
 

BRIGHTON BEACH PRIMARY SCHOOL 

  
Medication Administration Policy 

 
 

Rationale:  

Provide guidelines for the administration of medications to students whilst attending school 
or school-based activities, in accordance with the advice of the student’s prescribing health 
practitioner or as an emergency first aid response. 

Aims:  

To ensure that students have access to a reasonable standard of support for their health 
needs whilst attending school or school-based activities. 

 

Implementation:  

A request for school staff to administer medication during school hours should be 
considered only when there is no other alternative in relation to the treatment of 
specific medical conditions or when a prescribing health practitioner has determined 
that the administration of medication at school is necessary. 

 The school will advise parents (e.g. via the school website, newsletter, induction pack) 
that the "School Medication Administration Authorisation Form" needs to be completed 
by the parent/guardian before medication can be administered for chronic (long term) 
medical conditions and also short term prescribed or over the counter medications (see 
appendix 1). 

 The parents of students, who may require emergency medications, will provide up to 
date treatment plans including contact details of the medical practitioner. 

o  Parents will make hard copies of updated student action plans available:  
 on enrolment 

 at the beginning of the school year  

 if any amendments are made throughout the school year (changed 
medication, newly prescribed medication) 

 Staff will meet with students' parents to discuss the responsibilities of both parties where 
possible, e.g. ensuring appropriate supply of medication is made available if required. 

 If there is a change in the medication dose/order, parents must notify the school in 
writing of changes.  If the medication is no longer required, PARENTS (not the student) 
are expected to collect the medication in its supplied packaging directly from the office 
or notify the school to make disposal arrangements.  

Prior to Medication Administration: 
 ensure a written request has been received from the parent in the form of: 

o Brighton Beach Primary School, "School Medication Administration Authorisation 
Form"  (see appendix 1)  

 ensure medication to be administered has medical authorisation, e.g. a pharmacy label 
attached to the original container 

 obtain information from parent about potential side effects of medication if possible 

  



 be aware of potential medication errors and follow the guide on how to safely administer 
medication to students (see appendix 2) 

 if the information on the medication container contradicts the request of the 
parent/carer/guardian, do not administer medication and seek clarification from the 
parent. 

During Medication Administration: 
 follow the protocols for safe administration of medications (see appendix 2) 

 check the instructions as per pharmacy label prior to administration and follow specific 

instructions, e.g. to be taken with food 

 administer medication directly from the original medication container  

 notify the classroom teacher and parent if student refuses their medication 

 notify the parent if the student misses a dose of medication including if the student 

refuses to take the medication or if any other medication error occurs 

 complete details in the “Medication Administration Log” and/or the Parent Notification 

book immediately after the routine or short-term medication is administered to a student 

(including when students are on school outings, excursions and camps) 

 record details of administration of emergency medication in CASES21 

Medication errors:  
 notify the student's parent of medication errors (e.g. missed dose, dose refusal) and 

record the incident in CASES21 

 if the incorrect dosage of medication or the incorrect medication has been administered 

to a student, immediately: 

o Phone POISONS INFORMATION CENTRE on 131 126 if there is no immediate 
adverse reaction and follow the advice given, or 000 if necessary and follow 
instructions.  

Response to Medication Side Effects:  
 if the student presents with side effects (atypical symptoms or behaviors) phone the 

Adverse Medicines Events Line telephone 1300 134 237 (for non-emergencies) for 

advice and advise the parent or if the student has collapsed or is not breathing after 

receiving medication, immediately phone 000 and follow the advice given  

 notify the principal and record any event related to side effects of medication in student 

records. 

After Medication Administration: 
 if required, notify the parent when the medication quantity is low or approaching its 

expiry date.  

Stolen medication or misused medication: 
 in the case of stolen or misused medication, or medication diverted from the person to 

whom it was originally prescribed, notify the school principal.  

