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This is a statement of school policy for the administration of Medication. 
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1. Scope  

This policy statement has been drawn up in consultation with the Board of Management,              
Staff, Parents and Students St Dominic’s Ballyfermot.  
 
 

Background 

The Board of Management has a duty to safeguard the health and safety of children while 
engaged in school activities.  However, teachers are not obliged to personally undertake the 
administration of medications.  They may, at their own discretion, agree to administer 
certain medicines or procedures.  This will be arranged on a case-by-case basis. It is school 
policy that students who are acutely ill should not attend school until the illness has 
resolved.   
 
In the event of a student becoming acutely ill during the course of the school day, 
parents/guardians or emergency contacts will be notified to bring the student home to 
recuperate.  In emergency situations, qualified medical help will be obtained or the student 
will be brought to the local pediatric emergency department at the earliest opportunity.  
Hence provision for administration of medication for acute illness in school is not deemed 
necessary.  
 
In line with the school ethos, students with chronic illnesses are encouraged to engage fully 
in school activities.  Where possible, the family doctor should be asked to prescribe 
treatments that can be taken outside school hours.  Administration of medication at school 
should be kept to a minimum.  When administration of medication is required to facilitate a 
fully inclusive environment, every effort will be made to accommodate children’s needs in 
line with the provisions below. 
 
 
 
Definition 
For the purpose of this Policy, a “Staff member” is an employee employed by St Dominic’s                
College Ballyfermot, Board of Management 
 
 
  

2.Aims 

The aims and objectives of the policy can be summarised as follows; 
 

● Clarify areas of responsibility 
● Clarify the understanding of the term “staff member”  
● To give clear guidance about situations where it is not appropriate to administer 

medicines 
● To indicate the limitations to any requirements which may be notified to teachers 

and school staff 
● Minimise health risks to children and staff on the school premises. 
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● 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  

● To ensure compliance with relevant legislation. 
● To protect staff by ensuring that any involvement in medication administration           

complies with best practice guidelines. 
 
 
 
3. Content 
  
While the Board of Management has a duty to safeguard the health and safety of pupils 
when they are engaged in authorised school activities, this does not imply a duty upon 
teachers to undertake the administration of medicines. 

The Board of Management requests parents/guardians to ensure that St Dominic’s College, 
Ballyfermot be made aware in writing of any medical condition suffered by their 
child/children. To this end, parents/guardians are asked to complete in full the medical 
section of the school application form, Medication Administration Form and Administration 
of Medication Indemnity Formand update as necessary. 

● Non-prescribed medicines be either stored or administered in the school.  The Board 
will seek indemnity from parents in respect of any liability arising from the 
administration of medicines 

● Prescribed medicines will not be administered in school without the written consent 
of parents/guardians and the specific authorisation of the Board of Management. 

● The medicine should not be kept by the student but in a locked cupboard out of 
reach of students. Certain medicines, such as inhalers used by asthmatic children, 
must be readily accessible at all times of the school day. 

● The medicine should be self-administered if possible, under the supervision of an 
authorised adult. 

● A written record of the date and time of administration must be kept using Record 
of Administration of Medication Form which is kept in the office. 

● A staff member should not administer medication without the specific authorisation 
of the Board of Management. 

● No teacher can be required to administer medicine or drugs to a student. It must be 
done on a voluntary basis.  

● In emergency situations qualified medical assistance will be secured at the earliest 
opportunity. 

● Parents/guardians of a student requiring regular medication during school hours 
should write to the Board to authorise a member of staff to administer the 
medication in school using Medication Administration Form. Written details are 
required from the parent/guardian to the Board of Management giving the name of 
the student, name and dose of medication; whether the student should be 
responsible for his/her own medication; the circumstances in which medication is to 
be given by staff member and consent for it to be given; when the parent is to be 
notified and how she/he can be contacted. It is the parent’s responsibility to check 
each morning whether or not the authorised staff member is in school, unless an 
alternative arrangement is made locally. 

● Where a student is suffering from a life threatening conditions (for example, nut 
allergy), parents should outline clearly in writing using the Allergy Details Form, what 
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can and cannot be done in a particular emergency situation, with particular 
reference to what may be a risk to the student. 

