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		POLICY STATEMENT



		
	Policy
	THE SAFE STORAGE, ADMINISTRATION AND MANAGEMENT OF MEDICINES 

	School Department 
	BHS



	Written by
	Louise McCarthy

	Approved by
	SMT

	Date of Approval
	September 12 2018

	Next major review date
	August 2025

	Location and disseminations
	A copy of the policy can be found in BHS. 

	The context of the policy and its relationship to other policies 
	This policy should be considered in conjunction with other school and healthcare policies. 




This policy has been written at a whole school policy and applies to the storage, administration and management of medication not only within Buckswood Health Service but also boarding houses and on school trips.

Aim:
	
1. To ensure the safe and appropriate administration of medicines
2. To ensure all medication is securely stored
3. To ensure safe use of non UK prescribed medicines
4. To ensure accurate records are kept of medications bought, used, remaining stock levels and safe disposal
5. To ensure controlled/regulated medication is stored, administered and monitored as required
6. To ensure that students are encouraged to take responsibility for their health and medication through appropriate self-medicating
7. To ensure quick access and safe use of emergency medication
8. To ensure safe administration of medication in Boarding Houses
9. To ensure safe administration of medication for school trips
10. To ensure safe administration of vitamins and supplements

1. Administration of Medication

Medication may be administered by Registered Nurses and also Health Care Assistants, Residential Staff and other staff at Buckswood School who have completed a recognised administration of medication course. The agreed training course is provided by Opus and is an on-line medication training course.








2. Protocol for administering homely medication

Only medication that is included in the homely remedies protocol should be given to scholars. Appendix 1 lists homely remedies that may be given by Registered Nurses and appendix 2 lists homely remedies that may be administered by Health Care Assistants and Residential Staff. 
When administration of medicine may be required the responsible person will assess the student as to whether medication is required. If medication is to be given the person responsible should check if the student has any allergies, if they previously had medication and the timing of the last dose. The name of the medication required should be checked along with details of dosage relevant to the child’s age. The homely remedies protocol should be available and may be referred to. The medication should be administered and the details recorded, for staff working within the health centre this will be recorded on the medical section of the SIMS system. For Residential Staff and where the medication is used from their house medication stock this should be recorded on the stock control sheet and also emailed to the health centre for the next hand over

3. Protocol for administering additional medication (Nurses instruction)

In specific cases a Registered nurse may purchase an over the counter medicine for a specific scholar, or wish Health Care Assistants or Residential Staff to administer addition medication that is not listed on their Homely medication protocol.
The nurse will complete the MAR chart with the details of the medication including the name of medication, dose to be administered and frequency of administration.  The nurse will include a supply of the medication to be administered. The MAR chart should be signed by the person administering the medication and the administration is noted on the students SIMS medical record by BHS staff. The Nurse will review the needs of the student requiring additional medication at each handover time. 

4. Protocol for administering prescribed medication (Doctor’s prescription)

[bookmark: _GoBack]The School Nurse will complete the Medicine Administration Record (MAR) chart with the name of the student and details of the medication that has been prescribed. Name of the medication, dose to be administered, and frequency and times the medication should be administered. This information is gained from the student’s prescription if prescribed by their own doctor or from the pharmacy label for medication prescribed by the school GP and dispensed by the pharmacy. When the medication is subsequently administered the person responsible should check the name of the student and the name of the medication. The correct date, timing and dose should be checked before the medication is administered. This must be checked by a second member of staff. Once the medication has been administered the MAR chart should be signed. Administration of medication is also recorded by health centre staff on the students individual health record held on the schools SIMS

5. Storage of Medication

Medication is stored at Buckswood Health Centre in the main consulting room. The consulting room is locked when not in use. Medication is stored in locked cupboards. The keys to the medication cupboards are held by the Nurse/Health Care Assistant on duty. There is a refrigerator available in the main consulting room for the storage of any medication that requires refrigeration. Controlled/regulated medication is stored in a locked cupboard within a locked cupboard. The key to the controlled medicine cupboard are held by the nurse on duty. Students own medication is stored separately from general medication and is clearly labelled as students own medication
Homely medication and any students prescribed medication required out of health centre hours that is held in boarding houses is stored in the Residential Staff’s room; there is lockable storage in the room for the safekeeping of medication.
School staff leading residential trips should keep any medication that has been issued by the health centre safely and away from students.

6.  Students own medication; including non UK medication

When students are enrolled at Buckswood School their parents are asked to complete a medical form. Parents are asked not to send any medication with their child unless it has been specifically prescribed by a doctor. Any student bringing prescribed medication to Buckswood School will not have their treatment stopped but their medication will need to be approved by the school doctor. Where prescribed medication is brought to school parents are asked to provide a copy of the prescription detailing the name of the student, the name of the medication, the dose of the medication and the frequency and timings it should be administered. The medication will need to be provided within its original packaging and labelled with the student’s name.  To avoid errors due to translation and where possible the school doctor is asked to prescribe a UK equivalent. 
Medication that is brought to school by students that is not prescribed is labelled with the students name and held for safekeeping at the health centre, students are encouraged to collect their medication at the end of term for them to take home. The health centre will arrange for the disposal of unclaimed medication. 