Storage of medication:  
 storage of medication is to be in the original containers according to the 

manufacturer's instructions and special instructions from the pharmacist or prescribing 

health practitioner (including medication which needs to be stored at specific 

temperatures)  

 store medication in a non-portable, locked space such as cupboard/cabinet reserved for 

medications only, in a secure fridge if required with authorised access only, or as 

directed in the student’s Individual Health Plan, Emergency Health Plan or Action Plan 



 store emergency medication such as an adrenaline auto-injector or an asthma reliever 

in a safe, unlocked location where it is easily accessible to authorised staff at all times in 

the event of an emergency  

 limit access to all stored medications to persons authorised to administer medications 

 ensure accessing medication causes minimal disruption to the student's learning 

program. 

Disposal of Medication and Equipment  
 wnsure safe disposal of sharps in a sharps bin provided by the council and can be 

changed at council. 

 dispose of unused and unclaimed medication by: 

o advising the parent to collect the medication from the school. 

Medication administration in a medical emergency: 
 staff will provide emergency first aid by: 

o following the student's Emergency Health Plan or Action Plan 
o administering first aid when there is no student specific plan 
o document details in accordance with school policy in CASES21 

Parent/Guardian Responsibilities: 
For students with medical conditions, parents are to notify the school about their 
child's health, and keep the school regularly updated. 

 notify the school if the student requires medication during school or school-based 

activities (including camps and excursions) via:  

o a "School Medication Administration Authorisation Form" permission form, 

completed and signed by the parent and the prescribing health practitioner, if the 

student has a chronic (long term) medical condition and requires routine or 

emergency medications.  

 notify the school in writing of any requests and/or guidelines provided by the students' 

prescribing health practitioner concerning medication administration 

 consult with the school to develop an Emergency Health Plan if emergency medication 

is required for the student 

 notify the school in writing (with an accompanying letter from the prescribing health 

practitioner) when changes occur to the students' routine or emergency medication 

 notify the school in advance (in writing) if medication is being transported with the 

student for purposes other than administration at school (respite, shared parental 

arrangements) and deliver to the Sick Bay for storage throughout the day. It is the 

parent/adult’s responsibility to pick medication up after school concludes. Parents can 

arrange to have medication passed between the school and Before/After School Care 

staff if required 

 advise school in writing and collect medication when it is no longer required at school. 

Parent Communication with Health Practitioners and Pharmacists: 
 where possible ask the prescribing health practitioner if the required medication is 

available in a form which minimises or eliminates the need to administer medication at 
school 

 discuss the option with the dispensing pharmacist to supply the medication in a multi-
dose pack with clear administration directions (particularly when multiple medications 
are prescribed)  

 obtain written advice from the prescribing health practitioner if the dose is to be varied in 
response to specific criteria (e.g. blood glucose level, behaviour). 



Parent responsibilities with supplying Medication and Written Advice: 
 provide the medication in person or via a delegated adult (rather than send with the 

student) in a safe manner to the school and in the original container with the Brighton 

Beach Primary School “School Medication Administration Authorisation Form” (see 

Appendix 1) 

 provide an Action Plan for Anaphylaxis or Asthma completed by the student’s medical 

practitioner when medication is prescribed to manage emergency health 

conditions/situations for these health conditions 

 ensure the medication supply has not expired and is adequate for the agreed time 

period, and replenished as required (school may notify) 

 in the event that a student arrives to school with a medication, (either prescription or 

over the counter) and a “School Medication Administration Form” has not been filled out, 

a phone call to the parent is to be made and verbal consent given, prior to 

administration of the medication. The medication can be given at the Registered Nurses 

discretion and provided they are satisfied that the appropriate checks, dosages and 

safety of the student is made.  A “School Medication Administration Authorisation Form” 

is to go home with the student and needs to completed before the next dose of 

medication can be given. 

Self-administration of medication: 
It is the schools position that self- administration of medication by students is ONLY 
done in rare and unusual circumstances, as indicated necessary by a health 
practitioner. 

