
Policies and Procedures 

Administering Medicine Policy 
Policy aim 
Our aim is to safeguard and promote the well-being of all children in our care 
and to protect staff by ensuring safe practices in the administration of 
medication.  
 
When a child starts at Railway Kindergarten, we receive permission off 
parents/ carers to give medication on our nursery in a box system. 
We can administer medication providing the following procedure is followed. 
 
Storing Medication 
All medication will be stored in the designated cupboard in the kitchen out of 
reach of children or if necessary, in the door of the fridge if the medicine is 
needed to be kept under a certain temperature. 
 
Staff must verify the correct dose and timing, and check that the medication is 
not expired.  
 
Prescription Medicines 
 

●​ Permission must be obtained from child’s parent / carer prior to 
administering medication via our nursery in a box system. 

●​ Details of the name of the medicine, the time its due to be given and 
the time actually given if different, amount to be given, date that the 
medicine is given is to be recorded on the child’s medication form via 
our nursery in a box system and will also be recorded on the child’s 
daily diary also via our nursery in a box system.  

●​ It is vital that you inform the staff of any medication you may have 
given to your child in the 48hours before they arrive at the setting. 

●​ If antibiotics are prescribed by the doctor the child must stay at home 
for at least 24hours after starting the course providing the child has had 
this medication previously. 

●​ If the child has not had this medication previously they must stay off 
nursery for at least 48 hours after starting the course. 

●​ Please note that in the case of a cream or drops prescribed for the 
treatment of conjunctivitis the first dose must be administered at home. 
Children may then attend the nursery as usual.  

●​ In addition, where antibiotic cream is prescribed for the treatment of 
skin conditions the first dose must be applied at home. Children may 
then attend the nursery as usual providing that the exclusion period for 
the condition has been observed where necessary. If a steroid cream is 
to be applied twice a day we would recommend the parent applies it at 
home before and after nursery.  

●​ Piriton/allergy syrup-  
●​ Piriton syrup may be administered in an emergency whilst your child is 

in the nursery.  
●​ Upon joining the nursery parents will be asked to sign a form to give 

permission to administer Piriton syrup for children aged 1 year and 
above. Parents will be contacted to give verbal permission prior to the 
medicine being given.  
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●​ Once Piriton has been administered in the nursery, staff will monitor the 
child and will contact parents accordingly.  

●​ If a child has been given Piriton before arriving at the nursery, staff will 
monitor the child and will contact parents accordingly.  

●​ Please note that if Piriton has been prescribed by your child’s GP, this 
must be reviewed on a regular basis. 

We will only administer prescription medication provided it: 
●​ Has been prescribed for the specific child 
●​ Is in its original packaging 
●​ Is in date and appropriate for the illness/condition being treated 
●​ Matches the information on the consent form 
Example: Eye drops prescribed for one child cannot be used for a sibling or 
for a different condition. 
 
Inhalers  

●​ Parents will be required to fill in a long-term medication form. 
●​ The inhaler must be labelled with the child’s name. 
●​ It must be kept in the child’s bag 
●​ An inhaler can be kept permanently at nursery (designated cupboard).  

 
Medication Forms 
Medication forms are on our nursery in a box system. If a child requires 
medication whilst here at nursery a member of staff will fill out the form using 
the nursery iPad with the parent at drop off, the parent must sign the form 
using a digital signature. After the medication is administered a member of 
staff will update the medication form and provide a digital signature to say the 
medication has been given, another member of staff will witness this and give 
a digital signature. We then require the parent to sign the form each time a 
dose is given. A parent will receive a notification from our nursery in a box 
system to do this.  
 
Administration of Paracetamol or Ibuprofen in cases of fever or pain. 
 

●​ Prior permission is obtained from child’s parent/carer on nursery in a 
box, which is completed before the child start date at nursery. The 
permission allows us to administer these medicines to the children if 
parent or carer cannot be contacted at the time needed. 

●​ If a child has a suspected high temperature a member of staff will take 
that temperature using the nursery thermometer.  

●​ If a child becomes ill and the staffs feels it is necessary to administer 
Paracetamol or Ibuprofen, they should always try to contact the parent 
by telephone to inform them that they feel it is necessary to give them 
the specific medicine as these such symptoms have occurred. 

●​ If Paracetamol/ Ibuprofen is given the details should be recorded on 
the same medication form as before stating date, time, amount given, 
the medication name the staff signature that gave the medication and 
another staff member that witness the medication given. The child will 
have in their personal daily diary with what medication was given and 
the time it was given via our nursery in a box system. 
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●​ Depending on how the child is the member of staff will decide if they 
think the child will need to be collected immediately or wait to see if the 
temperature comes down within one hour. 

●​ If the child’s temperature is 39degrees or above the medication can still 
be administered but the child will be sent home immediately.  

●​ If the child remains in nursery but requires paracetamol a second time 
we will administer this however, we will then require a parent/carer to 
come and collect the child. 

 
Teething Gel 
Permission from child’s parent/ carer are obtained for use of teething gel or 
powders are obtained on the child’s nursery in a box personal file. 
If a parent/ carer requires staff member to apply teething gel or powder to 
child’s mouth the information is obtained on the medicine form used above 
and gathering the same information as the other medication listed above. 
 
Creams and Nappy Creams  
We receive and obtain permission from child’s parent/ carer for a staff 
member to use a cream or nappy cream on child is necessary. 
We make note on the child’s personal daily diary when creams are used for 
parent’s reference. 
 
EMERGENCIES  
In an emergency: 

●​ An ambulance will be called 
●​ Parents/carers will be contacted immediately 
●​ A staff member will accompany the child to the hospital if needed 

 
Monitoring and compliance  
Nursery Managers will routinely monitor medication administration 
procedures. Staff will be encouraged to raise concerns or identify training 
needs during team meetings. 
 
Staff training  
Staff will be required to undertake training relevant to the administration of 
medicine or specific medical conditions as necessary. Only Level 3 qualified 
staff with valid paediatric first aid training are permitted to administer 
medication. 
 
We reserve the right to refuse care if we feel the child requires medical 
attention beyond non-prescription medication. 
Please note: Where a parent/guardian has been contacted and asked to 
collect their child on medical grounds we expect this to be within one hour of 
the initial contact from the nursery. If the parent cannot make it within the 
hour, we would expect for the parent to make arrangements for somebody 
else to collect the child. 

This policy was 
adapted on: 

Signed on behalf of the 
nursery: 

Date for review: 
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required) 
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