
 

 

 

DUCKS MEDICATIONS POLICY 

The purpose of this policy is to ensure: 

• the safe storage and administration (if undertaken by DUCKS staff) of prescribed, non-prescription 

and controlled drug medications to pupils at DUCKS; 

• arrangements are put in place to support any pupil with a medical condition or who require 

medications; and 

• the health and welfare of all pupils at DUCKS is maintained. 

DUCKS staff take on the responsibility of administering prescribed and controlled drugs medications on a 

good will basis and will do their best to ensure medicine is given when a parent/carer has requested. 

However, there may be instances where events beyond the staffs’ control mean this is not possible. If a 

parent/carer wants a guarantee that the prescribed medication or controlled drugs medications will be 

administered at an exact time, then the parent/carer must come in and administer the medicine themselves.  

When dealing with medication of any kind at DUCKS, strict guidelines must be followed. 

Training 

Annual training is provided by a nurse from the Medical Centre at Dulwich College (main site) for the 

administration of: 

• Epi pens; 

• Asthma inhalers; and 

• Non-prescription medications. 

When a child joins DUCKS requiring more specific medical intervention e.g. diabetes or epilepsy, training is 

sought and provided by nurses.  

Understanding Pupils’ Medication Requirements 

(1)  Parents’ Questionnaire  

Upon acceptance of a place at DUCKS, parents are asked to complete an entry profile form in which they give 

consent for a list of non-prescription drugs to be administered to their child if suffering from a minor ailment. 

If given, this consent lasts for the time they are a pupil at DUCKS (or until subsequently withdrawn). Parents 

are encouraged to give as full disclosure as possible about the long-term health needs of any pupil including 

sufficient and current information about any condition itself, and medications taken. 

2)  Individual Health Care Plan (“IHCP”)  
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On entry to DUCKS or at any time, thereafter, should the need arise, an IHCP is prepared for any pupil with 

specific medical needs. This is done in conjunction with the pupils’ parents or guardians and relevant health 

professionals and members of the Medical Centre staff. This will be reviewed annually or before if deemed 

necessary.  It includes:  

• Details about the pupil and their condition (including triggers, signs, symptoms and treatments);  

• Name and details of the pupil’s medications (including dosage requirements, side effects and storage 

requirements);  

• Special requirements (including dietary needs, pre-activity precautions e.g. asthmatics taking 

inhalers, testing equipment for diabetics, access to food and drink where it is used to manage the 

condition); and  

• Emergency procedures including what action to take and who to contact. 

(3)  Severe Allergies 

In the case of pupils with severe allergies, information is available on OneDrive and in the class ‘Blue folders’. 

Photographs of the affected pupils are displayed in the DUCKS’ kitchens and where the severe allergy pertains 

to food:  

(i)  in the Kindergarten, adult information sheets are placed at each table when eating; and  

(ii)  in the Infants’ School, children wear lanyards at mealtimes so that they are easily recognisable.  

It is the parents' responsibility to inform DUCKS of any known allergies.  

Prescribed medication 

• Prescribed medicine can only be given to the person named on the prescription label (and at the 

dosage stated). The prescription label must be attached to the actual medication e.g. tube, bottle, or 

box medication comes in.  

• The parent/carer of any child requiring prescribed medication must complete the Medication 

Request Slip and give it with the medication to a member of the office or educational staff in the 

Kindergarten or Infants’ School Office (as relevant). The staff member taking receipt of the 

medication must check and note the details of the administration on the Medication Request Slip 

and check it against the prescription label.  

• The parent/carer must sign and date the Medication Request Slip to confirm the agreed dosage and 

acknowledge the statement at the top of the form. 

• The staff member administering the medication will confirm the name, dose and time given on the 

Medication Request Slip with a second supporting signature.   
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• At the time of administering the medicine the relevant member of staff will offer it in a manner 

acceptable to the child.  

• If the child refuses to take the appropriate medication, then a note must be made on the Medication 

Request Slip.  A child will not be forced to take any medication. 

• Where medication is “essential” discussion with the parent must take place to establish the 

appropriate response to the child refusing the medicine. 

