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This policy has been developed to assist Headteachers, School Leaders, School 

Governors, School Staff and Healthcare professionals on safely managing medicines 

within Special Schools. 

'Schools' and 'appropriate authorities' (governing bodies of maintained schools, proprietors 

of academies and management committees in Pupil Referral Units) have a duty under part 

5 section 100 of the Children and Families Act 2014 to support pupils at school who have 

medical conditions. 

Children and young people with medical conditions are entitled to a full education and 

have the same rights of admission to school as other children. The aim is to keep children 

in school rather than restrict their education through exclusion on medical grounds. 

 
Medicines should only be administered at school when it would be detrimental to a child's 

health or school attendance not to do so. In the first instance the individual with parental 

responsibility or nurse should liaise with the prescriber to explore options to prevent 

medication from being brought into school. 

When it is necessary for children to take their medication during school hours, teachers or 

school staff may be asked to support a student with medical needs by administering 

medication or a medical device after receiving appropriate training. 

 
Medicines administered at school should be done so safely and effectively. This should be 

done by trained competent staff with appropriate documentation for each pupil. All 

medicine should be stored & handled in a safe, secure manner, away from sight and reach 

of children. All medicine administration and storage documentation, including scheduled 

controlled drugs, should meet the minimum requirement in UK Law. 

 

 

2.0 LEGISLATION  

 
This policy relates to: 

 
Children and Families Act 2014 

Equality Act 2010 

Misuse of Drugs Act 1971 

The Medicines Act 1968 

Mental Capacity Act 2005 

The Children's Act 1989 

The Education Act 2002 

The Human Medicines Regulations 2012 

GDPR 2018 

 

 

3.0 RESPONSIBILITIES  

 
The governing body for each school should ensure that the school's policy clearly 

identifies the roles and responsibilities of those involved in the arrangements they make to 

support pupils in school with medical conditions. 

 

3.1 Governing  Bodies  

 
Governing bodies must plan to support pupils with medical conditions in school that will 

include making sure that a policy for supporting pupils with medical conditions in school is 

developed and implemented. The policy should be reviewed regularly and be accessible 

to parents/guardians and school staff. The Governing bodies should ensure that sufficient 
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staff have received suitable training and are assessed in their competency before they 

take on responsibility to support children with medical conditions. 

 
3.2 Parental  Responsibility  

 
The individual with parental responsibility should provide the school with sufficient and up to 

date information about their child's medical needs and should be involved where possible 

in the development of the child's individual care plan. At Five Acre Wood School, any 

current care plans will be referenced and attached to the child's healthcare plan, the 

overarching document. 

Parents/guardians must also complete a consent form, giving permission for school staff to 

administer each medication to the child. At Five Acre Wood School a signed and dated 

Healthcare plan is accepted as parental consent. Email communication and written 

consent will also be accepted if required in an emergency and/or in the interim period 

whilst the healthcare plan is being updated. 

 
It is the individual with parental responsibilities duty to provide the school with the correct 

medication and any required equipment. 

 
The school and Kent Community Health Foundation Trust have a shared care agreement 

so information can be shared about the child or young person's needs. If the parent 

chooses to opt out then information sharing would occur on an individual basis. 

Sharing of information will always be in the best interest of the pupil, following GDPR and 

professional judgement. However, in cases of confidentiality the safeguarding of the pupil 

must take precedence. 

 
Prescribed medicines should only be taken during school hours after it has been deemed 

essential by the prescriber. The medication should be in the original container with 

pharmacy dispensing label which includes the full dosage instructions. 

Parents/guardians should be encouraged to review dose frequencies, formulation, and 

timing of medication so that where possible, medicines can be taken outside of school 

hours. Changes of dosage timings for medications should be discussed firstly with a 

Pharmacist or GP for clinical appropriateness. 

 
3.3 Senior  Leadership  Team 

 
Senior leadership team should ensure that their school's policy is developed and 

effectively implemented. This includes ensuring that all staff are aware of the policy for 

supporting medicines management for those with medical conditions and understand their 

role in complying with the policy. Senior leadership team should ensure that staff have 

received appropriate training to support children and young people with medication. The 

school leadership team should also ensure that sufficient numbers of staff are trained to 

cover for emergency situations and deliver against the child's plans. 

 
To ensure staff are aware of this policy it will be shared at the point of induction and at 

least on an annual basis, with staff required to confirm they have read the policy. 

 
3.4 School  Staff  

 
School staff need to receive medicines theory training and complete the level of 

competency required before they take on the responsibility of medication management. All 

competencies should be reviewed yearly as a minimum. The training staff receive is 

developed, delivered and logged by the onsite KCHFT nursing team. Competency checks 
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and sign-offs are also completed by the onsite KCHFT nursing team. Training records are 

shared regularly by KCHFT with the School Training and Development Officer. 

 

3.5 Pupils . 
 

Pupils with medical conditions may be able to provide information about how their 

condition affects them where possible. If a child is able to manage their medication, they 

should be involved in discussions about their medical support needs. 

 

3.6 Ofsted  

 
Ofsted Inspectors will consider the needs of pupils with chronic or long-term medical 

conditions so that they can report on how well the needs of these pupils are met. Schools 

will normally need to produce a copy of their medicines management policy and 

demonstrate that it is being followed. 

 

3.7 Liability  and Indemnity  

 
Governing bodies should ensure that the appropriate level of insurance is in place and 

appropriately reflects the level of risk. It is important that the school policy sets out the 

details of the school's insurance arrangements which cover staff providing support to 

pupils with medical conditions. Insurance policies should be accessible to staff providing 

such support. 

Insurance policies should provide liability cover relating to the administration of medication. 

 
At Five Acre School the insurer for the relevant insurance policy is QBE UK Limited via 

Risk Management Partners Limited. 

4.0 TRANSPORTATION OF MEDICATION TO AND FROM SCHOOL 

 
Medication coming in from home to school or being returned from school to home should 

be put in either a sealed envelope/wallet with the child's name on it or stored as per local 

school procedure. 

 
At Five Acre Wood School, medication should not be stored in the school during any 

school holidays and therefore should be sent home at the end of every term. 

 

 

5.0 RECIEPT OF MEDICATION 

 
Upon receipt of medication into school from home, medication should be checked for 

accuracy by ideally two members of appropriately trained staff. The medication should 

ideally be in the original unopened container with a dispensing label from the pharmacy 

which includes the pupil's name, the medication, strength, dose and frequency of 

administration. The expiry date of the medication should also be checked. Ideally 

medicines should not be labelled 'as directed'. Medication that is labelled 'as directed' 

must have supporting documents from the prescriber with the most current dose. 

Individuals with parental responsibility should be made aware of the minimum 
requirements needed for medication brought in to school. 
 
 

·i 
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6.0 STORAGE OF MEDICATION 

Medication when not in use should be stored in a locked cupboard in a cool dry area that 

is not accessible to the pupils in the class. 

 
Any medicines cupboard that contains schedule 2 controlled drugs (CD's) must be wall or 

floor mounted and lockable. It is highly advisable that schedule 3 CD's are stored in the 

same way, although this is not a legal requirement. Classrooms at Five Acre Wood School 

are equipped with medicines cupboards that meet the requirements for storage of CD's 

(wall mounted and lockable). 

 
Emergency medicines, including CD's must not be locked away, as in event of an 

emergency the medication needs to be as accessible as possible. The exception to this 

would be when the pupil requiring the medication is within a classroom and storing the 

medication within the medicine cabinet reduces the risk of inappropriate use by other 

pupils. However, they should not visually be on display and not obtainable by pupils. 

Emergency medications requiring storage on school premises when the school is closed 

must always be locked away. 

 
Any medication that requires refrigeration must be kept in a fridge. Ideally this should be a 

medical grade fridge that stores medication only. 

