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PART 1:  MANAGING MEDICINES POLICY 

 
The purpose of this policy is to ensure that any medications administered within school are done so in a 
safe and monitored environment. It has been written using guidance from the Department for Education 
“Supporting pupils at schools with medical conditions” issued December 2015 and the Department of 
Health “Guidance on the use of emergency salbutamol inhalers in schools” March 2015. 
 
Children with medical needs have the same rights of admission to a school or setting as other children. 
Most children will at some time have short-term medical needs, perhaps entailing finishing a course of 
medication such as antibiotics. Some children, however, have longer term medical needs and may require 
medicines on a long-term basis to keep them well. In line with government guidelines we would ask that 
children are not sent to school when they are clearly unwell or infectious. 
 
This policy will enable us to put into place effective management systems to help support individual 
children with medical needs, ensure that medicines are handled responsibly and ensure that all school 
staff are clear what to do in an emergency. 
 
It should be noted that The Albany, as with any other school, is not legally required to administer 
medication to children in their care and do so as a matter of courtesy to the families concerned.  
 

Parental Responsibility 
 

 Parents/ Carers have the prime responsibility for their child’s health and should provide The Albany 
with information about their child’s medical needs. This information is usually collected during the 
initial home visit, prior to the child’s actual placement at The Albany. However, any changes to 
medication/dosage etc. must be reported immediately. 

 Parents/carers will receive a letter (Appendix 1) detailing the procedure for providing The Albany 
with any necessary medication that needs to be administered while their child is in school. 

 Parents/carers will be asked to complete a Parent/Carer Agreement for Medication Form 
(Appendix 2), which gives background information about the medication to be administered. 

 Parents/carers will also be asked to complete a Record of Prescribed Medication Administered 
Form (Appendix 3), which provides more precise details about the medicine sent into the school. 
This exercise should be done every time more of the same medicine is sent in. Significant changes 
to medication (dosages, timings etc.) will be recorded on this form initially, whereupon the office 
staff will issue a new Parental/Carer Agreement for Medication Form for parents/carers to fill in 
and return to The Albany as soon as possible. 

 

Prescribed Drugs 
 

 Medicines should only be taken into school where it would be detrimental to a child’s health if the 
medicine were not administered during the school day. 

 The Albany can only accept medicines that have been prescribed by a doctor, dentist, or nurse 
practitioner. 

 Medicines should always be provided in the original container as dispensed by a pharmacist and 
include the prescriber’s instruction for administration. 

 Medicines are stored in a secure medicine cupboard. No other items are to be stored in this 
cupboard, so as to prevent losses or switching of medications.  

 All signed forms are to be filed in the Medication Log which is housed in the main office. Each 
child is to have a separate tab to reduce the possibility of any error occurring. Expired forms will be 
filed in the pupil’s files in the Head Teachers office. 

 Prior to administering medication to a child, at the appropriate time, office staff will check the 
maximum dosage and when it was last administered to ensure duplication does not occur. 
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 Office staff will complete the appropriate section on the Record of Prescribed Medication 
Administered Form which will be initialled by both the child and the member of staff administering 
the medicine. 

 Any medications left over at the end of a term should be returned to the child’s parent/carer, with a 
request to check and replace them as necessary. Any supplies still required should be returned to 
the school at the start of the new term. 

 

Non-prescribed Drugs 
 

 If a child is feeling unwell because of a headache for instance, a paracetamol tablet can be 
administered only after permission is checked on induction consent paperwork or given verbally on 
the telephone by the parent/carer.  

 Prior to administering paracetamol to a child, the staff member will check the maximum dosage 
and when it was last administered to ensure duplication does not occur. 

 This information is onto the “Record of Non-Prescribed Medication Administered to Students” 
(Appendix 11) which is housed in the first aid drawer, located within the main office. 

 The school is unable to administer any medicines that contain Ibuprofen or Aspirin, unless 
prescribed by a Doctor. 

 In order to avoid the risk of improper use, pupils should not bring any un-prescribed analgesics into 
school, and parents should be advised of this fact. 

 

Refusal of Medicine 
 

 If a child refuses to take medication, The Albany staff will not force them to do so, but will note this 
in the records and contact the parent/carer annotated on the record form to advise of the situation 
on the same day. 
 

Complex Conditions 
 
In certain circumstances where pupils have complex and/or long-term medical conditions, it may be 
helpful to draw up an Individual Healthcare Plan (IHP). The purpose of the plan would be two-fold: 
 

 To support the pupil’s regular attendance and optimum participation in normal school activities. 

 To help staff to ensure the pupil’s safety and that of other pupils. 
 