7. Medicine Management- buying, stock control and disposal

“Over the counter” medication is bought from Laycocks Pharmacy in Ore.  Medication that is bought is added to the stock control sheet. Records are kept of medication that is administered in the health centre. Medication is issued to boarding houses once a term and a record is kept of the amount of medication issued. Boarding staff keep a stock sheet detailing medication has been that is administered. Once every half term the School Nurse completes a stock take of the over the counter medication that is held in the health centre.  A record is kept of the name and amount of any medication that is disposed of. The health centre will arrange for the safe disposal of any out of date, unclaimed, unused and unwanted medication through the local pharmacy. The health centre holds a contract with Initial who provide sharps containers for use in the health centre and for any boarding students who have medical conditions requiring blood testing or injections e.g. diabetes. Initial collect used sharps containers every six months


8. Controlled/regulated medication

Certain medications in the UK are classed as regulated or controlled drugs. These medications are prescribed by a doctor and can be used to treat ADHD and similar conditions. If a student has been prescribed a regulated medicine and brings it to school, the stock that they provide will be counted in and recorded in the relevant book. All regulated medicines are stored in the health centre and the administration of these medicines is always by school staff rather than self-administration by the student themselves. When the regulated medication is administered a running total is recorded on the MAR chart. When students leave Buckswood School they are encouraged to take their regulated medicines home with them. Any regulated medicines that are not taken home are destroyed in the presence of two nurses and this is recorded in the relevant book.

9. Self-administration of medicine by students

Parents are encouraged not to send medication to school with their child. The only exception is if the medication has been prescribed by their doctor for their child, in this instance the medication should be accompanied by a prescription or a doctor’s letter detailing the name of the medication, the dose to be taken and the frequency of administration.  

Boarding students are encouraged to bring any medication they have brought to school to show to the nurses in the health centre. The nurse will make an assessment as to whether the student is capable of administering their own medication in a safe manner.  The assessment will take into consideration the age and ability of the student and the medication that required administration.  If the student is deemed competent a self-medication agreement will be completed and a copy will be held in their medical record and in their house medical folder. If a student is assessed and found to be not sufficiently capable or reliable to administer their own medication then the medication will be administered by staff at BHS or Residential Staff.

10. Emergency medication

Certain medication may need to be used to treat emergencies situations in students who have specific medical conditions. The types of medical conditions that require emergency medication could be anaphylaxis (severe allergies), asthma, epilepsy and diabetes. Emergency medication should be able to be easily accessed. Students who have a medical condition with have an Individual Health Care Plan. It will be stated on the health care plan if emergency medication is stored in the health centre. Emergency medication that is held in the health centre is stored in the nurses’ room. The cupboard is labelled Emergency Medication and for ease of access the cupboard is not locked. Emergency medication is prescribed by a doctor for an individual student, the medication remains the property of the individual and should only be used to treat the person that it has been prescribed for.

11. Medication in Boarding Houses

Residential Staff have completed a recognised administration of medicine course. There is lockable storage in the Residential Staff’s room for the safekeeping of medication. The Residential Staff are issued with a limited supply of ‘homely remedies’ by BHS. Residential Staff must only give medicine that has been provided by BHS and in accordance with the homely remedy protocol. Any medicine given must be documented, with details of what medicine they have administered, to whom and why. They must also record the date and time, the information is reported to the nurse at the next handover via email and also recorded on the boarding house medication stock sheet that is held in the house medical folder.
Homely medication and any students prescribed medication required out of health centre hours that is held in boarding houses is stored in the Residential Staff’s room; 
BHS staff will pass on medication that needs to be administered during the evening and weekends, at the evening handover. Residential Staff must ensure this medication is given as per the instructions on the MAR chart and that when the medication is administered it is recorded on the Medical Administration Record (MAR) sheet.

12. Medication for school trips

It is advisable that School staff leading residential trips where students may require medication should complete a recognised administration of medicine course. The health centre will provide homely remedies appropriate for the duration and number of students on the trip. Any medication that has been issued by the health centre should be stored safely by the trip leader and away from students. The trip leader should refer to the Homely Medication Protocol and the patient information leaflet provided in the medication packet. Medication given must be recorded on a trip stock sheet. The student’s name, the date, time and dose given and the reason it has been given must be included. This record must then be signed by the person giving the medication. On return to school any remaining medication and associated paperwork should be returned to the health centre. Where a student with a medical condition is participating in a school trip the trip leader will receive a copy of the student’s Health Care Plan and is advised to speak to the nurses regarding any specific care or treatment that may be required. When a student becomes unwell while away on a trip it would be appropriate for the trip leader to take advice from a pharmacist or doctor as to the treatment that may be needed.

