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APPENDIX 3
Our Lady of Victories Catholic Primary School

Staff Training on how to Administer Medicines to Children

If a child requires medicine to be administered, the parent/carer is required to come to the office on
the first morning. The teaching assistant from their class then comes to the office and completes an
authorisation form with the parent/carer.

The class teaching assistant is then responsible for administering the medicine as per the details
completed on the form.

They should use the proper measuring devices like a medicine cup, oral dropper, cylindrical dosing
spoon or oral syringe to administer the drug. This should be provided by the parent with the
medicine.

They should not leave a medicine unattended within the child’s reach. When you prepare the
medicine, never leave the bottle unattended.

They should put the medicine back in the allotted cabinet/fridge.

They should record the administration of the medicine on the record of medicine administered form
They should make sure the child is sent back to class or escorted back if required.

The School Nurse or specialist medical practioners give training for children with specific medical
requirements.
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