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This policy must be read in conjunction with all school policies related to medication and health, including the school policy for administrating medication (S18b) and the school’s first aid and asthma policies.  
Administering Medication  
If a child attending Cedars requires prescription medication of any kind, their parent or carer must complete a permission to administer medicine form, in advance of the session. Ideally, children should take their medication before arriving at Cedars. If the school has been informed of a need for the administration of medicine, then it still remains the responsibility of the parents/carers to also inform Cedars staff. 
At Cedars, prior to administering medication, procedures set in the school’s administering medicines policy are followed; this includes full parental consent prior to administration, with the exception of a reliever inhaler for asthma attacks and those already detailed in a Health Care Plan. These procedures ensure that all checks for allergies and medication already taken are investigated fully before any medication is administered. 
In the case when a parent indicates that a child has a school Health Care Plan (HCP), this will be followed during the child’s time at Cedars. It is the parents’/carers’ responsibility to inform staff at Cedars that there is a HCP in place and if this has been amended at any point. 
Those with an inhaler named on their HCP will have access to this as stated on the plan. The school’s asthma policy will be followed by staff at Cedars.  
A designated staff member will be responsible for administering medication or for witnessing self-administration by the child (as in the case of inhalers). The designated person will: record receipt of the medication one of the school medication forms, check that the medication is in date and labelled properly, and ensure that it is stored securely and appropriately during the session. 
Before any medication is given, the designated person will: 
· check that Cedars has received parental consent in line with the school’s administering medication policy and that the form has been completed in full and a stored in the medical room
· check the school medical form folder to ensure that there is no record of prior medication that would mean no further doses should be given at that time
· ask another member of staff to witness that the correct dosage is given. 
When the medication has been administered, the designated person must: 
· record all relevant details on the school’s administering medication sheet and file in the school’s folder in the medical room. 
· if the parental permission form has been completed over the phone, the child’s parent or carer must verbally sign the form to acknowledge that the medication has been administered. 
If a child refuses to take their medication, staff will not force them to do so. The manager and the child’s parent or carer will be notified, and the incident recorded on the medication form.   
Cedars staff may make the decision to contact a parent/carer to collect the child if too unwell to attend Cedars. 
Training
Certain medications require specialist training before use, e.g. Epi Pens. If a child requires such medication, the manager will arrange appropriate training for all staff as soon as possible. It may be necessary to briefly postpone the child’s place until such training has been undertaken. Where specialist training is required, only appropriately trained staff may administer the medication. A child’s parent or carer inform the school and Cedars if there are any changes to a child’s medication (including change of dosage or frequency) so that a new HCP may be held.  
Emergency Treatment
As part of the registration process, parents will be asked to complete the Emergency Medication and Treatment Consent form (see Appendix 1) which, in the unlikely event of an accident, serious illness or injury, gives parental/carer permission for the appropriate medical treatment. This is part of the registration form and process. In all instances, a member of Cedars staff will contact the parents/carers; however, emergency treatment should not be delayed in a situation whereby a parent/carer cannot be reached. Please also see the Cedars Accidents and Emergencies Policy.
Staff Medication  
In exceptional circumstances, when a staff member must bring any medication on site, then they need to inform the manager prior to the session. The manager will ensure that the medication does not affect their work and that it is stored securely and kept out of children’s reach. This will be recorded in the medication log.  
Records
The records contained in the medication sheets will be kept for a duration of two years. 
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Cedars Emergency Medication and Treatment 
Consent Form


As always, the happiness and safety of your child is of paramount importance at Cedars. This form ensures that staff have access to the information needed to support any medical needs your child may have. Every effort will be made to contact parents or carers in the case of an emergency. If you are unavailable, this Emergency Consent form allows you to provide consent for your child’s emergency care. This form does not provide staff with permission to administer medications in school. Please see the Cedars area of the school website (www.berkswichceprimary.co.uk) for policies related to medication whilst your child is part of the school care club. 

Full name of child: 
Date of birth of child: 
I ____________________________ (name of parent/carer):
· give permission for Cedars staff to access the medical information held on the application form completed as part of the school registration process. 
· understand that it is the parents’/carers’ responsibility to ensure that any changes in medical needs of the child named above are communicated to the Cedars manager (please note that any information changes always need to be passed directly to both the school and to Cedars). 
· agree to the person in charge of the Cedars session giving consent on my behalf, should the necessity arise, for an anaesthetic to be administered or for any other urgent medical treatment to be given.
By signing below, I agree to my child named above receiving medication as instructed, and any medical, dental or surgical treatment including a blood transfusion and anaesthetic as considered necessary by the medical authorities.
Signature of parent/carer: 
Name of parent/carer:
Date: 


Checked by:                                                        (to be completed by Cedars manager)
Date:
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