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The Willows School and Early Years Centre 
MEDICINES AND FIRST AID POLICY

It is the general policy of the school to ensure that all staff have basic first aid training.  Appropriate members of staff will have specialist Paediatric First Aid training and the Headteacher will have First Aid at Work training.

1. Medicines
We prefer not to give medicines or creams at school; however there will be instances where a midday dose is needed. We can only administer prescribed drugs. Any medication to be administered in school must be requested in writing by the child’s parent or guardian via the Medicine Administration Form.  The childs Class Teacher is responsible for giving medicine. The medicine book, supervised by The First Aid Lead in the first instance but overseen by Headteacher, or other members of the SLT, must also be signed clearly stating the dosage required.

Any child’s asthma treatments, whether occasional or daily, will be given by a member of staff in accordance with their prescription and after consulting the child’s parent about their particular needs. Asthma medication procedure must be detailed in the medicine book and signed. All medication must be labelled and readily available in the case of an emergency. All asthma medication is available on demand.

All medicines must be brought to and collected from the school by an adult; they will be stored in the Refrigerator in the Head’s office or a locked cupboard. 
Children needing daily treatment will be taken by the class TA to a room to receive treatment. A member of staff supervises all treatment. In the case of creams children should wash their hands, staff should squeeze an appropriate amount onto the child’s hand and he or she applies the cream. Staff must not rub cream in for children.        

On educational visits a trained TA or the Responsible Adult, will be responsible for taking any appropriate medication, a first aid kit and keeping records. We cannot provide refrigeration facilities for antibiotics on visits.    

2.  ACCIDENTS

All accidents whether minor or more serious are noted in the accident report books which are kept in the MDS cupboard and Nursery area. These must be completed legibly and initialled.

Minor accidents are treated by members of staff who have undergone First Aid Training. An accident report slip is given to the child to give to their parent or guardian at home-time. If possible the class teacher will also speak to the parent briefly at the end of the session/day.

Accidents of greater significance, but not serious enough to warrant emergency treatment, are discussed between one of the First Aid trained member of staff and the SLT/Headteacher and a judgement is made whether to telephone the child’s parent. If there is any doubt as to the child’s well-being, for example in the case of a knock on the head from a playground fall, parents are always contacted. 
In the case of serious accidents and emergencies, we seek to contact parents or the emergency contact listed on a child’s admission form urgently, and also, if necessary, immediately take the child to the Accident and Emergency Department at MKGH. The exception to this would be in the case of an accident where moving the child would be dangerous, where an emergency ambulance would be requested. If no parents have then arrived 2 members of staff will accompany the child to hospital. In the case of a serious accident/incident of any child or adult it will be reported to the Health & Safety Team at Milton Keynes Council.  In the event of a child needing emergency treatment the Headteacher will sign the appropriate paperwork if a parent cannot be contacted. Emergency information is taken to the hospital. For children with severe or special medical needs advice will be sought from parents, the Health Visitors on site and/or the School Nurse regarding signs/symptoms and appropriate courses of action will be noted.

Risk assessment of medicines in school will be completed annually.

The First Aider at Work (for staff) Jo Orbell and Caroline Goy
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