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1. Cairn education is committed to safeguarding and promoting the welfare of young people and expects all staff to share this commitment. 
2. Cairn education aims to ensure that students with medical needs receive proper care and support at school. The headteacher will accept responsibility in principle for members of the school staff giving or supervising students taking prescribed or emergency medications during the school day where those members of staff have volunteered to do so.
3. Cairn staff who volunteer to assist in the administration of medication will receive appropriate training and guidance through arrangements made with the headteacher. Staff may decline to administer medication if they feel it is unsafe or outside their training, if staff decide this they must immediately contact the senior leadership team. 
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4. Medication will only be received in school if it has been prescribed by a doctor or on the written request of a parent.
5. Parents must provide a signed consent form for every course of new medication before medication can be administered. 
6. Only reasonable quantities of medication should be supplied to the school (for example, a maximum of four weeks supply at any one time). 
7. Each item of medication must be delivered in its original container and if prescription only medication, must have a pharmacist label on. The label must contain the name and contact information of the chemist who dispensed the medication, the name and strength of the medication, the prescriber’s instructions and the name of the young person. The medication must be handed over to a Cairn staff member and immediately locked into the medication cabinet until required. 
8. If prescription medication does not have a label, or if the label has been altered or is unreadable, the medication must not be administered. Staff should inform parents immediately if they have been unable to administer medication. 
9. Where the student travels into school via transport such as by taxi, parents/carers should ensure the driver/escort is informed of any medication sent with the student, including medication for administration during respite care. Parents will need to inform the driver/escort that they will need to ensure the medication is handed over to a member of Cairn staff. Parents need to inform Cairn management prior to the event if medication is being transported to school in this way.  
10. Each item of medication must be clearly labelled with the following information:
· Student’s name
· Name of medication
· Dosage
· Frequency of dosage
· Date of dispensing
· Storage requirements (if important)
· Expiry date
11. Young people at Cairn Education may bring in general sales list (GSL) medication such as paracetamol. This must be stored within the medical cabinet and should not be kept on the young person. Parents must sign a consent form for each type of medication stored at Cairn before this can be administered. If a consent form has not been completed, before administering medication, staff must contact parents and confirm their permission to administer the medication and they must confirm the time of any previous dosage of the medication prior to arriving at Cairn. 
12. GSL medication is only administered in line with manufacturer’s guidance. Aspirin is not permitted for children under 16. Parents must provide written consent per medication, not blanket consent.
13. Cairn Education will not accept items of medication which are in unlabelled containers.
14. Cairn Education will provide parents/carers with details of when medication has been administered to their young person. 
15. Where it is appropriate to do so, students will be encouraged to administer their own medication. Cairn Education will risk assess this on an individual basis and will provide students and parents with an explanation if this has not been deemed appropriate. Cairn education staff will keep a written record when medication has been administered.
16. Medication records must include:
· date, time, dose, route
· name and signature of administering staff
· witness signature for controlled drugs
· reason if medication is refused or omitted
17. It is the responsibility of parents/carers to notify the school if there is a change in medication, a change in dosage requirements, or the discontinuation of the student’s need for medication. Parents are responsible for ensuring emergency medication stored in school is in date. The Health and Safety Co-ordinator will regularly monitor that stored medication is in date, taking action as appropriate.
18. Only staff who have received medication training should administer medication to students. 
19. Staff must complete a medication administration form at the time of which they have administered medication. 
20. Staff and students must follow hygiene practices when administering medication. Staff should wash hands before and after handling medication. Staff should prompt students to clean their hands before and after if students are self-administering their medication.  Staff should wear gloves if administering medication such as creams or ointments. Staff and students should clean any equipment used before and after use. 
21. Cairn staff who are trained to administer medication should always consider the 6 rights before administering medication:
· Right person
· Right medicine
· Right dose
· Right time
· Right route
· Right to refuse – staff should never force a young person to take medication. If a young person refuses their medication, staff should make a record of the incident and contact the young person’s parents. 
22. There must be a witness present when administering controlled drugs who must sign that they were present during the administration of the medication. 
23. Staff must never give medication to more than one young person at the same time, give medication to the young person in advance of the time listed on the medication, leave medication unattended or give medication to an unqualified person to administer.
24. Staff must never give a young person’s prescribed medication to another young person, regardless if the young people are on the same medicine. This is a criminal offence. 
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25. Cairn education has a secure, lockable medication cabinet which must be used to store all onsite medication. Any controlled medication must be kept in the lockable medication cabinet in a further non-portable, lockable container only accessible to named staff. 
26. Emergency medication such as epi-pens and inhalers must be kept in an unlocked container which is easily accessible. 
27. Cairn staff will need to check the medication storage requirements when medication has been handed over. Medication which can be stored at room temperature should be in an environment less than 25 degrees Celsius. Medication which needs to be stored in the fridge can be kept in a domestic fridge, however it must be in a separate container that is clearly labelled to warn others and it must be kept between 2-8 degrees Celsius. Fridge temperatures at Cairn are monitored and recorded daily.
