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Holy Family Senior National School 
      River Valley, Swords Co. Dublin.   

Administration of Medicines Policy and care of Chronic Illnesses 

Introductory Statement 

This policy was drafted as a collaborative exercise between the Board of Management (BoM), staff 

and parents. It will be presented to the Board of Management for ratification. This policy will be 

reviewed on an annual basis and / when required. The Board of Management, staff and parents are 

responsible for the implementation of the policy.  

Rationale 

The policy as outlined and put in place to: 

o Clarify areas of responsibility  

o Ensure staff understand the common chronic health conditions that affect students at this 

school  

o Ensure staff will receive information on appropriate chronic conditions and what to do in an 

emergency e.g. allergies, epilepsy, asthma, diabetes, etc.  

o Give clear guidance about situations where it is not appropriate to administer medicines 

o Indicate the limitations to any requirements which may be notified to teachers and school 

staff 

o Outline procedures to deal with a pupil with a food allergy in our school 

o Safeguard school staff who are willing to administer medication 

o Protect against possible litigation 

Aims 
The administration of Medicines policy aims to:  

o Minimise health risks to children and staff on the school premises  

o Fulfil the duty of the Board of Management in relation to Health and Safety requirements 

o Provide a framework within which medicines may be administered in cases of emergency or 

in instances where regularised administration has been agreed with parents/ guardians 

In-school Procedures 
 

o The Board of Management requests parents to inform the school of any known medical 

conditions. Parents are required to complete a Health Care Plan (HCP) detailing their child’s 

condition, emergency contact information and action required in the event of an emergency. 

o It is important that parents of pupils transferring to 3rd class in September notify the Senior 

School of health needs and/ allergies by June of the previous school year. 
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o If a child enrolled in the school develops a condition/ additional health need, the school must 

be notified. This will enable us to put in place a HCP to ensure the safety and wellbeing of 

the child at all times.  

o Class teachers will receive an information pack relating to the pupils condition that will be 

kept with the HCP 

o No staff member is obliged to administer medicines or drugs to a pupil and any staff member 

willing to do so works under the controlled guidelines outlined below.  

o Prescribed medicines will only be administered after the parents of the pupil concerned have 

written to the principal, requesting the Board to authorise a member of the teaching/SNA staff 

to administer medication.  

o  Under no circumstances will non-prescribed medication be either stored or administered in 

the school.  

o The Board will seek indemnity from parents in respect of any liability arising from the 

administration of medicines 

o The abbreviated HCP will be kept in the teacher’s top desk drawer (unlocked). The original 

will be retained in the child’s medication file in the Principal/ Deputy Principal’s office. A 

summarised version of the HCP is in the yard/ corridor book and classroom 

o Medication e.g. inhalers, jext/epipens, anti-histamines and hypoglycaemic packs as detailed 

in the HCP will also be stored in the teacher’s drawer 

o Parents are asked to place the above medications in a zip lock bag, labelled with the child’s 

name 

o This zip lock bag containing necessary medication should accompany the pupil (s) when he/ 

she leaves the classroom for yard, sports events and trips off-site.  

o The school generally advocates the self- administration (e.g. inhalers) of medicine under the 

supervision of a responsible adult, exercising the standard of care of a prudent parent. A small 

quantity of prescription drugs will be stored in the Principal/ Deputy Principal’s office if a 

child requires self-administering on a daily basis/ emergency situation and parents have 

requested storage facilities- this applies to chronic conditions/ illnesses only.  Parents are 

responsible for the provision of medication and notification of change of dosage 

Long Term Health Problems 

Where there are children with long-term health problems in school, proper and clearly understood 

arrangements for the administration of medicines must be made with the Board of Management. A 

Health Care Plan must be completed.  

Life Threatening Conditions 

Where children are suffering from life threatening conditions, parents/ guardians must clearly outline, 

in writing, what should be done in a particular emergency situation, with particular reference to what 

may be a risk to the child (Appendix 1). If emergency medication is necessary, arrangements must be 

made with the Board of Management. A letter of indemnity must be signed by the parents in respect 

of any liability that may arise regarding the administration of medication.  

Guidelines for the Administration of Medicines 

1. The parents of the pupil with special medical needs must inform the Principal/ Deputy 

Principal by completing the Health Care Plan (HCP).  

2. Parents must write requesting the Principal/ Deputy Principal to authorise the administration 

of the medication in school. 
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3. Where specific authorisation has been given by the Board of Management for the 

administration of medicine, the medicines must be brought into school by the parent/ 

guardian/ designated adult. 