 

6.1 Temperature  Monitoring  

 
Both ambient and refrigerator temperatures where medication is held should be monitored 

and recorded every day the service operates. 

The ambient temperature should be 25°C or less, and the refrigerator temperature should 

be between 2°C and 8°C. Fridge temperatures should be read and recorded and then 

reset daily. In instances where there are any deviations from the above range, advice 

should be sought from the staff member responsible for health. All temperature 

recordings must be kept for a minimum of a year. 

 
At Five Acre Wood School the onsite KCHFT nursing team monitor the daily ambient 

temperatures. Refrigerator temperatures should only be monitored for the length of time 

medication is stored within them. A FAW Fridge Monitoring Sheet is shown as appendix 1. 

 

7.0 ADMINISTRATION OF MEDICINE 

 
The administration and witnessing of medication must only be carried out by a trained 

competent member of school staff, following the 5 R's+ 1 (Right child, Right medication, 

Right dose, Right route, Right strength and Right document). The expiry date should also 

be checked at each administration. 

 
A child or young person should be encouraged to take prescribed medication. If a dose is 

missed, refused or omitted it should be added into the MAR chart (Medication 

Administration Record) and the individual with parental responsibility and the school staff 

responsible for health should be informed immediately. At Five Acre Wood School this 

would be recorded via Medical Tracker (electronic MAR chart), within the notes section 

when recording 'Medication Use'. 

 
Only one child should be administered medication at one time. Medication being 

administered must be checked by two members of trained school staff, and both should 

record this via Medical Tracker immediately when the medication has been given. In the 
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event that Medical Tracker was not accessible, a paper-based MAR chart must be used 

and uploaded it to Medical Tracker as soon as possible. Paper-based MAR charts for 

PRN and routine medications are included as appendices 4 and 5. 

 
At Five Acre Wood school any medication will be signed in and out of school using the 

Medicines brought into school form, appendix 6. Medicines will also need to be recorded on 

Medical Tracker, under Medication Stock/Enquiry using the 'Track quantity of medication 

remaining' button, so that the amounts can be tracked. 

 
An information poster to support class teams is attached as appendix 11. 

 

 
7.1 Controlled  Drugs  (CD's) 

 
On receipt of a controlled drug, the medication must be checked by two members of 

appropriately trained school staff. The medication should ideally be in the original 

unopened packaging with the pharmacy dispensing label displayed. 

 
When any new medication enters the school site, staff must inform the on-site KCHFT 

nursing team. This will usually be by the class teacher. 

 
The quantity must be checked and entered into the controlled drug register or the schoolôs 

equivalent and then signed by both members of school staff. At Five Acre Wood School 

CD's are recorded on Medical Tracker with (CD) immediately after the medication name, 

this is inputted by the KCHFT Pharmacy Lead. 

 
The balance should be checked by two members of school staff at each administration and 

any discrepancies should be reported to the school's controlled drug accountable officer. At 

Five Acre Wood School this person is the KCHFT Pharmacy Lead, Sue Goss. 

 
Two members of staff should document the administration and time on Medical Tracker 

once the medication has been administered. 

 
Controlled drug registers, or the schoolsô equivalent, need to be kept for two years from the 

last date of entry. At Five Acre Wood School, the controlled drug register is Medical Tracker. 

 
When controlled medication is sent home at the agreed time as per local school procedure 

it should be signed out of the CD register or equivalent accordingly. 

 
At Five Acre Wood School any medication will be signed in and out of school using the 

Medicines brought into school form, appendix 6. Medicines will also need to be recorded 

on Medical Tracker, under Medication Stock/Enquiry using the 'Track quantity of medication 

remaining' button, so that the amounts can be tracked. 

 
7.2 Emergency  Medication  

 
Emergency medication such as buccal Midazolam must only be administered by a 

member of school staff that has been trained and had their practical theory simulation. The 

medication must be given as and when stated in the child's emergency plan. 

 
Emergency medication must always be readily accessible. A copy of the child's individual 

management plan/authorisation form should be kept with the medication and should 

include clear precise details of the action to be taken in an emergency. At Five Acre Wood 
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School these medications and their accompanying plans are kept in a red waist bag / 

rucksack. The bag should be labelled with the child's name and class. 

 
Pupils prescribed emergency medication must have it in school. However, there is general 

advice that the school keeps an emergency supply of a salbutamol inhaler and adrenaline 

(EpiPen®) which can be obtained from community pharmacy. Schools that choose to keep 

a supply must only give them to children for whom it is already prescribed. Due to the 

complex needs of pupils at Five Acre Wood school, medication being pupil-specific and 

checked in and out by school staff, this has been deemed not necessary to reduce the risk 

of administration to a pupil who does not require the medication and could have an 

adverse reaction. 

For any pupil on site without their medication required for the day, their parent/carer will be 

contacted immediately at the start of the day and asked to bring their child's medication 

into school or to collect their child until they can return to school with their medication. This 

would usually be carried out by the class teacher and is in the best interests of the child. 

7.3 Over  the Counter  Medication  (OTC) 

 
Over the counter medications such as Paracetamol and antihistamines should only be 

given if the consent form has been signed by the individual with parental responsibility, 

and there is a legitimate reason for the medication to be given. At Five Acre Wood School 

a signed and dated Healthcare plan is accepted as parental consent. Email 

communication and written consent will also be accepted if required in an emergency 

and/or in the interim period whilst the healthcare plan is being updated. The reason for 

administering the óover the counterô medication should be documented on Medical 

Tracker. Signed consent from the individual with parental responsibility must be obtained 

prior to medication being given and there must be a legitimate reason. If medication is 

being given routinely, then the parent should supply their own bottle. Once opened, a 

stock bottle of paracetamol must be kept for no longer than 6 months. The expiry date if 

liquid medication will be determined on an individualised basis. 

 
No over the counter medication should be given on a regular basis such as three 

consecutive days or more than once per month, and if this is occurring, the school lead 

responsible for health/ a DSL should be alerted, so this can be followed up with the 

individual with parental responsibility and possibly the GP. 

 
The individual with parental responsibility should be contacted prior to any doses being 

administered in school to ensure that a dose has not been previously given at home, and 

to inform the person/s with parental responsibility what time the dose was given in school, so 

not to be duplicated at home. 

 
7.4 Medication  via  Enteral  Routes  

 
Only trained school staff that have completed their enteral feeding competency should 

administer enteral medication (gastrostomy training). Administration of medication 

enterally should follow the individualised specialist care plan. The prescribed medication 

should state via enteral route on the prescription label or at minimum there should be an 

email or letter from the child's GP/specialist detailing route of administration. All enteral 

medication that a child needs enterally should be checked for its safety and 

appropriateness. 
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7.5 Covert  Medication  

 
Covert medication involves the administration of a medicine disguised in food or drink to a 

child without their knowledge or consent. 

 
Administering medication covertly should only be given if it is in the best interest of the 

child following a meeting with the child's parent/guardian, healthcare professionals and the 

prescriber. There should be documented consent from the child's parent/guardian and 

updated healthcare plans which state how medication can be given covertly. If the 

situation is urgent (e.g. the child may not receive critical medicines in a timely manner) it is 

acceptable for a less formal discussion to occur between the staff, a doctor, and the 

individual/s with parental responsibility to make an urgent decision. However, a formal 

meeting or documentation to support the decision should be arranged as soon as possible. 

 
Consideration of the type of food or drink needed to administer medication should be taken 

on an individual basis. If necessary, the individual with parental responsibility should supply 

the food or drink needed to administer medication covertly. 

 
Where the medication is not fully administered, staff must alert the onsite KCHFT nursing 

team for safe disposal. 