28. At least once a term, the health and safety officer should check the expiry date of medication held at Cairn education. Cairn staff should check the expiry date of medication before administrating. 
29. It is the responsibility of parents to dispose of medication which is no longer required or expired. However, if this is not possible, Cairn staff can contact a pharmacist who will dispose of medication which is no longer required. This must be accurately recorded. Staff must not dispose of medication by flushing into the sewer system, or regular dustbin, as this is a criminal offence. 
30. Sharp items must be handled and disposed of appropriately through the use of sharp bins and containers. Sharp bins and containers should never be carried by young people or left unattended when containing sharp items. 
31. Cairn staff need to record and monitor any medication which is take offsite. Staff should carry medication in secure, tamper-proof case. Named trained staff are allocated responsibility. Emergency medication needs to be kept immediately accessible, with the staff member, not left in bags or vehicles.
Identifying students with medical conditions
32. Parents/carers should inform Cairn education of any long-term medical condition via the admission form. This should include any medication required such as asthma inhalers or epi-pens.
33. Parents need to update Cairn with any changes to a learner’s medical conditions, medication or any relevant information in regard to supporting a learners health needs. 
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34. Medication - asthma sufferers should carry their own medication. A spare inhaler is available in the medication cabinet. A specific spare inhaler is also kept for learner (AJ) in a medication grab bag, which has been agreed by parents and must be kept with staff who are supporting AJ.  
35. Staff should prompt learners to use their inhaler as required. 
36. Staff should ensure that students who have asthma have their inhaler on them before leaving the Cairn building, particularly if they are engaging in physical activity such as going for a walk or sports. 
37. During an asthma attack:
a) Ensure that the reliever medicine is taken promptly and properly - take one puff of the reliever inhaler (usually blue) every 30 to 60 seconds up to 10 puffs.
b) Make sure a staff member remains with the student at all times
c) Stay calm and reassure the student:
· listen to what the student is saying and to what he/she wants: the student probably has been through it before
· loosen tight clothing around the neck if appropriate 
· offer the student a drink of warm water
· try tactfully to take the student’s mind off the attack
· do not put your arm around the student’s shoulder as this is restrictive
d) Help the student to breathe:
· Encourage the student to breathe deeply and slowly
· Most people with asthma find it easier to sit upright or to learn forwards slightly
· The student may want to rest his/her hands on the knees to support the chest
· Make sure that the student’s stomach is not squashed up into the chest
· Lying flat on the back is not recommended
38. If the student feels worse at any point, or if the student does not feel better after 10 puffs, call 999 for an ambulance. If the ambulance has not arrived after 10 minutes and the symptoms are not improving, the student should take one puff of the reliever inhaler (usually blue) every 30 to 60 seconds up to 10 puffs. If the symptoms are no better and the ambulance has still not arrived, contact 999 again immediately.
39. After an attack - minor attacks should not interrupt a student’s involvement in school activities. As soon as the attack is over encourage the student to continue with normal activities. If a student has been seen by a medical professional after an asthma attack, the student should see their GP or asthma nurse within 48 hours of leaving hospital, or ideally on the same day if hospital treatment was not required. About 1 in 6 people treated in hospital for an asthma attack need hospital care again within 2 weeks.
40. Cairn staff should always inform parents when an asthma attack has occurred and immediately if an ambulance is called. 
41. Cairn management should review any incidents when asthma attacks have occurred.
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42. The following can happen:
· Hypoglycaemia – when blood sugar levels fall below normal 4mmol/l
· Hyperglycaemia – prolonged high blood sugar level, which can lead to diabetic coma.
43. Hypoglycaemia (low blood sugar most common) – symptoms:
· Faintness
· Palpitations
· Strange behaviour
· Sweating
· Cold skin
· Strong pulse
· Shallow breathing
44. Treatment – staff should always follow the students Individual Health Care Plan (IHCP). Cairn management will need to ensure that any student who has diabetes has a IHCP prior to starting at Cairn and that staff are trained to specifically administer the required medication. 
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45. There is a sudden allergic reaction to:
· Certain foodstuffs
· Drugs
· A sting from an insect
· Latex rubber
In such cases breathing is dramatically reduced because of tightening of the airways due to swelling. They become shocked because of dilated blood vessels.
46. Symptoms:
· Anxiety
· Blotchy skin/rash
· Swelling of face/eyes/throat
· Seriously impaired breathing
· Rapid pulse
· Unconsciousness
47. Treatment – all cairn staff to ensure they follow the students IHCP, which will instruct when to administer an epi-pen. All staff have been trained on how to use epi-pens and undertake regular refreshers. Epi-pens are kept in the first aid box in the upstairs communal area. There is also spare epi-pens in the medicine cabinet. Students who have known allergies carry an epi-pen with them and a spare is kept in the student’s grab bag. Staff to ensure they have the grab bag on them at all times when supporting learners who can experience allergic reactions. 
48. Staff to call 999 immediately following an epi-pen administration and contact the students parents/carers. 
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