4. A written record of the date and time of administration, name of medication and dosage must 

be kept by the person administering it. (Appendix 2) 

5. Parents/ Guardians are responsible for ensuring that emergency medication is supplied to the 

school and replenished when necessary 

6. Emergency medication must have the exact details of how to be administered- see Health 

Care Plan in class and summarised version in yard- duty books 

7. The BoM must inform the school’s insurers accordingly 

8. Parents are further required to indemnify the Board of Management and members of staff in 

respect of any liability that may arise regarding the administration of prescribed medicines in 

school (Appendix 3) 

9. All correspondence related to the above will be kept in the pupil’s medication file.  

Medicines 

o Where possible, the parents should arrange for the administration of prescribed medication 

outside of school hours. 

o Non-prescribed medications will neither be stored nor administered to pupils in school. 

o In an emergency situation, qualified medical assistance will be secured at the earliest 

opportunity and the parents contacted. 

o It is not recommended that children keep medication in bags, coats, etc. with the exception of 

asthma relievers 

o Medication e.g. inhalers, jext/epipens, anti-histamines and hypoglycaemic packs as detailed in 

the HCP will also be stored in the teacher’s drawer.  

o Medication will be returned to the child’s parents whenever the course of treatment is 

complete, the expiry date has been reached, or and at the end of the year.  

 

The Following guidelines are in place with regards to pupils with a food allergy 

o Each child is requested to send in two epi-pens and other related medication 

o Each pupil in the affected class receives a letter explaining that the class room is a Nut Free 

Zone  

o A Nut Free Zone sign is placed on the door 

o Staff dealing with the pupil do not eat any foods that may trigger an allergic reaction 

o If going off-site (e.g. school tours, football matches etc) medication must be carried by the 

teacher 

o Children will bring two pens to yard every day and place them in the medications box as 

labelled. In the event that the child is absent, the class teacher should notify the teacher on 

yard duty.  

In the event the pupil comes in contact with a food which may trigger an allergic 

reaction 

Please follow the Health Care Plan in the teacher’s drawer/ Yard duty book- A full of version of the 

Health Care Plan will be retained in the Deputy Principal’s office.  



 
 

4 
 

Indicators of shock include 

o Wheezing, severe difficulty breathing, dizziness, cold/ clammy skin and gastrointestinal 

symptoms such as abdominal pain, cramps, vomiting and diarrhoea. 

 

The Following guidelines are in place with regards to pupils with asthma 

This policy aims to:  

• Make provision for the immediate needs and requirements of students who have asthma 

 • Ensure the physical safety and wellbeing of all students with asthma  

• Ensure that adequate resources and arrangements are in place to support students with asthma  

• Ensure that procedures are in place for communicating with parents  

• Provide training for staff in meeting the needs of students with asthma  

• Comply with all legislation relating to safety and welfare at work 

Roles and Responsibilities 

Students: 

o  Are supported to self-manage their asthma in line with their age and stage of development: 

we explain asthma and asthma care to students and provide care with, not just to, them 

o  Have access to their reliever medication at all times 

Parents/carers:  

o  Provide the school with a Health Care Plan ( HCP updated annually) 

o  Provide their child’s medication, clearly dated and in the original labelled container. A 

spacer, and mask as required, should also be supplied  

o Alert staff to any changes in their child’s asthma management. 

Staff:  

o Assist students to take their medication if necessary and administer medication in an 

emergency  

o  Document an asthma attack and advise parents/carers as a matter of priority  

o  If a student uses a spacer/mask label it with their name  

o Minimise exposure to known triggers  

o  Display the 5 Step Rule poster in each class room  

o  Accompany a student to hospital in the case of an emergency 
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Management:  

• Meet all legal, regulatory and policy requirements related to health care planning and asthma, and 

review regularly 

 • Induct new staff in asthma policies and procedures including asthma training and information for 

all staff  

• Review policies and practices 

 

Local Doctors: 

Dr. Padraig Coughlan, 108 Forest Fields Road, River Valley, Swords, Co. Dublin. Ph: 01-8403215 

Boroimhe Medical, Forest Road, Fosterstown, Swords, Co. Dublin. Ph: 01-8406423 

 

Emergencies: 

In the event of an emergency, teachers should do no more than is necessary and appropriate to relieve 

extreme distress or prevent further and otherwise irreparable harm. Qualified medical treatment 

should be secured in emergencies at the earliest opportunity.  

Where no qualified medical treatment is available, and circumstances warrant immediate medical 

attention, designated staff members take a child by taxi  into Accident and Emergency without delay. 

Parents will be contacted simultaneously.  

The school maintains an up to date register of contact details for all parents/ guardians including 

emergency numbers. This is updated in September of each new school year.  

First Aid Boxes:  

A full medical kit is taken when children are engaged in out of school activities such as tours, 

football/ hurling games and athletics activities.  

A first aid box is located on each corridor throughout the school and additional supplies are located in 

Mr. Duffy’s room.  

An A.E.D is located on the wall, at the bottom of the stairs in the new building and also in the P.E hall 

beside the shuttered kitchen area.  

General Recommendations:  

We recommend that any child who shows signs of illness should be kept at home; requests from 

parents to keep their children in at lunch break are not encouraged unless necessary for health and 

safety reasons.  A child who is too sick to go to yard should not be in school.  
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Roles and Responsibilities:  

The BoM has an overall responsibility for the implementation and monitoring of the school policy on 

Administration of Medication. The Principal is the day to day manager of routines contained in the 

policy with the assistance of all staff members.  

Review 

This policy will be reviewed in April 2022 or before this if required.  

This policy was ratified by the Board of Management in January 2020.  

 

 

 

 