 
7.6 Self -Administration  and custody  

 
A child or young person needs to be assessed by the person/s with parental responsibility, 

school staff, and healthcare professional to evaluate the possibility of self-administering 

their own medication. Competent children and young people should be encouraged to self­ 

administer their own medication where possible. If medication is self-administered, it must 

still be recorded on Medical Tracker by the school staff responsible for that child or young 

person at the time. 

 
Decisions about the level of supervision required and the custody of the medication should 

be documented, and the school should receive consent from the individual/s with parental 

responsibility. 

 
At Five Acre Wood School no child or young person should have custody of their own 

medication unless it is an emergency medication and a risk assessment by the class team 

and a member of SLT has determined they have the knowledge and understanding to 

carry their own medication safely. A risk assessment will take into account: 

- the pupil's ability to manage their own medication safely. 

- the ability of their peers and classmates to follow safety rules in relation to their 

peer's medication. 

- the ability of peers within shared and accessible areas across the site to follow 

safety rules in relation to their peer's medication. 

- the specific medication and side effects/ risk they may pose. 
 

 
7.7. Flammable  Medicines  in  Schools  

 
Children may be prescribed medications that contain flammable excipients such as 

Paraldehyde and paraffin-based creams. Medications that are a fire hazard should have a 

flammable symbol on it. 

All medications that are at risk of exacerbating a fire should be kept in a cool dry place, 

away from direct sunlight and heat sources. 



 

 

Paraffin based creams and substances containing alcohol that have been administered or 

have been in contact with furniture, clothing, towels, dressings etc are also a fire hazard. 

All prescription only medication creams should be recorded on Medical Tracker. 

 

 

8.0 RECORD KEEPING 

 
Documentation of medicine administration is compelled by Law to be current, accurate and 

completed fully. Documentation for children and young people could be required to support 

clinical investigations or court cases and must be kept up until their 25th birthday, or their 26th if 

the documentation was made when the child was 17 years of age, as a minimum. In the event of 

a child dying, records must be kept for at least 8 years from the date of death. 

At Five Acre Wood School any previous medical administration documentation will be added to 

the pupil's file. This includes but is not limited to any paper-based MAR charts, signing in and o 

sheets,  fridge  monitoring  sheets,  etc. It is the responsibility  of the class  teacher  to ensure  the 

documentation  is kept  safe and uploaded  to the file  in a timely  manner  by the class  team. Further 

SUQport can  be sought from  the Pupil  Admin  team and the  HCP administrator.  

 

8.1 Consent  Documentation  

 
Any child who is required to take medication in school must have signed consent documentation 

in indelible ink by the individual/s with parental responsibility. At Five Acre Wood School a 

signed and dated Healthcare plan is accepted as parental consent. Email communication 

and written consent will also be accepted if required in an emergency and/or in the interim 

period whilst the healthcare plan is being updated. 

 
Consent documentation should be completed for each child who will be receiving 

medication during school hours. This includes regular, short term or when required 

medication. 

 
The consent documentation must state all medication they wish for the child to have, including 

dose and directions, and any additional instructions regarding the administration of the 

medication, as per the dispensing label or the prescription from the GP. An up to date GP 

prescription, repeat prescription and/or letter from consultant must be provided. 

 
If there is a change to the medication or GP/consultant has omitted it, it is the responsibility of the 

individual with parental responsibility to notify the school immediately. Medication can be 

altered/omitted as a verbal instruction ideally for no longer than 24 hours. During this time the 

person/s with parental responsibility must complete additional consent documentation with the 

updated information. 

Consent documentation must be completed at the start of each school year, as a minimum. 

However, if there is a change to the strength, dose, frequency or form of the medication this must 

be done immediately. 

 
Old consent documents must be marked that they are no longer in use and signed and dated. 

They must then be stored (either manually or electronically) so they are away from the current 

documents. At Five Acre Wood School any previous versions of Healthcare Plans are stored in 

the child's archived file to ensure separation from the current Healthcare Plan. 
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8.2 Healthcare  Plans  (HCP) 

 
The HCP must be completed by school staff and to the individual with parental 

responsibility. The HCP's should also include medication that is given at home, both 

prescribed or obtained over the counter. 

 
It is the individual with parental responsibility's duty to provide the school with the correct 

medication, any required equipment and to notify the school if there are any changes 

required to the Healthcare Plan. 

 
It is the school's responsibility to provide opportunity for individuals with parental 

responsibility to routinely check their child's Healthcare plan. 

 
HCP's should be updated on three occasions annually as a matter of routine, once at the 

beginning of the school year, once during the spring term at either the annual review/ 

parent consultation and during the summer term at either the annual review or parent 

consultation. This will be dependent on the individual child's EHCP cycle. 

 
Healthcare Plans must also be updated throughout the school year if there are any 

changes that may affect the care of the child. 

 
The class teacher will have responsibility for issuing the Healthcare Plan in September, the 

Pupil Administrative team will have responsibility for issuing the Healthcare Plan during 

annual reviews and the Class teacher will have responsibility for issuing Healthcare plans 

for parent consultations and any further updates required during the school year. 

 
Any member of staff can raise a concern that a child's healthcare plan is not up to date. In 

the first instance this concern should be raised with the class teacher and a copy of the 

Healthcare Plan should be sent home for amending by the class teacher. It may be 

necessary to discuss the reasons for this with the individuals with parental responsibilities, 

either by telephone or within a meeting. If the Healthcare Plan is not updated to provide 

the clarity required to support the child appropriately within school, the class teacher must 

raise this with the Learning Approach Lead or a member of SLT in a timely manner. 

 
HCP 'roles and responsibilities' training slides are attached as appendix 7. 

 

 
8.3 Emergency  Medication  Plans  

 
Emergency medication plans must be completed by appropriate healthcare professionals 

(e.g. specialist consultant, epilepsy nurses, asthma nurses) along with the individual with 

parental responsibility. 

Emergency plans should be updated ideally annually or at least when there are changes to 

the prescribed medication. 

The emergency plan should indicate at what point an ambulance should be called. 

However, if there is any doubt whatsoever it is best practice for an ambulance to be called. 

See section 10.0 for school trips and visits. 

 

 
8.4 MAR Charts  (Medication  Administration  Record)  

 
The MAR chart is the legal record of all medication and medical based interventions that 

are administered to the child during school hours. At Five Acre Wood Medical Tracker is 
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used to record medication administration. In the event that Medical Tracker was not 

accessible, a paper-based MAR chart will be used and saved in the pupil file. Medical 

Tracker will be updated as soon as possible. Paper-based MAR charts are shown in 

appendices 4 and 5. A 'how to guide' for medical Tracker is attached as appendix 8. 

 
A MAR chart must include: 

Å The child's name and date of birth 

Å Any allergies the child may have and the reaction or if they have no allergies, this 

too must be documented. 

Å The name and strength of the medication 

Å The dose and frequency 

Å The route 

Å The day and time given 

Å The start day and end day (If the medication is short term e.g. antibiotics) 

Å Whether the medication is regular, short term or as required 

Å Not Administered codes, and the reasons documented. 
 

 
Two members of staff must sign for the administration of medication, the person who 

administers and the person who witnesses. 

 
Both routine and PRN medication given to a child during school hours must be recorded on a 

student's MAR chart. 

 
8.5 Return  to  School  Meetings  

 

Where there has been changes to a pupil's health needs, absence from school from an 

illness or following surgery a meeting must be held to document these changes and 

amend the Healthcare plan accordingly. A Return to School Meeting will also need to be 

held when a pupil has sustained an injury that may lead to adjustments needing to be 

made and/ or a risk assessment to be put in place, either short-term or longer-term. 