Controlled Drug(s) (CD(s))  

• The supply, possession and administration of some medicines are controlled by the Misuse of Drugs 

Act 1971 and its associated regulations. This is of relevance to DUCKS because they may have a pupil 

that has been prescribed a controlled drug e.g. methylphenidate. The Misuse of Drugs (Amendment 

No.2) (England, Wales and Scotland) Regulations 2012 allows ‘any person’ to administer the drugs 

listed in the regulations so it is permissible for schools to look after a CD, where it is agreed that it 

will be administered to the pupil for whom it has been prescribed.    

• Controlled drugs prescribed for pupils require secure handling and robust record keeping.  

• DUCKS’ pupils are not permitted to hold or self-administer CDs.  

• CDs administration is recorded in the Controlled Drug Register (see Records below for more 

details) undertaken by a trained member of staff and, where possible, witnessed by a second 

appropriately trained member of staff.  CD’s may be administered by one trained person in order 

to ensure that medication is administered in a timely manner; this member of staff should be vigilant 

and double check each aspect of the medication administration. 

Non-prescription medication 

Non-prescription medications (formerly known as homely remedies) may be administered without a 

prescription. The non-prescription medications listed below are in current use at DUCKS and are the only 

medicines that DUCKS trained staff shall administer without a prescription. They will only be administered to 

those children whose parents have consented.  Parents either consent in the Parents Questionnaire on 

starting at DUCKS (such consents can be found on iSAMS and must be checked before administering any non-

prescription medications to any child) or prior to administration (see below). The list shall be reviewed and 

updated as necessary in consultation with the College Medical Centre Team (nurses and Medical Officer). 

• Paracetamol liquid (oral suspension)  

• Ibuprofen liquid (oral suspension)  

• Cetirizine 

• Anthisan (bite and sting) cream 
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• Sun cream 

• Vaseline 

• Nappy cream  

• Teething granules 

If a child needs liquid paracetamol, ibuprofen or cetirizine during their time at DUCKS, such medication will 

be treated as prescribed medication i.e. only given with express permission from a parent at the time and 

administered by trained staff.  This is to ensure no medication was given prior to school and will advise the 

parents that the relevant medication is being administered.   

It is not necessary to request permission for the use of anthisan cream or sun creams at the time unless the 

parent has not given prior permission in the Parent’s Questionnaire (see above) which can be found on 

iSAMS. 

Written permission must also be obtained from the parent/carer on the Medication Request Slip for the 

administration of: 

• any non-prescription cream for skin conditions e.g. nappy cream or Vaseline; or 

• teething gel or granules for children who may be experiencing teething pain. 

If any child is brought to DUCKS in a condition in which he/she may require non-prescription medication, 

sometime during the day, staff will decide if the child is fit to be left at DUCKS.  If the child is staying, the 

parent/carer must be asked if any kind of medication has already been given, at what time and in what 

dosage. If paracetamol or ibuprofen has been given for a temperature, staff may deem the child to be unfit 

for school in some circumstances (see rules on return as set out in DUCKS Sickness Policy). 

As with any kind of medication detailed in the Entry Profile, staff must ensure that the parent/carer is 

informed of any non-prescription medicines given to the child whilst at DUCKS, together with times and 

dosage given, either via email or in the child’s Home-Link book. 

Additional Information on Non-Prescription Paracetamol or Ibuprofen 

Current medical advice is not to give paracetamol or ibuprofen for a temperature up to 38°C, however staff 

will closely monitor children if they develop a temperature whilst at DUCKS. Staff will be more concerned 

about a child who has a temperature and is grizzly, unhappy and sleepy rather than one who is generally well 

in themselves. Above all else staff use their knowledge of individual children to guide them. 

Children should not attend either the Kindergarten or Infants’ School if they have been given paracetamol or 

ibuprofen for a temperature and a poor night’s sleep and if they continue to present with symptoms such as 

sleepiness and general discomfort. 
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If a child develops a temperature during the day and requires paracetamol or ibuprofen, then their parents 

will be informed and paracetamol or ibuprofen with be given on the understanding that they will be collected 

and taken home as soon as possible. 