 

Individual Healthcare Plans (IHP) 
 
These can be drawn up in consultation with the parents, the child if appropriate and the child’s medical 
carers. Plans may include: 
 

 Details of the child’s condition, including symptoms of any condition which requires prompt action. 

 Special requirements such as dietary needs or pre-activity precautions. 

 Medication and any possible side-effects. 

 If consent has been given for use of the emergency salbutamol inhaler. 

 What to do, and who to contact in an emergency. 

 The role the school can play. 
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PART 2: ASTHMA – EMERGENCY SALBUTAMOL INHALER 
 

From 1st October 2014 the Human Medicines (Amendment) (No. 2) Regulations 2014 allowed schools to 
buy salbutamol inhalers, without a prescription, for use in emergencies.  
 
The emergency salbutamol inhaler should only be used by children who have either been diagnosed with 
asthma and prescribed an inhaler, or who have been prescribed an inhaler as reliever medication, and for 
whom written parental consent for use of the emergency inhaler has been given. The inhaler can be used 
if the pupil’s prescribed inhaler is not available (for example, because it is broken, or empty).  
 
A child may be prescribed an inhaler for their asthma which contains an alternative reliever 
medication to salbutamol (such as terbutaline). The salbutamol inhaler should still be used by 
these children if their own inhaler is not accessible – it will still help to relieve their asthma and 
could save their life. 
 

The Albany: 
 

 Recognises that asthma is a widespread, serious but controllable condition and the school 
welcomes all students with asthma.  

 Ensures that students with asthma can and do participate fully in all aspects of school life, 
including sport, science, challenge learning and off site vocational activities. 

 Recognises that students with a diagnosis of asthma need immediate access to their reliever 
inhaler at all times. Students who are diagnosed with asthma should have their own inhaler at 
school to treat symptoms and for use in the event of an asthma attack.  These students should 
have a current Individual Healthcare Plan (IHP).  When taking students to off-site activities will 
ensure that students diagnosed with asthma have their own inhaler with them. 

 Keeps a register of all students who have been diagnosed with asthma or prescribed an inhaler 
(Appendix 4). 

 Has a supply of emergency salbutamol inhalers and spacers available for emergency use; these 
are stored in the school office.  

 Ensures that the emergency inhalers are only used by students with an asthma diagnosis and are 
prescribed a reliever inhaler OR who have been prescribed a reliever inhaler AND for whom a 
written Consent for use of the emergency salbutamol inhaler form has been completed 
(Appendix 5) 

 Will ensure that there are two members of staff who will act as Designated Staff, they will have 
responsibility for the emergency inhaler, its authorised use and care. Designated staff will have 
volunteered to take on these responsibilities, they cannot be required to do  
 

Staff will be: 
 

 Trained to recognise the symptoms of and how to respond to an asthma attack, and ideally, how to 
distinguish them from other conditions with similar symptoms (Appendix 6 and 7). 

 Aware if a student is on the school asthma register and how to check it if unsure. 

 Know how to access the emergency inhaler. 

 Aware of the designated members of staff and summon their assistance 

 Designated staff will respond appropriately to a request for help from another member of staff and 
ensure the student’s parents are informed in writing about an attack so that this information can be 
also passed to the family GP (Appendix 8). 

 Designated staff members are Nicki Hayward and Sharon Ungless, both located in the school 
office. 
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Supply and disposal of inhalers: 
 

 Inhalers and spacers can be obtained without a prescription from a local pharmacy, in small 
quantities, provided it is done on an occasional basis and is not for profit.   

 The request should be submitted on headed paper, signed by the Head Teacher stating: 
o the name of the school for which the product is required 
o the purpose for which it is required 
o the total quantity required 

 Spacers should be most appropriate for the age-group in the school 

 Spacers should not be reused, to avoid the risk of cross-infection, they should be given to the 
student to take home for future personal use.  

 Spent inhalers must be returned to a pharmacy to be recycled and not put into normal waste. The 
Albany is registered as a lower tier waste carrier, spent inhalers count as waste for disposal, even 
when returned to a pharmacy. 
 

The emergency kit contains:   
 

 Two plastic spacers compatible with the inhaler. 

 Instructions on using the inhaler and spacer. 

 Instructions on cleaning and storing the inhaler. 

 Manufacturer’s information; - a checklist of inhalers, identified by their batch number and expiry 
date, with monthly checks recorded by the designated staff (Appendix 9). 

 A note of the arrangements for replacing the inhaler and spacers. 

 Guidance on the use of emergency salbutamol inhalers in schools. 

 A list of children permitted to use the emergency inhaler as detailed in their individual IHP.  