 
In some cases, a member of the onsite KCHFT nursing team will need to be present and 

these meetings should be coordinated by the class teacher so that all parties are able to 

attend. In some circumstances it may be possible to complete a return to school during a 

detailed telephone conversation, with a second person present to witness the conversation 

and the parent must be made aware of this to give consent. 

Pupil's must have a return to school meeting prior to confirmation of their return. For 

example, training for staff, receipt of documentation from external professionals, i.e. 

Consultants, epilepsy nurse. 

Families should be made aware that a return to school meeting may take place before an 

actual return to school or a date is decided upon for this. This is so that consideration can 

be given to any actions that need to be completed beforehand. This is most likely the case 

for pupils with complex medical needs where additional training and/or documentation 

from medical professionals needs to be in place to facilitate the return. On some occasions 

it may be necessary for a follow-up return to school meeting, dependent on the advice 

received from external professionals and further discussion of the actions required. 

The Pupil Return to School Form is attached as appendix 10. 
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9.0 MEDICATION RECORDING 

 
The recording of medication onto a MAR chart in school must be completed by a trained 

school staff member. 

 
A minimum of two sources is recommended to confirm the validity of information about the 

medicine being recorded. 

Sources include: 

Å Pharmacy dispensing label. 

Å GP repeat prescription form 

Å Healthcare Plan 

Å Recent clinic/specialist letter (within one year) 

The date on the dispensing label should be checked to ensure that it is within the last 6 

months, with the exception of emergency medicines. If the date on the label is longer than 

6 months, ensure that the medication is still required and that the dose prescribed is valid. 

The school may need to ask the individual with parental responsibility to provide a repeat 

prescription or a copy/picture of the prescription from the medical prescriber. 

 

 

10.0 SCHOOL TRIPS AND VISITS 

 
Routine medication should be taken on school trips but may be decided locally based on 

duration of trip, location and proximity. Emergency medication must always be taken on school 

outings. 

Medication taken on trips should be held by the designated responsible person who is 

trained to administer medication. The medication should stay with that person ideally in a 

secure place along with the care plan, MAR chart and emergency plan. MAR charts should 

be annotated as usual if medication is administered. Where access to Medical Tracker is limited 

or not possible, the paper-based MAR charts will be used. Paper-based copies will need to be 

carried for any school trip and visit in the event that Medical Tracker may not be accessible. 

 
If controlled drug medication is taken on an outing, it needs to be signed out of the 

controlled drug register, or the schools equivalent, by two members of staff, who will then 

have responsibility, and signed back in with the balance adjusted accordingly. At Five Acre 

Wood School, staff should record this on Medical Tracker via the notes section under 

Medication Use. CD's must be closely monitored at all times to ensure they are secure and 

not accessible to pupils. See 6.0 Storage of Medication. Any discrepancies regarding the 

quantity of medication before and after a school trip must be raised with the KCHFT 

Pharmacy Lead immediately. 

 
The decision on whether PRN medication should be taken on short day trips should be risk 

assessed on an individual basis. PRN medication will need to be taken on both residential and 

full day trips. 

 
In the event of an emergency, the emergency plan should indicate when an ambulance should 

be called. Where there is doubt an ambulance should be promptly called. 
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11.0 RETURN/DISPOSAL OF MEDICATION 
 

It is the responsibility of parents/guardians to dispose of medication if it is no longer suitable. 

Medication must be returned home to the person/s with parental responsibility, as per local 

school procedure. 

For any dose of medication not fully administered, school staff must alert the on site KCHFT 

nursing team for safe disposal. 

 

 

12.0 OXYGEN IN SCHOOL 

 
Oxygen is a prescription only medication. Portable oxygen should only be transported to 

and from school if it has been reviewed by the prescriber and deemed necessary. An 

individual's need for oxygen should be reviewed regularly. A risk assessment for the use of 

oxygen must be completed and filed in the child's health care plan. 

Based on national guidance it is not recommended that large quantities of Oxygen are 

kept in school for health and safety reasons. However, in extenuating circumstances that 

Oxygen cylinders need to be kept in school, it must be stored in a secure place away from 

naked flames either in a designated storage box or secured upright in racking and 

preferably chained. A risk assessment for Oxygen storage in school must be undertaken 

by the school's health and safety officer or equivalent. There should be a sign on the door 

of the area stating that oxygen is being stored there. 

 
Five Acre Wood School's Health and Safety Officer must be made aware of any pupil 

requiring oxygen in school, as soon as this is known, or when there are changes to the 

oxygen required in school for a pupil. 

 

 

13.0 INCIDENT REPORTING 

 
A medication incident is any incident or error associated with the use of medication 

regardless of whether it is a near miss or harm occurred. Such incidents may relate to any 

part of the medication use process. This includes prescribing, preparation, dispensing, 

administration and monitoring/recording of the medication and the transfer of associated 

information. 

As soon as an error has been identified for example: 

Å Administering the wrong medication to a child 

Å Administering the wrong strength to a child 

Å Administering the wrong dose to a child 

Å Expired medication being administered to a child 

Å A dose being missed or administered late. 

The following procedure should be followed: 

Å Inform the senior medication lead 

Å Inform the individual with parental responsibility 

Å Record the incident via the local incident reporting system 

Å Annotate incident in child's records 

 
Reporting and recording incidences identifies areas of processes and/or practice that may not be 

as safe, robust or clear as intended. Recording incidences allows for trends in errors to be 

identified so processes can be improved upon and bespoke training sessions can be given to 

those that need it. The aim is to improve and promote the safe administration of medicines and to 
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help and support staff members in doing so. 

 

It is the responsibility of the school's senior leadership team and school staff to monitor the 

recording of incidences, review processes and make amendments if required. The KCHFT 

healthcare professionals will support the school with action plans from incident trends. 

Please see Special School's Governance Framework V7 2021 for further expansion. 

 
At Five Acre Wood, incidences should be recorded on Medical Tracker. 

14.0 ADMINISTRATION OF MEDICATION TRAINING 

 
Training for the administration of medication will be given to all school staff who are 

involved with the witnessing and administration of medication. 

 
Training will be provided by the appropriate healthcare professionals and will occur 

annually or when new members of school staff involved in medicines administration start. 

Furthermore, this can also take place if a member of staff requests further training. 

 
GOVERNANCE SCHEDULE 

 
Ratification  process  

 

Governance Group 

responsible  for  developing  
document  

 
Emma Athwal, KCHFT, School Pharmacy lead 

Circulation  group  School Intranet, Policy Distribution 

Authorised/Ratified by 

Governance  Group/Board  
Committee  

 
School Governors 

Authorised/Ratified  On  

Review  Date  

Review criteria  
This document will be reviewed prior to review date if a 
legislative chanqe or other event dictates. 

 

 
KEY REFERENCES 

 
These are key documents that the policy, guideline, SOP etc. relies on for best practice or 

national guidance or a legislative requirement. It is a list of those items that have been 

relied on for best practice and influence the requirements of the document. 

 

Title  Reference  

Supporting Pupils at School with Medical Conditions Department for Education 

Meeting Health Needs in Educational and other Community 

Settinqs 2018 

Royal College of Nursing 

Professional Guidance on the Administration of Medicines 

in Health Care Settings 2019 

Royal Pharmaceutical Society 

Information Sharing Agreement between KCHFT and 

Nursinq 

 

 

 



18 

 

 

DOCUMENT TRACKING SYSTEM 
 

Version  Status  Date Issued 

to/Approved 
by 

Comments/Summary  of  Changes  

V1 Draft 2/7/25 School 

Governors 

A new policy developed to meet 
needs of services delivered to 

Special Schools 
     

 
MONITORING COMPLIANCE AND EFFECTIVENESS OF THIS POLICY 

 
Monitoring  matrix:  

 

What will  be monitored?  How will  it  be 
monitored?  

