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This is a document to ensure the safe administration of medications to pupils who are attending school residential holidays.

Forms will have been sent home to parents by the school nurse asking parents to inform the school of all medications their child will be taking during their holiday.

On the morning of the trip, all medications should be checked by the school nurse in the presence of 2 nominated members of staff from the group who will be administering the medication, one of whom should be the teacher.   The school nurse will write up prescription sheets for all pupils taking medication.   She will check the medications ensuring that all prescriptions are correct.  All medication will also have expiry dates checked. She will go through each medication one by one with the staff, to ensure each drug corresponds with the prescription sheet.
Each pupil’s medication and drug sheet will be contained in a named plastic wallet, it will also contain equipment needed, i.e. medicine pot, syringe, spoon.  

All wallets will be contained in plastic box which has a lid. 

The only medications that will not be contained in the box are any medications which may be required for 
emergency use such as inhalers, midazolam, and insulin.

These should be personally kept by one of the nominated staff members. 

On arrival to the centre, the medication box should be kept in the teachers locked bedroom until needed.

ADMINISTERING MEDICATION
The plastic box should be taken to an area where pupils are congregated, as most medications are given at meal times, the dining area might be the best area to administer the medications.

2 staff must always be present when administering medications.

The 1st member should read out the medication to be given, the 2nd member should clarify as correct.

Medications should be placed in medication pots or chosen receptacle, i.e. syringe etc.

The 1st member must stay with the medication box whilst the 2nd member takes the medication to the pupil, both staff should observe the pupil taking their medication, when this is achieved the medicine sheet should be signed.

Spoons, medicine pots etc should be washed and placed back into wallet with medications before proceeding to the next pupil.  When completed the plastic box containing medications should be taken back to the teachers locked bedroom.

Pupils who receive medication through gastrostomy mic-key tubes will receive individual competency training prior to the holiday.

ON RETURN
All spoons, medicine pots, syringes etc, should be removed from plastic wallets before returning to school, these and signed medication sheets should be given back to the school nurse on arrival.

Plastic wallets containing pupil’s medications should be handed over to school escorts, do not put in pupil’s bags.

Please remember to hand over emergency medications such as midazolam, inhalers etc which will have been separate from the other medications.

Administration of medications during residential trips 
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