 A record of administration (i.e. when the inhaler has been used).  
 

Instructions on how to use the emergency inhaler and spacer: 
 

 Asthma UK has produced demonstration videos on using metered-dose inhaler and spacers 
suitable for staff and children.  Designated staff should familiarise themselves with these videos.  

 
https://www.asthma.org.uk/advice/inhalers-medicines-treatments/using-inhalers/ 
 

 Spacers should not be reused, to avoid the risk of cross-infection, they should be given to the 
student to take home for future personal use.  

 Inhalers can be reused provided the plastic housing and cap are washed in warm running water 
and left to air dry in a clean, safe place.  The inhaler canister should be removed before washing 
the housing and replaced once it is dry. 

 The inhaler should not be reused if there is any risk of contamination with blood (for example 
if it has been used without a spacer) in which case it should be disposed. 

 Inhalers should be stored at the appropriate temperature (in line with manufacturers guidelines), 
usually below 30C, protected from direct sunlight and extremes of temperature. 

 Use of the emergency inhaler should be recorded (Appendix 10) and parents initially informed by 
telephone and followed up in writing (Appendix 8). 

  

mailto:office@albanypru.co.uk
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PART 3:  APPENDICIES 
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Appendix 1 Letter to Parents/Carers Explaining our Procedures Regarding Administration of Medicines 

 
Beard Road   
Bury St Edmunds  Telephone: 01284 754065 
IP32 6SA    
 
E-mail: office@albanypru.co.uk   Website: www.albanypru.co.uk  

 The Albany PRU 

Head Teacher:  Jane Reason Believe, Engage, Achieve 
 Thumbs up to a new beginning! 
 
Name: 
 
Address: 
 
 
Date: 
 
 
Dear ……………………., 
 
I am writing to explain our procedure regarding the administration of medicines to your child whilst he/she 
is at The Albany. 
 
Legally, we are not required to administer medicines to any of the children. However, when we choose to 
do so, we are required to observe certain guidelines and maintain records accordingly. 
 
We have thought long and hard on the best way to do so, looking for a way to meet our legal obligations 
and take into account the somewhat unique position of our pupils, many of whom do not exactly live ‘on 
our doorstep’ . 
 
Therefore, we ask that you fill in a ‘Parent/Carer Agreement for Medication Form’ which should supply us 
with all the necessary information regarding your child’s medication and dosage and any other 
background information that we might need. 
 
Every time that you provide us with medication to administer, we will ask you to send with it, one of our 
Record Of Prescribed Medication Administered forms which will provide detailed information concerning 
any medicine actually on site, along with expiry dates and dosages to be given. The staff at The Albany 
will then log each tablet as it is actually administered. 
 
It would help us to receive several weeks supply at any one time, but we fully realise that this might not 
always be possible. 
 
Any changes in types of medication, dosages and timings etc. would have to be recorded on a new 
Parent/Carer Agreement for Medication Form. 
 
Kind regards 
 
 
 
Jane Reason  
Headteacher 
 
 
 
 
 

http://www.albanypru.co.uk/
http://www.albanypru.co.uk/


  Page 9 of 19 

Appendix 2 Parental/Carer Agreement for Medication Form 

 
Beard Road   
Bury St Edmunds  Telephone: 01284 754065 
IP32 6SA    
 
E-mail: office@albanypru.co.uk   Website: www.albanypru.co.uk  

 The Albany PRU 

Head Teacher:  Jane Reason Believe, Engage, Achieve 
 Thumbs up to a new beginning! 

Parental/Carer Agreement For Medication Form 

 
Staff at The Albany will not give your child medicine unless you complete and sign this form. The Albany 
has a policy that certain staff can administer certain medicines. 
 

Name of child:  

Date of birth:  

School year:  

Medical condition or 
illness: 

 

Medicine 

Name/type of medicine (as 
described on the container): 

 

Dosage and method:  

Timing:  

Special precautions:  

Any side effects that the school 
needs to know about: 

 

Self-administration: Yes/No ? 

Procedures to take in an 
emergency: 

 

Contact details 

Name:  

Daytime telephone number:  

Relationship to child:  

Address: 
 

 
 
 

I understand that I must deliver the medicine personally to a member of staff at The Albany and that 
the medicine should be in a container clearly labelled with child’s name, medicine name, dosage and 
method/timing of medication. 
 
I accept that this is a service that The Albany is not obliged to undertake. I understand that I must notify 
The Albany of any changes in writing. 
 