DUCKS staff will only give children the stated dose of non-prescription paracetamol or ibuprofen as shown 

below. If parents wish DUCKS staff to administer a higher dose, then a GP letter or prescription label dated 

within six months must be supplied to DUCKS. 

CHILD’S AGE DOSE – Up to 4 times a day 

3-6 months One 2.5ml spoonful 

6-24 months One 5ml spoonful 

2-4 years One 5ml spoonful AND one 2.5ml spoonful 

This medication should not be given to a child for more than three days without speaking to their GP. 

Administering medications 

A staff member should always administer any medication at DUCKS with another colleague within hearing 

AND SIGHT to confirm they have followed the eight Rights. 

• Right person (Identity check) 

• Right medication (Label, allergies and current medications) 

• Right time (Timing of last dose) 

• Right dose (e.g. paracetamol preparations) 

• Right route (e.g. oral, topical, eye, ear) 

• Right to refuse (dignity, respect and independence) 

• Right evaluation (relevant staff must ensure the medication is working appropriately) 

• Right documentation (forms or record book completed) 

Records  

DUCKS will comply with the following record keeping:  

• Parents complete a Medication Request Slip requesting and giving consent for DUCKS’ staff 

to administer prescribed medication. This records the dosage due and when this has to be 
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administered. Two trained staff will administer and countersign the Medication Request Slip 

when prescribed medicine is administered. 

• When any non-prescription medications are administered, they are recorded in the 

medication record book. This book is kept in the office in the Kindergarten and Infants’ 

School.  Non-prescription medications are also recorded (dose and time) in the child’s Home-

Link book, so the parents are aware of their administration. 

• A record of any CD given to a pupil is kept in the CDR book stating what, and quantity and 

how much was administered, when and by whom. 

• The Medical Centre nursing staff audit the non-prescription medications returned, received, 

or administered at DUCKS and on day trips at the end of each term.  

• All records will be stored, processed and retained in accordance with the Privacy Notice for DUCKS’ 

Pupils and Parents.  

There are additional recording requirements for controlled drugs including the requirement to 

maintain a Controlled Drug Register (CDR):  

• A paper Controlled Drugs Register (CDR) will be kept in a bound book format in DUCKS. The 

CDR must be kept on the premises to which it relates (e.g. Kindergarten/Infant School).   

• There must be a separate page for each strength and form of an individual drug. Each page 

must specify the name, strength and form of the drug at the head of the page and all the 

entries on that page must relate to that drug and associated strength only.   

• Each entry must be in chronological order, and each entry must be legible and written in 

indelible ink. If a mistake is made, then it should be crossed through with a single line so that 

it can still be read.  

• Each entry of administration should be signed by the adult administering the medication 

(and the witness (if applicable).  

• The CDR must be available for inspection and audit by an authorised person.  

• CDRs must be kept for 2 years from the date of the last entry, in line with Regulation 23 of 

the Misuse of Drugs Regulations 2001.  

First Aid Boxes 

First aid boxes should only contain items permitted by the Health & Safety (First Aid) Regulations 

Act 1981, such as sterile dressings, bandages, and eye pads.  No other medical items such as 

paracetamol, should be kept in the first aid box. 
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Storage of Medication 

• General: All prescription medication for children must have the child’s name clearly written 

on the container.  All prescription and non-prescription medication held at DUCKS, must be 

kept in a secure, stable environment, and locked in a designated wall mounted medicine 

cabinet. Keys can be stored in a key safe or safe. 

• Controlled Drugs: There are specific protocols for the storage of controlled drugs which must 

be stored in a locked non-portable receptacle such as an appropriate CDs cabinet when 

stored in DUCKS. The key to this cabinet must be securely stored and only accessible to staff 

authorised to have access to it.    

• Fridge storage: Items requiring fridge e.g. antibiotics storage should be kept in a designated 

fridge in the Infants’ School or Kindergarten. The temperature should be within the range of 

2-8 degrees centigrade.  
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