
Blackhall Nursery 
 

Administration of Medicine Policy 
 

The following policy takes into account guidelines from The Care Inspectorate, Early Years 
Scotland ) (Section 1) and the City of Edinburgh Council (Section 2) and refers to Consent 
Forms provided in “The Handbook of Procedures for the Management of Pupils with Health 
Care Needs in Educational Establishments” supplied by CEC/NHS Lothian. 
 
General principles 
 

This policy falls under the remit and responsibilities of the Health and Safety Polic and may 
be used in conjunction with the Additional Support for Learning Policy. 
 

Consent - Prior written consent from the parent/carer is required for the administration of 
any medication and clear written instructions must be obtained.   The parent/carer must 
complete the appropriate form from the Handbook of Procedures (see page 2 of this policy) 
which will confirm that the child has previously been given at least one dose of the medicine.   
 

Roles and Responsibilities – 
  
Parental Role  
It is the responsibility of the parents to ensure that the child is well enough to attend the 
setting. The parent will inform staff of any medication that is currently being administered. 
Parents will also inform the setting if the child has received the medication at home, when it 
was administered and how much was given to ensure the correct dosage instructions are 

being followed.  
 
Parents will be required to complete (and regularly update) a consent form (see Handbook of 
Procedures) giving permission for staff to administer the medication. A new form will be 
completed for each new medication required by the child. Parents will be asked to sign and 
acknowledge the medication given to their child each day. Parents will inform the setting if the 
child stops taking medication. Medication must be supplied to the Nursery in it’s original 
container and box, clearly labelled with the child’s name. 
 
Staff Role  
 Staff will ensure that they have the required written permission from the parent for the setting 
to administer the medication. Each time a staff member administers medication to a child, an 
Administration of Medication form will be completed and signed. A second member of staff 
will witness the administering of the medication and then countersign the form once the 
medication has been given. Staff will need to complete the Administration of Medication Form 
each time medication is given, noting the date, time and dosage. 
 
 

Administration - The person in charge will normally be the only member of staff with 
authority to administer medication and appropriate training will be given. A witness is 
required to observe the administration of medicine and to sign the corresponding MARS 
form (see Documentation).   In some instances where immediate emergency action may be 
needed e.g. an epi-pen for an allergic reaction, other members of staff will be allowed to 
administer the medication when appropriate training has been given and written consent 
received.   A written record will be kept of such training. Staff will not give the first dose of a 
new medicine to a child. Parents should already have given at least one dose to ensure that 
the child does not have an adverse reaction to the medication. This does not include 
emergency medication such as an adrenaline pen where the risk of not giving it could 
outweigh any adverse reaction. 
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If the child spits out, vomits or refuses the medication no further dose should be given and 
the parent should be informed. If the child is given too much medication, or medication is 
given to the wrong child, staff will inform the parent immediately. Further 
advice/instructions should be sought from a doctor.  
 
If a child on medication is taken to hospital the child’s medication should be taken in a sealed 
bag/box, which contains a copy of the signed parental consent form and which is clearly 
labelled with the child’s name. 
 

 

Outings - When a child requiring such medication goes on an outing, the child’s medication 
must be taken along by the person in charge of the outing.  See Outings and Excursions Policy 
 

Documentation - Medication Administration Recording System (MARS) 
A Medication Administration Recording System must be kept, showing the child’s name, type 
of medicine administered, reason for administration of medicine, date and time 
administered, dosage, name and signature of person administering medicine, name and 
signature of witness, time of notification to child’s parent/carer when medicine has been 
given in an emergency and Parent/Carer’s signature.   A separate page will be kept for each 
child within the MARS to ensure confidentiality and best practice.  
(see Blackhall Nursery Administration of Medicine Record Book and Record Sheet.)  
 
The person in charge of the Nursery is responsible for making sure that this 
policy is complied with. 
 
 
SECTION 1 
 

The appropriate Nursery staff may administer oral medication prescribed by the child’s GP 
without completing an Early Years Scotland consent form provided that the relevant consent 
form from the Handbook of Procedures has been signed by the parent/carer.   This form 
will be kept by the Nursery.  
Asthma inhalers and nebulisers are treated as “oral medication” for the purposes of 
insurance provided through Early Years Scotland.   The Nursery must ensure that appropriate 
staff training has been given for the administration of this type of medication, and that the 
appropriate consent form from the Handbook of Procedures has been completed and filed 
with the medication supplied. 
 
Consent forms in the Handbook of Procedures 
 

Consent forms available:  
 
Form 1: Request for school to issue non-prescribed medication in school 
(Form 1 is used exclusively for paracetamol and non-steroid topical creams or emollients) 
Form 2:  Request for school to issue short-term prescribed medication in school 
Form 3:  Request for school to issue long-term prescribed medication in school 
Form 4:  Request for school to issue long-term “as required” prescribed medication in school 
 

- This form will detail the medication concerned, the appropriate dosage, clear 
instructions as to how to administer the medication and will have been signed by the 
parent/carer.   

-  It will include confirmation that the parent/carer has previously given at least one 
dose of the medicine to the child to ensure that there is not an adverse reaction to it.   

- Nursery staff will not accept paracetamol with the purpose of reducing a 



 3 

temperature. This will only be accepted as pain relief eg for teething  
 

Nursery staff will not be able to administer such medication until the form has been 
completed and signed. 
   
Life saving or emergency invasive medication (e.g. rectal diazepam for epilepsy or 
adrenaline injections/epi-pen for anaphylactic shock): 
 

Every situation must be dealt with individually.   The Nursery must contact Early Years 
Scotland on 0141 221 4148 before agreeing to administer any life saving or emergency 
invasive medication.   If necessary, a separate form supplied by Early Years Scotland must be 
completed by both the nursery and a parent/carer and returned to Early Years Scotland who 
will advise of the outcome in writing as soon as possible. 
 