LEGAL DISCLAIMER 
I understand that neither the Headteacher, nor anyone acting on her authority, nor the SEMH Local 
Governing Body (SEMH LGB), will be liable for any illness or injury to the child arising from the 
administering of the medication or drug unless caused by the negligence of the Headteacher, the 
person acting on her authority, or the SEMH LGB as the case may be. 
 
Signature: 

 
Date: 

mailto:office@albanypru.co.uk
http://www.albanypru.co.uk/
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Appendix 3 Record of Prescribed Medication Administered to an Individual Child 
 

The Albany 
 

Record of Prescribed Medication Administered to an Individual Child 
 
 

Name of child:  

Date of birth:  

School year:  

  

Medicine  

Name and strength of 
medicine: 

 

 
Date medicine received: 

 

 
Quantity medicine 
received: 

 

 
Expiry date medicine 
received: 

 

 
Dosage and method: 

 

 
Timing: 

 

 
 
 
Staff signature:  

 
 
 
Signature:   
                                                 

 

   

Medicine administered:  

Date: Time given: Dose given: Staff initials: Child initials: Balance 
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Medicine administered:  

Date: Time given: Dose given: Staff initials: Child initials: Balance 

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
  



 

  Page 12 of 19 

Appendix 4 Asthma Register – Academic Year 19/20 
  
Beard Road   
Bury St Edmunds  Telephone: 01284 754065 
IP32 6SA    
 
E-mail: office@albanypru.co.uk   Website: www.albanypru.co.uk  

 The Albany PRU 

Head Teacher:  Jane Reason Believe, Engage, Achieve 
 Thumbs up to a new beginning! 
 

Asthma Register – Academic Year 19/20  

Student Prescribed inhaler 
in school 
Yes or No 

Emergency 
Inhaler Consent 

Yes or No 

   

   

   

   

   

   

   

   

   

   

   

   

 
  

mailto:office@albanypru.co.uk
mailto:office@albanypru.co.uk
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Appendix 5 Consent Form – Use of Emergency Salbutamol Inhaler 
 
Beard Road   
Bury St Edmunds  Telephone: 01284 754065 
IP32 6SA    
 
E-mail: office@albanypru.co.uk   Website: www.albanypru.co.uk  

 The Albany PRU 

Head Teacher:  Jane Reason Believe, Engage, Achieve 
 Thumbs up to a new beginning! 
 

CONSENT FORM: USE OF EMERGENCY SALBUTAMOL INHALER  
 
Child showing symptoms of asthma / having asthma attack  
 
1.  I can confirm that my child has been diagnosed with asthma / has been prescribed an inhaler [delete 
as appropriate].  
 
2.  My child has a working, in-date inhaler, clearly labelled with their name, which they will bring with them 
to school every day.  
 
3.  In the event of my child displaying symptoms of asthma, and if their inhaler is not available or is 
unusable, I consent for my child to receive salbutamol from an emergency inhaler held by the school for 
such emergencies.  
 
 
 
Signed:        Date: ……………………………………  
 
Name 
(print)……………………………………………………………………………………………………………………  
 
 
Relationship to child: 
…..………………………………………………………………………………………………. 
 
Child’s name: 
………………………………………………………………………………………………………………………….  
 
Year: 
………………………………………………………………………………………………………………………… 
 
Parent/Carer’s address and contact details:  
 
…………………………………………………………………………………………………………………………..  
 
…………………………………………………………………………………………………………………………..  
 
………………………………………………………………………………………………………………………….. 
 
Telephone: …………………………… 
 
 
E-mail: …………………………………  
  

http://www.albanypru.co.uk/
http://www.albanypru.co.uk/
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Appendix 6 How To Recognise and Asthma Attack 

 

HOW TO RECOGNISE AN ASTHMA ATTACK 
 

The signs of an asthma attack are  
 

 Persistent cough (when at rest) 
 

 A wheezing sound coming from the chest (when at rest)  
 

 Difficulty breathing (the child could be breathing fast and with 
effort, using all accessory muscles in the upper body)  

 

 Nasal flaring  
 

 Unable to talk or complete sentences. Some children will go very 
quiet. 

