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Sheffield Hallam University Nurseries 
 

Administering Medicine Procedure 

 
At Sheffield Hallam University Nurseries, the health, safety, and wellbeing of children and staff is 

always our highest priority. We follow this policy to ensure that medication is administered safely, 

responsibly, and with care, while supporting children, families, and staff at every step. 

 

This procedure helps ensure that everyone involved feels confident, informed, and supported 

when medication is given or received. 

 

Purpose of This Procedure 

This procedure is designed to ensure that: 

• All relevant information about prescribed or non-prescribed medication is clearly recorded 

and shared with staff working with your child 

• Medication is administered correctly and in line with the instructions on the label and 

consent form 

• Accurate and timely records are kept 

• Parents and carers are informed about medication given during the day 

• Medication is stored safely and appropriately 

• Records can be accessed for up to two years if needed 

 

Medication Form 

The Medication Form is used when medication needs to be given at specific times on specific 

days. This may be for a single day or over the course of a week. 

 

The form includes Monday–Friday; staff will clearly write the correct dates and remove any days 

that are not relevant. 

 

This form is used for: 

• Short courses of medication such as antibiotics 

• Inhalers given at set times (rather than emergency use outlined in a Care Plan) 

• Proprietary medicines such as teething gels or powders 

• Nappy barrier creams (excluding Sudocrem, which is available in emergencies) 
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• Antihistamine or paracetamol when parents request it to be given at specific times 

To help promote a healthy environment for all children, if a child requires paracetamol regularly 

throughout the day, nursery managers will carefully consider the circumstances and may 

recommend that the child returns home to rest and recover fully. 

 

Medication and Storage 

Medication (both prescription and non-prescription) will only be administered with written consent 

from a parent or carer. 

Prescription medication must: 

• Be provided in the original container 

• Have a clear pharmacy label showing the child’s name, date of birth, dosage, and expiry 

date 

 

All medication is stored safely, out of children’s reach, and in line with storage instructions. This 

may be in a fridge or a locked medicine box in the child’s room or office. 

 

Completing and Checking the Medication Form 

To ensure medication is given safely, staff will: 

• Use a separate form for each medication 

• Check that the form is fully completed and easy to read 

• Confirm storage requirements 

• Confirm dosage and administration times 

• Ensure the circumstances for giving the medication are clearly stated 

• Ask for clarification or a demonstration if needed 

• Check that medication is clearly labelled with the child’s name 

• Ensure prescription medication is prescribed specifically for that child 

• Confirm that instructions on the label match those on the form 

• Ensure dates and days match and remove any that are not relevant 

 

If there are ever any uncertainties, staff will seek advice from the nursery managers before 

proceeding. 
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Administering Medication 

When administering medication, staff will: 

• Check the child’s name on the medication label 

• Ensure two members of staff check the dosage and administration 

• Wash hands and clean the area as required 

• Dispose of waste and PPE safely in line with infection control procedures 

• Complete and sign the Medication Report Form 

• Ensure a second staff member witnesses and signs the form 

 

Informing Parents 

Before your child goes home, staff will: 

• Share the Medication Report Form with the parent or carer collecting the child 

• Ask for a signature on the same day the medication was administered 

 

If medication has been given more than once in the day, entries may be bracketed so the parent 

only needs to sign once. 

 

Filing and Retaining Records 

• Medication forms are filed in date order in the child’s file 

• Older forms (over six months) are transferred to the office if files become full 

• All medication records are retained for two years and disposed of as confidential waste 

 

Medical Conditions and Long-Term Medication 

If your child has a medical condition, allergy, or requires long-term medication (such as an inhaler 

or EpiPen), we will work closely with you to agree a clear and individual procedure. 

A Care Plan will be created to outline: 

• The condition or allergy 

• Signs to look out for 

• When and how medication should be administered 

 

Whenever medication is given, a Medication Report Form will be completed. 
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Emergency Paracetamol (e.g. Calpol) 

Emergency paracetamol may be used if a child suddenly develops a high temperature or appears 

to be in pain (for example, due to teething). 