In order for the Nursery’s insurance cover to be extended to cover administration of such 
medication, copies of the following documentation must be sent to Early Years Scotland’s 
Insurance Team (see address separately) for appraisal: 
 

• Written consent, stating the child’s condition, the treatment required, and consent 
for the staff to administer medication from the child’s parent/carer 

• Confirmation of staff training in the administration of such medication by a qualified 
health professional such as the child’s GP/District Nurse/Child Nurse 
Specialist/Community Pediatric Nurse or approved first aid training agency.  An 
individual care plan consent form for the administration of rectal diazepam should be 
requested from EARLY YEARS SCOTLAND Centre.    

 
When a child requires help with everyday living (e.g. breathing apparatus, colostomy bags, 
feeding tubes) 
 

The Nursery must forward to Early Years Scotland’s Insurance Team for appraisal: 
 

• Written consent, stating the child’s condition, the treatment required and consent 
from the child’s parent/carer for the staff to administer medication. 

• Confirmation of staff training in the administration of such medication by a qualified 
health professional such as the child’s GP/District Nurse/Child Nurse 
Specialist/Community Pediatric Nurse or approved first aid training agency.   These 
staff should also be trained to recognise the symptoms that may warrant such 
medication being given.  Refresher training should be completed on a 3 year cycle. 

 
Storage of medicines 
 

Medicines will not be stored in the First Aid box but will be kept in separate sealed 
bags/boxes together with the parental consent form and, if required, the relevant Action 
Flowchart, in a cupboard beside the First Aid box.  This cupboard will be kept locked.   A 
medicine register (MARS) for recording the administration of medicine is located in the same 
cupboard as the medicines.  
 
SECTION 2 
 

Severe Allergies, Asthma and Epilepsy 
 

Staff are required to update their knowledge of these conditions by attending CPD sessions 
every 2 years.    City of Edinburgh Council guidelines contained in “the Handbook of 
Procedures.....” *    issued in November 2009 and updated January 2016, recommend that in 
a nursery setting, a core of 3 members of staff, to include one from senior management and 
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staff with a First Aid remit, should be trained.    
 

The following flowcharts will be displayed in the snack/kitchen area of the Nursery: 

• A Symptom and Action Flowchart for Asthma Attack and  

• A Symptom and Action Flowchart for Severe Allergic Reaction (Anaphylaxis) NOT 
Using an Adrenaline Pen  

• A Symptom and Action Flowchart for Severe Allergic Reaction (Anaphylaxis) Using an 
Adrenaline Pen 

• A Symptom and Action Flowchart for an Absence/Atonic/Complex partial Epileptic 
Seizure 

• A Symptom and Action Flowchart for Generalised Tonic Clonic Epileptic Seizure 
 
 

*   CEC/NHS Lothian’s “The Handbook of Procedures for the Management of Pupils with 
Health Care Needs in Educational Establishments”, Appendix 1  

For children with the following conditions: 
 

Severe Allergies 
Epilepsy 
Diabetes 
Cystic Fibrosis 
 

And for guidance on the use of school Health Care Plans, staff must refer to “the 
Handbook of Procedures....” and follow that guidance for the purposes of training and 
administration of the appropriate medication. 
 
* CEC/NHS Lothian’s “The Handbook of Procedures for the Management of Pupils with 
Health Care Needs in Educational Establishments” 

 
Early Years Scotland  
21 Granville Street 
Glasgow 
G3 7EE                                Tel: 0141 221 4148 
 
 
 
 
 

Additional documents: 
 

• Symptom and Action Flowchart for Asthma Attack 

• Symptom and Action Flowchart for Severe Allergic Reaction (Anaphylaxis) NOT using 
an Adrenaline Pen 

• A Symptom and Action Flowchart for Severe Allergic Reaction (Anaphylaxis) Using an 
Adrenaline Pen  

• A Symptom and Action Flowchart for an Absence/Atonic/Complex partial Epileptic 
Seizure 

• A Symptom and Action Flowchart for Generalised Tonic Clonic Epileptic Seizure 

• Administration of Medication Record Book + Record Sheet  
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Adopted on: 08.05.23 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FG 11.2.10/18.11.13/03.15/LS/KW03.10.16/23/09/2019  GS 11/22, 05/23 
 



 6 

 



 7 

 



 8 

 



 9 

  



 10 

  



 11 

           
 

Blackhall Nursery 
 

 

 

 

 

 

 

 

ADMINISTRATION OF MEDICINE 
 

 RECORD BOOK 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 12 

Blackhall Nursery 
 

Administration of Medicine Record Sheet 
 
Child’s Name……………………………………………….................................................     Date of birth..……........................ 
 
Name of medicine to be administered…..........................................................................   Expiry date:…………………….... 
 
Storage instructions (if any) ……………………………………………………………….......................... 
 
How to be administered (Please tick appropriate box): 

□  Dosage as prescribed (Give details) …………………………………………………......................... 

     or 

□  Dosage as per general instructions for use  
 

EARLY YEARS SCOTLAND form completed   □  
EARLY YEARS SCOTLAND confirmation received and stored with medicine   □           Date…………….............. 
 

Who gave 
medication:  
Name + signature 

Dose Date Time Witness 
Name + signature 

Reason for administration 
of medication 

If emergency, 
time of 
notification to 
child’s 
parent/carer 

Parent/Carer’s 
Name + Signature 
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