Who will 
monitor?  

Frequency  

Record Keeping (MAR charts, 

medicine storage) 

Audits Specialist 

Pharmacy 
Technicians 

TBC 

Knowledge and compliance of 

medication administration 

Competencies School Nurses Annually, or 

for all new 

starters 

Incidents Incident Reporting 

System 

Senior leadership 

team and school 

staff 

Once a month, 

or immediately 

if a serious 

incident 

occurs. TBC 



Nurse or a member of the Pharmacy Team. 

 

 

 
 

Appendix 1 

 
Fridge Temperature Monitoring Sheet Month/Year............................................. 

 

Date Time Current 

Temperature 

Minimum 

Temperature 

Maximum 

Temperature 

Reset 

(Y/N) 

Signature 

1st       

2nd       

3rd       

4th       

5th       

6th       

7th       

8th       

9th       

10th       

11th       

12th       

13th       

14th       

15th       

16th       

17th       

18th       

19th       

20th       

21st       

22nd       

23rd       

24th       

25th       

26th       

27th       

28th       

29th       

30th       

31st       

The required temperature range is between +2°C and +8°C. Fridge temperature must be checked and recorded 

each day that your service operates. If the temperature is outside the required range, please report to the School 
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DOB: 

 

 
 
 
 
 
 
 
 
 

 

Home Address: 
 
 
 

 
Parent/ Carer 1 

Name: 

 
Relationship to child: 

Telephone number: 

Mobile: 

Email: 

Home Address: 
 
 

 
Parent/ Carer 2 

Name: 

 
Relationship to child: 

Telephone number: 

Mobile: 

Email: 

Alternative contact 1: 

Name: 

Alternative contact 2: 

Name: 

Address: Address: 

 

 
Relationship to child: 

Relationship to child:  

 Telephone number: 

Telephone number:  

 Mobile: 

Mobile:  
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I GP Name & Surgery:  
 
 

 

 

 
 
 
 
 
 
 

 

Social  situation:  

Siblings  {and  ages)  at home:  

Siblings  {and  ages) - no  longer  at home: 

Living with parents: Yes/No 

Looked  After Child:  Yes/No 

If yes,  to  which  Local Authority:  

Transport:  

 
Password:  

Medical  professionals  {e.g.  consultant,  

community  nurse,  podiatrist,  dietician  etc)  

Details  

- 

Additional  Support  Workers  {i.e.  Social  Worker,  PA):  

{Please provide Name, Email, and contact numbers for all) 

Social Worker  - 

 
CAMHS- 

 
Respite - 

PA- 

Therapy  Provision  Level  at Five Acre  Wood:  

SALT:  Direct/ Indirect/ Universal (teacher-led - ST/TLTS} 

OT: Direct/ Indirect/ Universal (teacher-led -ST/TLTS} 
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Parent/Carer initials & date 

 

 

 

 

 

 

*IF  APPLICABL E  
 

  

 

 

 

I Medica l diagnosis:  
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Medical  interventions  that  must  be administered  during  the school  day:  

e.g. medication administration/ physiotherapy/ chest percussion/ suction/ enteral feeds 

What?  When?  Who by?  
   

 

 
 

FIVE ACRE WOOD SCHOOL 
 

Was pupil born prematurely? Yes/ No 

Please give details:  

Medication  - home:  Medication  - school:  

None 

Physical  disability:  



FIVE ACRE WOOD SCHOOL 
Growing and Learning Together 
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Parent/Carer initials & date 

 

 

 

Equipment/  apparatus  used:  

Is there  a Manual  Handling  Plan:  YES/ NO 

If yes,  staff  to  refer  to  separate  manual  handling  plan.  

Include training adults must have in order to support pupils in safely using equipment, e.g. 

manual handling, OT model splint use etc. 

 Pupil-specific School Equipment  

 Equipment (e.g. specialist 
seating, walker, stander, 

handling belt, leg splints) 

Prescriber  Usage & any additional info 

(NHS OT/ Physio, School (issue date, when and how 

OT, KCC OT/ Physio, Private often used i.e. daily/weekly, 
OT/Physio) minutes/ day) 

   



FIVE ACRE WOOD SCHOOL 
Growing and Learning Together 

02/07/25 
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Parent/Carer initials & date 

 

 

 

 

Pupil-specific Home Equipment  

 

Equipment Prescriber Usage &  any additional info 

(e.g. specialist seating, walker, (NHS OT/ Physio, School OT, (issue date, when and how often 

stander, handling belt, leg KCC OT/ Physio, Private used i.e. daily/weekly, minutes / 
splints) OT/Physio) day) 

  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
,_ 

 

 

 

Communication  Support:  

Please state any communication systems/devices and if appropriate the professional who 

provided this ( i.e. - Eye Gaze Technology -KM CAT Team, PECS book- Private SALT). 

Sensory  Impairment:  YES/NO 

If yes then please state Visual/Hearing/ Multi-sensory with a brief summary of need and if 

any aids are needed such as Hearing aids, Glasses etc. 
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Parent/Carer initials & date 

 

 

 

 
 

 

Feeding  & Drinking  

Specialist  plans  for  oral  or  internal/  gastric  feeds  must  be attached.  

Describe how  the child  eats:  

route, presentation, behaviours for eating: 

Describe how the child drinks: 

route, presentation, behaviours for 

drinking: 

Epilepsy:  Yes/ NO 

If yes please give a summary of seizure activity: 
 

 
Is an Epilepsy  protocol  in  place?:  YES/NO 

If  yes, please ensure this is attached 

 

 
 

If  yes, please ensure this is attached 

 

 

 

 

 
 

If  yes, please ensure this is attached 
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Parent/Carer initials & date 

 

 

 
.  

FIVE ACRE WOOD SCHOOL 
Growing and Learning Together 

 

Does the  pupil  have an additional  health  care professional  involved  at home?  

 

Describe  what  constitutes  an emergency  and the action  to  take if  this  occurs  

 
Are there  any specific  instruction  re:  calling  an ambulance?  

 

Additional  information:  

Special  arrangements  for  outings/school  trips:  

Daily  care requirements carried  out  at school:  

e.g. personal care, airway maintenance, transfers (including hoisting), body brushing 3x 

daily, oral care etc. 
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Parent/Carer initials & date 

 

 

 

** By signing this form I hereby give consent for trained and competency 

assessed staff at the school to administer the medicines and health care 

interventions stated above to the named child, at the designated times, and as 

per the directions specified by the prescriber. I agree that medication and health 

care interventions will be administered in accordance with the school's policy. 

I agree to inform trained school staff in the child's class immediately in writing if 

there are any changes to the medication or health care interventions, the regime 

or if the medicine or health care intervention has been paused or stopped. 

I understand that not sending in the named child's medication as per the 

requirements, or in not providing up to date information or paperwork, may 

result in medication or health care interventions not be given. I consent for 

school and NHS staff to access medical records for the named child in the 

instance of it being in their best interests. 

I declare that the information I have written is, to the best of my knowledge, 

accurate at the time of writing and signing this form 

 
Parent/ Carer 

Name:....................................._._....Signed:.......................................................... 

 
Date:............................................................. . 

 

People  who  have  had additional  input  into  the Healthcare  Plan:  

Name: Designation:  Date of  input:  
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Parent/Carer initials & date 

 

 

 
 

 
FAW Staff: 

 
I confirm that I have read and I am fully familiar with the Health Care Plan 

of ........................... 

