CASTLEMILK DAY NURSERY

Administration of Medicine policy
It is the responsibility of all staff at Castlemilk Day Nursery to ensure that they are aware of Glasgow City Council’s Policy on the Administration of Medicine and the care inspectorate’s management of medication in daycare of children and childminding services.
It is not a requirement of any member of staff to administer medicine, it is done so on a voluntary basis, however staff are aware that they must let the management team know if they opt not to administer medicine, to enable other arrangements to be made with regards to administering medicine.

It is our aim at Castlemilk Day Nursery to ensure that children attending the nursery, who require medicine, have their needs attended to, medicine is administered and dosage recorded accurately.

Staff Guidelines to meet our aim:

· On receiving medicine from a parent, staff advise the parent that they must complete an administration of medicines: parental request form. 
· Staff check with parent that all information requested on the form is complete and accurate. 

· Only prescribed medicines can be administered and the original pharmacy container must be clearly labelled with:
i. The child’s name

ii. The date of dispensing

iii. The name of the medicine

iv. The dosage and frequency and

v. The expiry date.

· Staff check that the information on the medication corresponds with the child’s details and the information on the medical consent form.

· The medicine and the form are stored in a safe place, i.e. not accessible to the children and in individual storage containers, named, labelled and child’s photograph displayed. 
· Medicine which requires refrigeration is stored in a sealed container in the baby room fridge, named, labelled and child’s photograph displayed.  
· Complete medicine forms MUST be shown to a member of management team and recorded on medical record sheet in office and in the child’s care plan. 

Administration guidelines:

· Child’s details are checked again at time of administration.
· Dosage is given

· Details of administration are recorded on the form completed by parents, 2 staff sign form – 1is the person who administered and the other person is the witness. 

· When parents return, information regarding any medication given is passed on and they are asked to sign record of administration: daily dosage form.
· Parents notify staff when dropping off for session if child has had medication before nursery and parent is asked to complete and sign their child’s individual administration of medicines; parental request form.

· Staff administer medicine on a voluntary basis, it is not a requirement of their employment

· When the course of medicine is complete parents are asked to sign off the administration of medicines: parental request form and this is then stored in the child’s file in the office and care plan is updated.

Reference 

MSF 29A – Administration of medicines and procedures in certain medical emergencies
The Data protection Act 1998

Glasgow City Council Health and Safety policy

Education services health and safety management standards

Care inspectorate management of medication in daycare of children and childminding services
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