13. Vitamins, food and protein supplements.

Vitamins and minerals are nutrients your body needs in small amounts to work properly and stay healthy. Most people should get all the nutrients they need by having a varied and balanced diet, although a few people may need to take extra supplements.
 At Buckswood School we realise that some students may feel that they want to supplement their diet. Vitamins and minerals should be treated in a similar way as other medications, there are recommended doses and taking too much can cause other health problems.
For these reasons any vitamins brought to school should be provided in the original containers, written in English with dosing instructions and patient information leaflets provided in English. Students should bring their supplements to the nurse who will use the guidance provided by the UK government to discuss safe supplement use and if appropriate will assess the ability of the student to self-administer. Students who are assessed as unable to self-administer may come to BHS on a daily basis to take their supplements. 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/618167/government_dietary_recommendations.pdf
Vitamins that are deemed unsuitable or excessive for the student will be stored in the health centre and the student will be encouraged to take them home at the next school holiday period.
14. Protein supplements
Sports supplements have become increasingly popular among sports people and gym-goers. Protein powders are available as shakes, bars and capsules. They are legally available to buy over-the-counter as well as online. Protein supplements have been designed to be used by adults and they are not recommended to be used by those who are aged under 18. 
At Buckswood School we do not promote the use of protein powders. Students who have brought protein supplements to school may be permitted to use the supplements provided their parents have given written consent.  The product must be legal to use in the UK and dosing and packaging instructions must be written in English. The student will be asked to attend an individual assessment and discussion with the nurse. Following the assessment students may be permitted to take their supplements but only under the supervision of Residential Staff.






Protocol for the administration of Homely medicines at Buckswood Health Service
The following medicines may be given by BHS Nurses.

	Symptom
	Drug
	Instructions
	Not to be given 
	Comments

	Headache

Cold/flu symptoms

Raised temperature 
Between 37 – 38 degrees C (over this seek advice).

Limb/joint pain

Sore Throat

Period Pain

Simple abdominal pain with no other symptoms 
	Either:
a)  Paracetamol  500mgs






or

b)  Ibuprofen
	10 to 15 years of age
1 tablets 4-6 hourly
(max 4 tablets 2gms in 24 hours)
16 years and over
1-2 tablets  4-6 hourly (max 8 tablets 4gms in 24 hours)
--------------------------
12yrs or over
b)  200 - 400 mg 
4 - 6 hourly – No more than 3 doses (1200mg)in 24 hours
	
a) Patients with liver problems

b)  Asthmatics, those allergic to aspirin or with stomach upsets


------------------------------
	 
a)  Ensure Paracetamol has not already been given in form of other cold remedies 

Do Not Take With Alcohol




-----------------------------------------------------
b)  Should always be taken with or after food – may irritate the stomach lining.  

Always encourage the student to increase their fluid intake

	Nasal Congestion
	Vicks Rub
Or
Olbas Oil
	Place on tissue and breathe vapour.
	
	

	Cold/flu symptoms with nasal congestion and/or blocked ears.
	Sudafed Liquid or Tablets.
	12yrs or over
10mls or 1 tablet 4-6 hourly. Maximum of 4 doses in 24hours.
	Under 12 years
	May be given with paracetamol.
Always encourage the student to increase their fluid intake




	
Symptom
	Drug
	Instructions
	Not to be given 
	Comments

	Non-productive cough
	Linctus cough medicine
	Take 5 mls up to 4 times day
	Diabetics
	Seek medical advice if productive cough or raised temperature.

	Indigestion/heartburn
	Gaviscon liquid
	10 -20mls mls  4-6 hourly
	Not to be given with some stomach tablets e.g. Ranitidine.
	Take 20-30 minutes after meals if possible.  Seek medical advice if pain is severe or lasts more than 48 hours.

	Travel sickness or nausea 

.
	Stugeron
	12 years or over
1-2 tablets every 8 hours.

Under 12years
1 tablet every 8 hours.
	
Previous allergic reaction
	
For travel, take 2 hours before journey.



Suck, chew or swallow tablet whole with water.

	Diarrhoea
	Loperamide Capsules
	Take 2 capsules initially, followed by 1 capsule after each loose stool. 
Max. 8 in 24 hours
	Under 12 years
	

	Hay Fever symptoms/ Simple allergic rash with no other signs or symptoms.
	Cetirizine 10mgs

Or
Loratadine 10mg
	12 yrs or over: 
1 tablet daily.