 

 May try to tell you that their chest ‘feels tight’ (younger children 
may express this as tummy ache)  

 

CALL AN AMBULANCE IMMEDIATELY AND 
COMMENCE THE ASTHMA ATTACK PROCEDURE 
WITHOUT DELAY IF THE CHILD  
 

 Appears exhausted  
 

 Has a blue/white tinge around lips 
 

 Is going blue  
 

 Has collapsed 
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Appendix 7 What To Do In the Event of Asthma Attack 

 

WHAT TO DO IN THE EVENT OF AN ASTHMA 
ATTACK 

 

 Keep calm and reassure the child  
 

 Encourage the child to sit up and slightly forward 
 

 Use the child’s own inhaler – if not available, use the emergency 
inhaler  
 

 Remain with the child while the inhaler and spacer are brought to 
them  
 

 Immediately help the child to take two separate puffs of salbutamol 
via the spacer  
 

 If there is no immediate improvement, continue to give two puffs at 
a time every two minutes, up to a maximum of 10 puffs 

 

 Stay calm and reassure the child. Stay with the child until they feel 
better. The child can return to school activities when they feel better  
 

 If the child does not feel better or you are worried at ANYTIME 
before you have reached 10 puffs, CALL 999 FOR AN 
AMBULANCE  
 

 If an ambulance does not arrive in 10 minutes give another 10 puffs 
in the same way 
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Appendix 8 Letter to Inform Parents of Emergency Salbutamol Inhaler Use 
 
Beard Road   
Bury St Edmunds  Telephone: 01284 754065 
IP32 6SA    
 
E-mail: office@albanypru.co.uk   Website: www.albanypru.co.uk  

 The Albany PRU 

Head Teacher:  Jane Reason Believe, Engage, Achieve 
 Thumbs up to a new beginning! 
 

LETTER TO INFORM PARENTS OF EMERGENCY SALBUTAMOL INHALER 
USE  
 
Child’s name: 
…………………………………………………………………………………………………………….…………….  
 
 
Class: 
……………………………………………………………………………………………………………………….… 
 
 
Date: ……………………………………………  
 
 
Dear…………………………………………….,  
 
[Delete as appropriate]  
 
This letter is to formally notify you that…………………………………. has had problems with his / her 
breathing today. This happened when…………………………………………………………………………….  
 
A member of staff helped them to use their asthma inhaler. 
 
They did not have their own asthma inhaler with them, so a member of staff helped them to use the 
emergency asthma inhaler containing salbutamol. They were given ……… puffs.  
 
Their own asthma inhaler was not working, so a member of staff helped them to use the emergency 
asthma inhaler containing salbutamol. They were given ……… puffs.  
 
[Delete as appropriate] 
 
Although they soon felt better, we would strongly advise that you have your child seen by your own doctor 
as soon as possible. 
 
Yours sincerely, 
 
 
 
 
Staff Name: …………………………………. 
  

mailto:office@albanypru.co.uk
https://www.asthma.org.uk/advice/inhalers-medicines-treatments/using-inhalers/
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Appendix 9 Record of Checks of Emergency Salbutamol Inhaler Kit 
 
  
Beard Road   
Bury St Edmunds  Telephone: 01284 754065 
IP32 6SA    
 
E-mail: office@albanypru.co.uk   Website: www.albanypru.co.uk  

 The Albany PRU 

Head Teacher:  Jane Reason Believe, Engage, Achieve 
 Thumbs up to a new beginning! 

 

Record of checks of  
Emergency Salbutamol Inhaler Kit 

 
Designated staff should carry out monthly checks, the school calendar should include reminders of when 
checks are due: 
 

 Enter details or tick as applicable 

Emergency inhaler number: 
 

      

Batch No:  
 

     

Expiry Date:  
 

     

General check performed: 
Has sufficient doses 
Primed to ensure not blocked 
 

 
 

     

New inhaler required Y/N? 
 

      

Plastic housing cleaned/dried 
and returned to housing? 
 

      

Designated staff initials/date: 
 

      

 

Emergency inhaler number: 
 

      

Batch No: 
 

      

Expiry Date: 
 

      

General check performed: 
Has sufficient doses 
Primed to ensure not blocked 
 

      

New inhaler required Y/N? 
 

      

Plastic housing cleaned/dried 
and returned to housing? 
 

      

Designated staff initials/date: 
 

      

mailto:office@albanypru.co.uk
http://www.albanypru.co.uk/
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Appendix 10 The Albany – Record of Emergency Salbutimol Inhaler Administered to Students 

You must check the Asthma register to ensure that consent for use of the inhaler has been given 
 

Date Student name Time Where did attack occur Puffs administered Designated staff signature Print Name 
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Appendix 11 The Albany – Record of Non-Prescribed Medicines Administered to Students 

You must check the maximum dosage and when it was last administered to ensure no duplication 
Paracetamol dosage – 500mg tablets - Children 10-15 years one tablet every 4-6 hours where necessary – max 4 doses in 24 hours 
Adults and children over 16 – one or two tablets every 4-6 hours when necessary – max 4 doses in 24 hours  
 

Date Student name Time Name of medicine Dose given Any reactions Staff signature Print name 

    See above    

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

 
 