In this instance the school will approve the student to be responsible for self-administration 
of medication and self-management of health conditions under the following conditions: 

 consultation has occurred with parent and student/s regarding arrangements for the self-

administration of medications and self-management of health conditions and the risks 

associated with self-administration in a school setting 

 the parent, prescribing health practitioner and school has determined the student is 

responsible enough to undertake self-administration of medication at school 

 the parent has provided the school with any written advice regarding self-administration 

provided by the prescribing health practitioner  

 agreement has been reached amongst the student, parent and relevant school staff as 

to where medication is stored and where and how it is administered. 

 that the student will notify their teacher and registered nurse if they have self- 

administered medication 

School responsibilities with training and support of staff: 
 identify staff members willing and able to co-ordinate yearly training in anaphylaxis 

management and CPR 

 ensure that all staff that are level 2 first aid trained are confident and competent in the 

administration of medication in accordance with students’ Individual Health Plans, 

Emergency Health Plans or Action Plans. 

 ensure procedures have been implemented for all staff, including temporary relief 

teachers and other staff, to be informed of all students they supervise who require the 

administration of medication, and where possible, to be fully aware of warning signs, 

triggers and emergency responses for health conditions requiring medication or other 

management as outlined in the student's Emergency Health Plan  

 ensure school staff are trained in the recognition and management of a health-related 

emergency for students and staff.  

 



School responsibilities for communication with staff: 

 ensure Individual Health Plans, Emergency Health Plans and Action Plans are 

accessible to all relevant staff who provide direct supervision or are assigned to support 

students with a specialised health need or health procedure 

 ensure staff are aware of  the  school-specific procedures for the administration of 

medications and ensure all relevant staff are familiar with these procedures.(see 

appendix 2) 

 ensure staff are aware of procedures for recording and reporting medication errors (see 

appendix 3)  

 Clarify procedures for secure storage and transportation of medication if the student is 

required to carry it to out of school hour’s venues (see appendix 4). 

EVALUATION:  
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APPENDIX 1 

 
 

 
 
 
 



 

APPENDIX 2 

 

PROCEDURE FOR ADMINISTERING MEDICATION 

The school medication administration authorisation form, is to be sited and used in conjunction with 

the following verbal and visual checks to ensure the safe administration of medication. 

ADMINISTERING: 

The registered nurse or nominee must ensure: 

 the correct student is receiving the medication by stating their name 

 checking the name of the medication of specific instruction on administration eg: to be taken 

with food, etc 

 in the proper dose  

 via the correct method, such as orally, by ear, eye, inhaled 

 at the correct time of the day. 

ADVERSE EVENTS: 

 notify the classroom teacher and parent if student refuses their medication 

 notify the parent if the student misses a dose of medication including if the student 

refuses to take the medication or if any other medication error occurs. 

RECORDING: 

The School Medication Administration Form is to be sited and signed by the school RN or 

representative. 

The weekly schedule of students receiving medication is to be filled out 

 once medication is dispensed, the person issuing medication will fill out the parent notification 

book to ensure there is documentation of the medication being administered. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
APPENDIX 3 

PROCEDURE FOR RECORDING AND REPORTING MEDICATION ERRORS 

1. If a medication administration error has occurred and first aid is administered if 

required, notify: 

 School principal 

 School nurse if applicable 

 Parent to be notified by school RN or principal. 

2. Enter incident into CASES21. 

 

  



APPENDIX 4 

 

MEDICATION TRANSPORTATION:  

 provide the medication in person or via a delegated adult (which can include Campt 

Australia staff) (rather than send with the student) in a safe manner to the school where 

it is to be handed in to office staff or the school nurse if available. 

 

MEDICATION STORAGE: 

 store medication in a non-portable, locked space such as cupboard/cabinet reserved for 

medications only, in a secure fridge if required with authorised access only, or as 

directed in the student’s Individual Health Plan, Emergency Health Plan or Action Plan 

 store emergency medication such as an adrenaline auto-injector or an asthma reliever in 

a safe, unlocked location where it is easily accessible to authorised staff at all times in 

the event of an emergency  

 limit access to all stored medications to persons authorised to administer medications 

 medication must not be stored in students bags or in the classrooms. 

 

 

 