 

Five Acre  Wood  Staff:  

Date:  Staff  Member:  Staff  Signature:  
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FIVE ACRE WOOD SCHOOL 
Growing and Learning Together 

 

Home Address: 
 
 
 

 
Parent/ Carer 1 

Name: 

 
Relationship to child: 

Telephone number: 

Mobile: 

Email: 

Home Address: 
 
 

 
Parent/ Carer 2 

Name: 

 
Relationship to child: 

Telephone number: 

Mobile: 

Email: 

Alternative contact 1: 

Name: 

Alternative contact 2: 

Name: 

Address: Address: 

 

 
Relationship to child: 

Relationship to child:  

 Telephone number: 

Telephone number:  

 Mobile: 

Mobile:  

HEALTH CARE PLAN 

Pupil Name: 

DOB: 

NHS number: 

Learning Approach: 
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Parent/Carer initials & date 

 

 

 

 
 

 

 

Social  situation:  

Siblings  (and ages)  at home:  

Siblings (and  ages)- no longer at  home: 

Living with parents: Yes/No 

Looked  After  Child:  Yes/No 

If Yes, to  which  Local  Authority:  

Transport:  

 
Password:  

GP Name & Surgery:  

Bower Mount Medical Practice 

Medical professional: (e.g. consultant, 

community nurse, podiatrist, dietician etc) 

Details:  



FIVE ACRE WOOD SCHOOL 
Growing and Learning Together 
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Parent/Carer initials & date 

Additional  Support  Workers  (i.e. Social  Worker,  PA}:  

{Please provide Name, Email, and contact numbers for all) 

Social  Worker  - 

 
CAMHS- 

 
Respite - 

PA- 

Therapy Provision Level at  Five Acre Wood: 

SALT:  

OT: 

Is there  an Advanced  Care Plan  in  place?  No 

Medical  diagnosis:  

When was this  updated  last?  

 

 
 



 

 

 

 

 

 

 

 
  

 

 

 
 

  
FIVE ACRE WOOD SCHOOL 

Growing and Learning Together 
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Parent/Carer initials & date 

Medication  - home:  

Name of medication and strength (NOT 

brand name and description); dose; when 

given and how many times given (e.g. 

PRN, lx daily at night); route 

Medication  - school:  

Name of medication and strength (NOT 

brand name and description); dose; when 

given and how many times given (e.g. PRN, 

lx daily at night); route 



 

 

 
FIVE ACRE WOOD SCHOOL 

Growing and Learning Together 

Medical  interventions  that  must  be administered  during  the school  day 

e.g. medication administration/ physiotherapy/ chest percussion/ suction/ enteral feeds 

What?  When?  Who by?  

e.g. 'SuctioningJ As required to clear airway Trained staff only 
   

I Physica l disability:  
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Parent/Carer initials & date 
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Parent/Carer initials & date 

 

 

 

 
  

FIVE ACRE WOOD SCHOOL 
Growing and Learning Together 

Equipment/  apparatus  used:  

Is there  a Manual  Handling  Plan:  YES/ NO 

If yes,  staff  to  refer  to  separate  manual  handling  plan.  

Include training adults must have in order to support pupils in safely using equipment, 

e.g. manual handling, OT model splint use etc. 

  ui ment  

 Equipment (e.g. specialist Prescriber Usage & any additional info 

seating, walker, stander, (NHS OT/ Physio, School (issue date, when and how 

handling belt, leg splints) OT, KCC OT/ Physio, Private often used i.e. daily/weekly, 
 OT/Ph sio) minutes / da ) 
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Pupil-specific Home Equipment  

 

Equipment 

(e.g. specialist seating, walker, 

stander, handling belt, leg 

splints) 

Prescriber 

(NHS OT/ Physio, School OT, 

KCC OT/ Physio, Private 

OT/Physio) 

Usage & any additional info 

(issue date, when and how often 

used i.e. daily/weekly, minutes/ 

day) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
'I+ 

 

 
1  

 

 

 

Communication  Support:  

Please state any communication systems/devices and if appropriate the professional who 

provided this. (le-Eye Gaze Technology-KM CAT TeamJ PECS book- Private SALT) 

Sensory  Impairment:  YES/NO 
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I Toileting/ Personal care support: 
 

 

 

 

 

Feeding & Drinking 

Specialist plans for oral or interal/ gastric feeds must be attached 

Describe how the child eats: Describe how the child drinks: 

 

, 
 
 
 

 

 

I Additional information:  

Epilepsy: Yes/ No 

 
Is an Epilepsy protocol in place?: Yes/No 

If yes, please ensure this is attached 

Daily care requirements carried out at school: 

Allergies: Yes/ No 

 
Is an Allergy Protocol in place?: Yes/No 

If yes, please ensure this is attached 

Respiratory difficulties: YES/ NO 

 
Is an Asthma/ other respiratory Protocol in place?: Yes/No 

If yes, please ensure this is attached 

Special arrangements for outings/school trips: 
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** By signing this form I hereby give consent for trained and competency assessed 

staff at the school to administer the medicines and health care interventions stated 

above to the named child, at the designated times, and as per the directions 

specified by the prescriber. I agree that medication and health care interventions will 

be administered in accordance with the school's policy. 

I agree to inform trained school staff in the child's class immediately in writing if 

there are any changes to the medication or health care interventions, the regime or if 

the medicine or health care intervention has been paused or stopped. 

I understand that not sending in the named child's medication as per the 

requirements, or in not providing up to date information or paperwork, may result in 

medication or health care interventions not be given. I consent for school and NHS 

staff to access medical records for the named child in the instance of it being in their 

best interests. 

 

Describe what constitutes an emergency and the action to take if this occurs 

Are there any specific instruction re: calling an ambulance?  

Who is  the point/  contact  for  reference  in  an emergency?  

Does the pupil  have an additional  health  care  professional  involved  at home?  
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Parent/Carer initials & date 

 

 

I declare that the information I have written is, to the best of my knowledge, 

accurate at the time of writing and signing this form 

 
 
 
 

 
Parent/ Carer 

Name:..........................................Signed:.......................................................... 

 
Date:............................................................... 

 
 

 

People  who  have had additional  input  into  the  Healthcare  Plan:  

Name: Designation:  Date of  input:  

   

   

   

   

   

   

 
 
 
 
 
 
 
 

 
FAW STAFF: 

 
I confirm that I have read and I am fully familiar with the Health Care Plan 

of ........................... 

 

Five Acre  Wood  Staff:  

Date:  Staff  Member:  Staff  Signature:  
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FIVE ACRE WOOD SCHOOL 
Growing  and Learning  Together  

   

   

   



MEDICATION ADMINISTRATION FORM 

R = Refused  X = Absent  O = Not Given  

 

 

 

Name: 

Allergies  

DOB: FIVE ACRE WOOD SCHOOL 
Grow,r.g.1ndle.irn1n1Tcgl!t'ier 

 
Regular  Medicine  

Time Weekl  

W/C I I 

Week2 

W/C I I 

Week3 

W/C I I 
Week4 

W/C I I 
Name of Medicine and Strength  M T w T F M T w T F M T w T F M T w T F 

Dose:                      

Frequency:                      

Route:                      

Special Instructions:                      

Signature 1: Signature 2:  

R = Refused  X = Absent  O = Not  Given  

 

 
Regular  Medicine  

Time Weekl  

W/C I I 
Week2 

W/C I I 
Week3 

W/C I I 
Week4 

W/C I I 
Name of Medicine and Strength  M T w T F M T w T F M T w T F M T w T F 

Dose:                      

Frequency:                      

Route:                      

Special Instructions:                      



MEDICATION ADMINISTRATION FORM 

R = Refused  X = Absent  O = Not Given  

 

 

Signature 1: Signature 2:  



MEDICATION ADMINISTRATION FORM 

R = Refused  X = Absent  O = Not Given  

 

 

 

Name: 

Allergies:  

 
  