● Parents/guardians are further required to indemnify the Board of Management and 
authorised members of staff in respect of any liability that may arise regarding the 
administration of prescribed medicines in school. The Board of Management will 
inform the school’s insurers accordingly.  

● The family doctor should arrange for the administration of prescribed medicines 
outside of school hours. 

● Where permission has been given by the Board of Management for the 
administration of medicine the smallest possible dose should be brought to school, 
preferably by the parent/guardian, with clear written instructions for administration, 
giving the name of the student using the Medication Administration Form. 

● Changes in prescribed medication (or dosage) should be notified immediately to the 
school with clear written instructions of the procedure to be followed in storing and 
administering the new medication. 

 

Parents/Guardians should ensure that these procedures are clearly understood before 
submitting any request to the Board of Management. 

IT IS THE RESPONSIBILITY OF THE PARENTS/GUARDIANS TO ENSURE THAT THE DOSAGE 
NOTED ON THE CONTAINER IN WHICH THEIR CHILD’S MEDICATION IS STORED IS ALSO 
AMENDED. 

 
4. Health Problems 
 
4.1 Long Term Health Problems 
 
Where there are students 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. This is the responsibility of the parents/guardians. It would include 
measures such as self-administration, administration under parental supervision or 
administration by school staff 

 
4.2 Life Threatening Condition 
 
Where students 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 student (Medication Administration Form). 
If emergency medication is necessary, arrangements must be made with the Board of 
Management. A letter of indemnity ( Medication Administration Indemnity Form) must be 
signed by the parents/guardians in respect of any liability that may arise regarding the 
administration of medication. 

 

4.3 Guidelines for the Administration of Medicines 
 

1. The parents/guardians of the student with special medical needs must inform the 
Board of Management in writing of the condition, giving all the necessary details of 
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the condition. The request must also contain written instruction of the procedure to 
be followed in administering the medication. Parents/guardians must write 
requesting the Board of Management to authorise the administration of the 
medication in school. (Medication Administration Form and Administration of 
Medicines in Schools Indemnity Form) 

2. Where specific authorisation has been given by the Board of Management for the 
administration of medicine, the medicines must be brought to school by the 
parent/guardian/designated adult 

3. A written record of the date and time of administration must be kept by the person 
administering it, using  the Record of Administration of Medication Form which is 
kept in the office 

4. Parents/guardians are responsible for ensuring that emergency medication is 
supplied to the school and replenished when necessary  

5. Emergency medication must have exact details of how it is to be administered 
6. The BoM must inform the school’s insurers accordingly of medication for life 

threatening conditions 
7. Parents/guardians are further required to indemnify the Board of Management and 

members of the staff in respect of any liability that may arise regarding the 
administration of prescribed medicines in school and during school related activities. 

8. All correspondence related to the above are kept in the school. 
 
 
 
 
5. 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. 
 
 
First Aid Boxes 
 
A full medical kit is taken when students are engaged in out of school activities such as tours,                  
sports and athletic activities. 
 
 
 
6. General Recommendations 
 
St Dominic’s College Ballyfermot recommends that any student who shows signs of illness 
should be kept at home. 
 
 
 
7. Roles and Responsibilities 
 
The Board of Management has overall responsibility for the implementation and monitoring            
of the school policy.  
The principal is the day to day management of routines contained in this policy with the                
assistance of all staff members 
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8. Success Criteria 
 
The effectiveness of this school policy in its present form is measured by the following               
criteria 

● Compliance with Health and Safety legislation. 
● Maintaining a safe and caring environment of student. 
● Positive feedback form parents/ guardians and staff members. 
● Ensuring the primary responsibility for administering remains with        

parents/guardians. 
 
 
 
9. Adoption of the Policy 
 
 
This policy was adopted by the Board of Management on 9th May 2018. 

This policy and its implementation will be reviewed by the Board of Management once in 

every three school years. Written notification that the review has been completed will be 

made available to school personnel, students, published on the school website and provided 

to the Parents’ Association.  

A record of the review and its outcome will be made available, if requested, to the patron 

and the Department. 

 
 
Mary Daly Mary Hanafin 
 
Mary Daly (Principal) Mary Hanafin (Chairperson, BOM) 

Date: 9th May 2018 Date of next review: May 2021 
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