 

At registration, parents are asked if they would like to complete an Emergency Paracetamol 

Consent Form. This includes: 

• The agreed dosage 

• Circumstances in which medication may be given 

• The specific brand/type of medication 

• Consent for administration if parents cannot be contacted 

 

Even with consent in place, staff will always attempt to contact parents first. 

 

If parents cannot be contacted: 

• The child must have been at nursery for at least 4 hours, or 

• Staff will assess the situation and may contact NHS 111 for advice 

 

All administration will be recorded, and parents will be asked to sign the relevant forms on 

collection. 

 

Paracetamol Guidelines 

• Children should not attend nursery with a temperature of 38°C or above, flu-like symptoms, 

or if generally unwell 

• Paracetamol will only be given if a child is in pain or has a temperature of 38°C or above 

• It will not be given for more than two consecutive days 

• Parents will be encouraged to seek medical advice if symptoms persist 

 

Using paracetamol incorrectly or over long periods can affect children’s long-term health. For this 

reason, non-prescription medication is always used as a last resort, and children are closely 

monitored until collected. 

 

An emergency supply of fever relief is stored on site and checked regularly by a trained first aider. 
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Emergency Antihistamine 

 

Emergency antihistamine may be given if a child shows signs of an allergic reaction, such as 

hives, rash, swelling, insect bites, stings, or hay fever symptoms. 

 

Parents may complete an Emergency Antihistamine Consent Form at registration, outlining: 

• Dosage (in line with packaging guidance) 

• Symptoms that would prompt use 

• Brand/type of medication 

• Consent to administer if parents cannot be contacted 

 

Parents will be contacted wherever possible. If a reaction is severe, medication will be 
administered immediately. 
 

If staff are unable to confirm whether medication has already been given, they will assess the 
situation and may contact NHS 111 for guidance. All actions will be recorded and shared with 
parents. 
 
If the reaction is: 

• Known: staff will follow the child’s Care Plan 

• New: staff will work with parents to identify possible causes and decide whether a Care 

Plan is needed 

 

An emergency supply of antihistamine is kept on site and checked regularly. 

 

Antibiotics 

If your child is prescribed antibiotics, they must remain at home for 24 hours after the first dose 

before returning to nursery. 

 

Care Plans 

If a Care Plan needs updating, a meeting will be arranged with: 

• Parents/carers 

• The SENDCo 

o Collegiate: Rachael Hinchcliffe 

o Meadows: Sadie Broadhead 
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• Relevant health professionals 

This ensures everyone agrees on the safest and most supportive approach for the child. 

 

Medication Report Form 

This form is used to record all medication administered, including: 

• Dosage 

• Time(s) given 

• Staff signatures 

• Parent/carer signature 

 

Where medication is given more than once in a day, entries may be grouped so parents only need 

to sign once. 

 

The Rights of the Child 

• Children will never be forced to take medication against their wishes 

• If a child refuses medication, parents and senior staff will be informed and this will be 

recorded 

• Children receiving medication will not be excluded from activities or experiences 

• If medication is intrusive (such as eye or ear drops), this will be handled sensitively and 

reviewed on an individual basis 

• If a child becomes distressed and medication cannot be given safely, this will be recorded 

and discussed with parents 

 

Staff Medication 

Staff are expected to work with children only when they are well and able to meet children’s needs 

safely. 

• Staff must not work if they are infectious or unwell 

• Any medication that affects alertness or care ability must be reported to a line manager 

• Managers will decide fitness to work, using medical or occupational health advice where 

appropriate 

 

Staff medication must: 

• Be stored in a locked locker or container 
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• Be clearly labelled with the staff member’s name 

• Be kept out of children’s reach 

• Not be stored in first aid boxes 

 

This policy was adopted on Signed on behalf of the nursery Date for review 

20/03/2024 C.E.Carroll January 2027 

 
 