FIVE ACRE WOOD SCHOOL 
Grow1,ig .:ar.d Lcul"!n& Togcvu:r 

 
Regular  Medicine  

Time Weekl  

W/C I I 

Week2 

W/C I I 
Week3 

W/C I I 

Week4 

W/C I I 
Name of Medicine and Strength  M T w T F M T w T F M T w T F M T w T F 

Dose:                      

Frequency:                      

Route:                      

Special Instructions:                      

Signature 1: Signature 2:  

 

 

 
Regular  Medicine  

Time Weekl  

W/C I I 

Week2 

W/C I I 

Week3 

W/C I I 
Week4 

W/C I I 
Name of Medicine and Strength  M T w T F M T w T F M T w T F M T w T F 

Dose:                      

Frequency:                      

Route:                      

Special Instructions:                      

DOB: 



MEDICATION ADMINISTRATION FORM 

R = Refused  X = Absent  O = Not Given  

 

 

Signature 1: Signature 2:  



AS RE.QUIRED MEDICATION ADMINISTRATION FORM 

R = Refused  

 

 

 

Name:  

 
NHS Number:  

DOB:  

 
Allergies:  

 
FIVE ACRE WOOD SCHOOL 

Growlna  nd Lc;un lr'lj  To1c1hc r 

 
 

 
 

            

Dose: Dose:           

Frequency: Time:           

Route: initials:           

Special Instructions: initials:           

Signature: Signature:  

 
 
 

 
 

            

Dose: Dose:           

Frequency: Time:           

Route: initials:           

Special Instructions: initials:           



AS RE.QUIRED MEDICATION ADMINISTRATION FORM 

R = Refused  

 

 

Signature: Signature:  



AS REQUIRED MEDICATION ADMINISTRATION FORM 

R = Refused  

 

 

 
Name:  DOB: FIVE ACRE WOOD SCHOOL 

 
NHS Number:  

 
Allergies:  

GrowÅllR .tncl  lc.1tro1rir.  logcthcr  

 

 

 
 

 
I 

 
 

 
I 

 
I 

 

            

Dose: I Dose:           

Frequency: Time:           

Route: I initials:           

Special Instructions: initials:           

Signature: Signature:  

 

 

Dose: I Dose: 

Frequency: I Time: 

Route: I initials: 

Special Instructions: I initials: 

 I Signature: 



AS REQUIRED MEDICATION ADMINISTRATION FORM 

R = Refused  

 

 

 

Name:  

 
NHS Number:  

DOB:  

 
Allergies:  

FIVE ACRE WOOD SCHOOL 
Grow, ne ;,nd  Lt':i romg  fogt'lht'r  

 
 

 
 

            

Dose: Dose:           

Frequency: Time:           

Route: initials:           

Special Instructions: initials:           

Signature: Signature:  

 
 
 

 
 

            

Dose: Dose:           

Frequency: Time:           

Route: initials:           

Special Instructions: initials:           



AS REQUIRED MEDICATION ADMINISTRATION FORM 

R = Refused  

 

 

Signature: Signature:  



AS REQUIRED MEDICATION ADMINISTRATION FORM 

R = Refused  

 

 

 
Name:  DOB: FIVE ACRE WOOD SCHOOL 

 
NHS Number:  

 
Allergies:  

G1ow1nR nd l".:irnine Togt'ther 

 

 
 
 
 
 
 
 

 
I 

 

 

 
 
 
 
 

 
I 

 
I 

Name of Medicine and Strength: I Date:           

Dose: I Dose:           

Frequency: I Time:           

Route: I initials:           

Special Instructions: I initials:           

Signature: Signature:  

 

 

            

Dose: I Dose:           

Frequency: I Time:           

Route: I initials:           

Special Instructions: initials:           

Signature: Signature:  

 



 

 

 
Ciro11r1n1andlei1rnio1Toge1her 

 
Record  of  medication  brought  into  school  

Name of student: I Date of birth: 

Allergies: 

Record of medicines received {(To be kept in school) 

Medicines received Medicine IN Medicine  OUT 

Date 

received 

Quantity Staff initials Date out Quantity Staff 

initials 
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MUl TH CARE_, _N 

 

 
 

 
  

 

 

 

 

    

I I TitlÅPftCM'Å IHtmtM-t:  

 
 

  

 

 

 

Harna.: 

 Add,.-  
 
 

 
 

 

 

 
 

MobJle: 
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*When querying 'grey areas: needing further 

clarity. 
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Updates  

Å Provide further detail to 

support with equipment­ 

prescribers, usage, home I 

school equipment, 

Communication, sensory 

impairments and aids 
 
 
 
 
 

 
 

14/0l/2j 

Page j 4 

 
 

Parent/Carer mmals & date 
 

 

 
 
 
 
 
 
 
 
 
 
 

  

.\. -. 1 
!l:EII  :::£. .:.!;!j  

 
  

nander, handling lt. leg 
sph.nul 

    
V,..1iS OT.' Physio, School OT, (issut datt, wbtn and bow ofttn 

 
OT \'liol. 

u.,  1.t. d&ly,'wttl:ly. nunutts i 

 

14/02/25 

?age j 5 

Parertt/CIJrt.rtnhials&cldte 

Sensory Impairment: YES/NO 

 

 
 

I 

communication Support: 

   

  

 

 

 
 

     
  

  

Equipment/ apparatus used: I 

Is there  a Manual Handling  Plan: YES/ NO 

If yes, staff to refer  to  separate  manual  handlinc  plan.  

Include training adults must have In order to support pupils in safely using equipment, e.g. 

manual handling, OT model splint use etc. 

Punll-s11e.cific School Eual 1mfnt  
Equipment (e.g. speciali st 

sc:i.ting,walkcr,standcr, 
h:.mdlmg bell, leg splints) 

Prescnbfi 
(NHS OT/ Pbys10, School 

OT, KCC OTI Pbysio, Private 

OTIPh\Åsio) 

Uuge & any additional info 

(issue date, when and how 
often used LC. daily/weekly, 

minutes/day) 

  

 
I 

 

 

fI 

I I 

I  
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careplans@five -acre.ken it.sch.uk  

 
Å All plans requiring changes to be sent here 

mailto:careplans@five-acre.kenit.sch.uk
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EveryMomentMatters PupilsFirst TogetherStronger 

 
 
 
 
 
 
 
 
 
 

 

Medica l Tracker  

Effective  Recordin g of  Medication  Given  
 
 

 

medicalt racker  



 

 

;;;: OOI- 

 
Website https://wwW,.medica!tracker.co. uk/ 

 
 

 

  Ễ 0 tJ h11ps//www.medical1racker.co.uk A' 

logintoyou,Scho... 0 HomelMicrosoft365  G Google I] EVOLVE-KentCou...  i, Lessonslearned-T... :  login MyConcem  '1 l09inlEvidencefor_, 

 
 

 

Who we help v Features v Solutions v Pricing Resources v 

medicaltracker  0. 
The First-Aid Room CD 

 
 
 

 

Digital accident book 

for schools.  
Gone are the days of cluttered paperwork and lost forms. 

go to website and click 

Login 

 

 

Manage all your school's health and safety needs in one easy-to-use platform 

with care, communication and compliance at its core.  ·---- I 
0 

 

ƴ :I1·11::i·I  
 

1:1 - 
(
0 -11 

Å 4-  Å - 

-·- 
+  

 

http://www.medical1racker.co.uk/


 

 

 
Log  in to Medical  Tracker  

 
 

 

  a Li  https://conkaa.eu.auth0.com/log1n>state hKF02SBBNXZNa0xfWWpoRHl4NIRncjNGQ1pNY2hpU3ZGcnNqZ6FupWxvZ2Iuo3RpZNkgMmVwQXc3Y...  0 '0  

 
log in to your Scho...  Home I Microsoft  365  G Goog le EVOLVE- Kent Cou... 