6 – 12yrs: 
½ tablet twice a day.
	Under 6 yrs

	Take as soon as symptoms start.



The above is a guide only and the Patient Instruction leaflet (PIL) contained in the medicine box should always be followed.
If there are any concerns about the pupil then advice should be sought from trained staff or other advice/emergency services.

Dr Till 01424 720878;                                NHS advice number: 111
Hastings Walk in centre: 01424 884410; 
Emergency 999	

Protocol for the administration of medicines within Boarding Houses and on School Trips
The following medicines may be given by staff trained in the safe administration and storage of medicines.

	Symptom
	Drug
	Instructions
	Not to be given to
	Comments

	Headache 

Cold/flu symptoms

Raised temperature 
Between up to 38 degrees C (over this seek medical advice).

Limb/joint pain

Sore Throat

Period Pain

Simple abdominal pain with no other symptoms 
	Paracetamol  500mgs tablets







	10 to 15 years of age
1 tablets 4-6 hourly
(max 4 tablets 2gms in 24 hours)
16 years and over
1-2 tablets  4-6 hourly (max 8 tablets 4gms in 24 hours)



	Patients with liver problems.


Patients who have an allergy to Paracetamol.










	 Ensure Paracetamol has not already been given in form of other cold remedies (e.g. Flu relief)

If needed for more than 48 hours seek medical advice

Do Not Take With Alcohol

Always encourage the student to increase their fluid intake




	Nasal Congestion
	Vicks Rub
	Place on tissue and breathe vapour
	
	May be dissolved in some hot water and the vapour breathed in. Do not ingest.

	Sore Throat/mouth and throat infections
	Strepsils
	Suck one every 2 – 3 hours, as needed. (No more than 12 lozenges per day)
	Diabetics
	Always encourage the student to increase their fluid intake

	Hay Fever symptoms/ Simple allergic rash with no other signs or symptoms.
	Cetirizine 10mgs
	12 yrs or over: 
1 tablet daily.
6 – 12yrs: 
½ tablet twice a day.
	Under 6 yrs

	Take as soon as symptoms start.


The above is a guide only and the Patient Instruction Leaflet (PIL) contained in the medicine box should always be followed.
If there are any concerns about the pupil then advice should be sought from trained staff or other advice/emergency services.
Dr Till 01424 720878;                                                                   NHS advice number: 111
Hastings Walk in centre: 01424 884410;                                   Emergency 999

Email to parents who have indicated on the medical form that their child is taking medicines:

Thank you for sending ________’s medical form to Buckswood Health Service. We would like to reinforce that we do not allow medicines in school unless the medication has been prescribed for your child by their doctor. If medication has been prescribed for your child, please confirm the name and dose of the medication and why your child is receiving the medication. Please also include a copy of the prescription signed by your doctor. If your child has brought prescribed medication from home, we will not stop their treatment but we may be asking the school doctor for his approval of the medication either through the nurse emailing the GP surgery with the medication details or an appointment will be made for your child to be seen by the GP. To avoid errors due to translation and where a UK equivalent is available we may ask the doctor to prescribe the medication in English.
Please do not sent any medication that has not been prescribed with your child. In the school health centre we hold a range of over the counter medications for common ailments. In the event that your child is feeling unwell please encourage them to visit the Nursing team at the health centre. Your child will have their condition assessed and the Nurses are able to administer any medication that is required.

Please feel free to contact the nursing team if you have any concerns about the health of your child


Kind regards











Self-medication contract

Protocol for boarding students to self-administer their own medication.

Aim: to ensure the safe and effective administration and storage of medication, to be administered by students themselves.

1. Any medicines brought from home, or other sources, must be shown to the Nurses who will record the details below. 
2. Details must include the name of the medicine, dose and what it is used for.
3. The student must demonstrate that they understand the correct dosage, interval between doses, maximum safe dosage per 24 hours, length of course, possible side effects and the importance of completing courses (especially antibiotics) as well as what to do with any unused medication.
4. Students self-administering must ensure that the medication is stored safely and securely.
5. The Student must ensure that no other person can access the medication and understand that they are responsible for any medication in their care.
6. A copy of the completed form will be kept in the house folder and in the student’s health notes.
7. If there are any queries regarding medication, please contact Buckswood Health Service (BHS).


Student’s Name:………………………………………………………………………………………….


D.O.B. ………………………………                    House……………………………


Name of Medicine …………………………………………………………………………………….… 


Dosage………………………………………………………………………………………………………..


Explained by: Name ............................................ Job title ......................................


Staff signature:................................................................. Date...............................



I have read, understand and agree to comply with the above protocol. I accept responsibility for ensuring no other student has access to my medication and I agree to keep them secure at all times.


Student’s signature …………………………………………………………………  

Copy for Residential Staff  						Copy for health file  [image: ]
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