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Administering Medicine Policy 

Future Stars Coaching Ltd is committed to ensuring that children with short-term or long-term 
medical needs can participate safely in our activities. This policy outlines how medicines will be 
stored, administered, recorded and managed to protect the health, safety and wellbeing of all 
children. 

This policy applies to all employees, volunteers and agency staff working within Future Stars 
Coaching Ltd's breakfast clubs, wraparound care, holiday clubs and any other childcare provision. 

If a child attending any Future Stars Coaching club requires medication of any kind, their parent or 
carer must complete a Permission to Administer Medicine form in advance. Staff at the Club will not 
administer any medication without such prior written consent.  

Ideally children should take their medication before arriving at the Club. If this is not possible, 
children will be encouraged to take personal responsibility for their medication, if appropriate.  

If children carry their own medication (eg asthma inhalers), the Club staff will offer to keep the 
medication safe until it is required. Inhalers must be labelled with the child’s name.  

Responsibilities 

Managers are responsible for: 

• ensuring appropriate medication records are maintained  

• ensuring staff receive appropriate training  

• ensuring medicines are stored safely  

• reviewing Healthcare Plans  

Staff are responsible for: 

• following this policy  

• administering medication only when authorised  

• recording medication accurately  

• reporting concerns immediately 

Staff will not accept verbal instructions to change dosage or frequency. Any changes must be 
confirmed in writing by the parent/carer and, where appropriate, supported by updated prescription 
information. 

Expired or unused medication will be returned to parents/carers for safe disposal. Staff will not 
dispose of medication in general waste. 

Information relating to a child's medical needs will be shared only with staff who need to know in 
order to safeguard the child. 

Future Stars Coaching Ltd will make reasonable adjustments to enable children with medical 
conditions to participate fully wherever it is safe to do so. 

Prescription medication  
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Prescription medicines will only be administered where they have been prescribed by an 
appropriately qualified healthcare professional and written parental consent has been obtained. If a 
medicine contains aspirin we can only administer it if it has been prescribed by a doctor. All 
prescription medication provided must have the prescription sticker attached which includes the 
child’s name, the date, the type of medicine and the dosage. Whenever possible, children should be 
encouraged to administer their medication them selves, under adult supervision.   

Children requiring asthma inhalers should have immediate access to them at all times. Medication 
will be stored securely unless it must remain immediately accessible for emergency use. 

Non-prescription medication  

If a child requires a non-prescription medication to be administered, we will consider this on a case 
by case basis after careful discussion with the parent or carer. We reserve the right to refuse to 
administer non-prescription medication.  Non-prescription medicine does not require a GP 
prescription before Out of School Club can administer. Administering non-prescription medication 
will only occur if there is explicit written parental consent, even if a GP prescription isn’t required. 
Please be advised that non-prescription medication administration is at the club's discretion. 

Storage of Medicine 

• All medication is stored in a secure, temperature-appropriate location (e.g., refrigerated 
if required). 

• Medicines will be stored securely in accordance with the manufacturer's instructions and 
any specific storage requirements. 

Procedure for administering medication  

A designated staff member will be responsible for administering medication or in most cases 
witnessing self-administration by the child. The designated person will record receipt of the 
medication on a Medication Log, will check that the medication is properly labelled, and will ensure 
that it is stored securely during the session. Staff will check that medication is in date before 
administering it. 

Before any medication is given, the designated person will:  

• Check that the Club has received written consent  
• Take steps to check when the last dosage was given  
• Ask another member of staff to witness that the correct dosage is given.  

When the medication has been administered, the designated person must:  

• Record all relevant details on the Record of Medication Given form  
• Ask the child’s parent or carer to sign the form to acknowledge that the medication has been 

given.  

When the medication is returned to the child’s parent or carer, the designated person will record this 
on the Medication Log.  

If a child refuses to take their medication, staff will not force them to do so. If medication is essential 
and the child refuses, Future Stars will: 

• Contact parents immediately  

• Call emergency services if necessary  
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• record the incident 

Specialist training  

Certain medications require specialist training before use, eg Epi Pens. All Future Stars Coaches 
receive appropriate training to administer certain medications and so it may be necessary to absent 
the child until such training has been undertaken. Where specialist training is required, only 
appropriately trained staff may administer the medication.  

Changes to medication  

A child’s parent or carer must complete a new Permission to Administer Medication form if there are 
any changes to a child’s medication (including change of dosage or frequency) and the Medication 
Log must be updated. 

Emergency Procedures 

In the event of a medical emergency we will: 

• administer emergency medication where trained and authorised  

• call 999 immediately where appropriate  

• contact parents as soon as possible  

• continue monitoring the child until emergency services arrive  

• complete an incident record 

Long term conditions  

Where a child has a long-term medical condition (such as asthma, epilepsy, diabetes or severe 
allergies), Future Stars Coaching Ltd will work with parents/carers to develop or obtain an Individual 
Healthcare Plan where appropriate. 
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