up-to-date medical information about their child, including any allergies or
medical conditions.
e Complete and sign a medication consent form detailing the medication to be administered, dosage,
and time.
e Ensure that any medication sent to school is in its original packaging, clearly labelled with the student’s
name, the prescribed dosage, and instructions for administration.
e Inform the school of any changes in the student’s medication regimen.
School Staff:
o Designated staff members are responsible for administering medications. These staff members will
receive appropriate training, including first aid and medication administration procedures.
e Keep accurate and confidential records of medication administration, including the time, dosage, and
the person who administered the medication.
e Store all medications securely, ensuring that only authorized personnel have access.

e Ensure that medications are administered in a way that maintains the dignity and privacy of the student.
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o Contact parents if any issues arise regarding medication administration or if the student refuses to take

the medication.

Students:
e Depending on age, maturity, and individual circumstances, students may be allowed to self-administer
medications under supervision, with written parental consent.
e Must follow school rules about carrying medication, where applicable, and communicate any issues they

experience with their medication.

e All medications, except those required for emergency situations (e.g., inhalers, EpiPens), will be
securely stored in a locked cabinet or refrigerated as needed.

e Medications should be stored in their original packaging with a clear prescription label.

e Expiry dates will be regularly checked, and parents will be notified when medications are close to

expiring.

e Medication will only be administered by trained staff members or in accordance with written parental
instructions.

e Medications will be administered at the appropriate times according to the student’s individual health
plan or parental instructions.

e Accurate records will be kept of all medication administration, including any errors or omissions.

o If a student refuses to take their medication, staff will not force them, but parents will be contacted
immediately.

e Emergency medications, such as EpiPens or asthma inhalers, will be administered promptly in

accordance with the student’s healthcare plan.

o Older students or those with specific medical needs (e.g., diabetes, asthma) may be permitted to self-
administer their medications, provided the school receives written consent from their parents or

caregivers.
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e Students who self-administer medication must do so in the presence of a staff member, and it must be

documented.

e In the event of a medical emergency, trained staff will administer emergency medication and contact
emergency services (e.g., 999 or equivalent) if required.

e Parents will be informed as soon as possible.

e The school will maintain detailed records of each student’s medical needs, medication consent forms,
and logs of when and how medications are administered.
e These records will be stored securely and accessed only by authorised personnel, in accordance with

the UK GDPR and Data Protection Act 2018.

e Over-the-counter medications (e.g., paracetamol, ibuprofen) may be administered with parental
consent

e No medication will be administered without explicit written consent from parents.

e All staff involved in medication administration will receive relevant training and regular updates.

e Specific training for emergency medications such as EpiPens injections will be provided.

e Parents will be involved in developing health care plans for students with long-term medical conditions

and will be informed of any incidents regarding their child’s medication while at school.

This policy will be reviewed annually or in response to any changes in legal requirements, to ensure it remains

fit for purpose and up to date.


http://www.baylearning.academy/

Bay Learning Academy CIC ‘

This medications policy is designed to promote a safe and supportive environment for all students, ensuring

that their medical needs are properly managed while at school.
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