 
 

 

 

 
work e -mail 

address  

 

password  I 

 
 

 
,,,. 

medicaltrack er 

 
Pl @five-acre.kent.sch.uk 
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Don't remember your password? 

 
 
 

 
LOG IN)  

 
E-mail  systems@five­  

acre.kent.sch.uk  for 

password.  



 

 

 
Go to  'Medication  Use'  

 

 
 

 

     

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 



 

 

 
 

 
 

 
Go tb

1 

'New'  
 

From 

 
28-02-2   

Date& T : :sme:           

0   
 

 
 

  

      

Sherry Kenda: 

 115   11 30am Å  ,($Cll0 
  

28/02n025 11:3  Eliot Caipol Fa ?meits 25091 taole:s Start 

V,c!ona F.no 

28/02/2025120  Boone St,npentOI 250m.. 1 sachtt in Smls . Staff 

Prodnck 

     

' 

Boone  l x 125mg tat>:et Stal 

TraoeyProdnci< 

 120 Yeilt8 PollOci< S,mpl,n,, Bott,e 2   

 



 

 

 
 
 

 

 

 
This is to be completed immediately  after administration by the person who has administered the medication. 

This means everyone can see that the learner has had their medication - otherwise they may be double dosed! 

This will take!you to here... 

Student" Med1cat10n use date & time· 

 
   

Name of medicationÅ 

Exact dosage adm1rnstered"" Med1ca1ron adm1ms1ered byÅ 

 
 

 Si:cond staff name 

Any side effects expenenc d' 

/, 

 

/, 

Confi,;Jenttal?D 

Only reorn: o\illl co1,1,u.:n11.il -.1t; :l· '" -...,u tiÅÅ .JU · to ,,v1 11:,:. i,;1'l1r,J 

 

 

 

 



 

 

Medication  recorded 

on Health  Care Plan 

enter pupil name 

 
For pupils who have details of their medication on 

their health care plan, this information will be 

transferred on to Medical Tracker. Kate Kennett 

(Loose) or Donna Curtis (satellites) will update HCP 

and add to pupil's folders. 

 

 
In this instance, please click 'Apply' when 

administering the medication and details of the 

medication will be automatically filled in below. 

 

 
If a pupil's medication is not correctly recorded on 

Medical Tracker, please contact 

susangoss@nhs.net. 

  

 

StudenÅÅ Med1cauon use date & timeÅ 

Feb 28. 2025 12:53 PM C3 0 

 

 

1 Medical conditions ii  Hide cont1uons 

 
Care 

plan Condition Medication 

'\ame Dotage :: 

View Pura Syndrome 

Oxygen llitre to be given when asleep Apply  

 
'la1-ne Dosage :: 

View Feeding Plan - SEE 

FEEDING PLAN Carobel 4 scoops in 300mls Ou,d (home Apply 
ATTACHED &School) 

 
Lunch feed·  200ml dose at 185 rate via AppJy  
Paedaasure peptide  pump with 75ml water flush 

pre/post  

 
View NIL8YMOUTH N/A 

CURRENTLY 

'llare JuS.;Qe  = 
View Sleep Apnoea  

1 htre  Oxygen  1It wht le sleeping  App 
 

 
Fhxotldelnhaler  Home Apply  

 
:ame Do dge ;:: 

View Epilepsy  - Stanle  Seizures  

 

 

mailto:susangoss@nhs.net


 

 

 
 
 

 
For some pupils (e.,g. if they have been 

prescribed short term antibiotics) you may need 

to write this  out in full...  
 



 

 

 

scroll through to 

find pupil name 

 
medication name, 

rather than brand 

name, e.g. instead 

'Calpol', it could be 

Paracetamol Strength 

5mg/5ml 

and form e.g. oral/PEG 

tube 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Exact dosage administered* 

 
 
 
 
 
 

 
Medication use date & timeÅ 

Feb 28, 2025 12:53 PM 

 
+ ;.. 

 
 
 

Medication administered by* 

 
- Please select -- 

double check 

that this is 

correct 

 
  0 

.s.  taff member or 

pupil 
 

 
full names of staff 

V 

members - staff 

e.g. number of 

tablets, dosage in mis 

 

 
e.g. vomiting, 

tiredness 

Staff name Second staff name 
 

 
... --+ 

 

Any side effects experienced? 
 
 
 

 
-t  ĿÅĿĿ -t- 

 

Notes 

members to have 

been there 

through the entire 

medication 

administration 

/, process 

e.g. was the medication 

refused? Did the pupil 

record how man  I Ʒ take the medication then 

tablets are left in 

pack. Update each 

time administered. 

Confidential?0 

Only tearns wnh confidermal access will be able 10 view 1h1s record 
 
 

 

- Cancel 

vomit? Did the pupil spit 

some of it back out? 

Parents  informed. 

Logged  onto  Arbor  

/, 



 

 

' 

 
Looking  Back  at rfledication  Logged  

 

 

@  Five ,\Cft' Wood Schoo Studmts Slaff Medication use M ,cat,on s:ock/Exp,ry t,,',cd1cal Cond1t1011S IOCldcnts Rt>pO<tmg Å '1l  Q. l8  Å 

 

use this  section 

to select the  

time  frame  - 
 

 

 

 

 

Click on 

individual logs 

for  any further  

details.  
I 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

I From 

 
 

 
1·20 of  42 records  

  -   Å- ,r,·1-·:    A..ÅÅp ...rt"!,:,   

To 

 - 

28102/2025 10 2  14  Watt<  U;, to180ml twice Staff 

Sherry Kenda<i 

28/02/2025 11 5  14    Staff 

V,ctyCr  

I  l 

 

 
28i02/2025 11 3 

Å 
I  , rl Years 

I;Å 

 

 
f.lKX 

 

 
CJlpo! Fastmells 

 

 

250g 1IJIOICls 

 

 
Stall 

Vdor:.ai  Finn  

28/02/2025 12 0 Year 13 Boone St,n;,entOI250m 1 sac t ,n Sm:s Staff 

Tracfy Proo,,ci< 

2eI021202s 12 o Year 13 
 

 

 
Co-amo.,:,c:.,,., 

 

1 x 125mg tab:et 

 
Staff 

     T Prodr,c< 

 
28.'02/2025120 Years 

 
Pot'<X:il  

 

S,mp:.n.t Bott.e 2 Once Da,:y ( SchO 
 

Staff 

     S.'>e<ry Kenda; 

 



 

 

 
 
 
 

 
Any questions? 



 

 

<888 
 

 

 

FIVE ACRE WOOD SCHOOL EveryMomentMatters PupilsFirst TogetherStronger 

.,mvnng  arwt  I l'!'am ,nia fopft14'r  
 
 
 
 
 
 

 

Medica l Tracker  

Effective  Recordin g of Medication  Given  
 
 

 

medicaltracker  



 

 

Seizure  Log  Sheet 
FIVE ACRE WOOD SCHOOL 

G1owm1;,ndlt'.1rn,n1logtlht't 

Growing .ind Le;umn,: Together 

 

 

Date Time Length  of Initials  T Qe of DescriQtion  Intervention  

Seizure   seizure 
       

       

       

      
 

 

I 

I 

I 

I 

 

     I 

 
I 

I 

 

       

FIVE ACRE WOOD SCHOOL 



Health  Care Plan checklist  
FIVE ACRE WOOD SCHOOL FIVE ACRE WOOD SCHOOL 

 

 

Growing and lt rning Together Growing and Learning Together 

 



Health  Care Plan checklist  
FIVE ACRE WOOD SCHOOL FIVE ACRE WOOD SCHOOL 

 

 

Growing  and learning  Together  Growing and Learning Together 
 


