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’Learn and Grow Together’
MISSION STATEMENT

At St. Columba’s we provide a safe, happy and stimulating environment where each child is valued and respected.

We are committed to preparing our children for the future, encouraging them to ‘learn and grow together’ 

in faith, knowledge and love.

OUR VISION
Our vision is to support and inspire each child

To reach their full and unique potential

And foster a lifelong love of learning.

Revised June 2025
Our Administration of Medication Policy is implemented in accordance with the UN Convention on the Rights of the Child.

Article16 Every child has the right to privacy.  The Law should protect the child’s private, family and home life, including protecting children from unlawful attacks that harm their reputation.  Richer countries must help poorer countries achieve this.

Article 19 Governments must do all they can to ensure that children are protected from all forms of violence, abuse, neglect and bad treatment by their parents or anyone else who looks after them

Article 24 Every child has the right to the best possible health.  Governments must provide good quality health care and education on health and well-being so that children can stay healthy.

Article 33 Governments must protect children from the illegal use of drugs and from being involved in the production or distribution of drugs.
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ST COLUMBA’S PRIMARY SCHOOL

POLICY FOR THE ADMINISTRATION OF MEDICATION IN SCHOOL
The Board of Governors and staff of St Columba’s wish to ensure that pupils with medication needs receive appropriate care and support at school.  The Principal, Mrs Ciara Henry, will accept responsibility, in principle, for members of the school staff giving or supervising pupils taking prescribed medication during the school day.

Please note that parents should keep their children at home if they are unwell e.g., taking antibiotics (first 24hrs), vomiting and/or diarrhoea, throat infections or have any infectious illnesses.
Parents are responsible for providing the Principal with comprehensive information regarding the pupil’s condition and medication.

Prescribed medication will not be accepted in school without complete written and signed instructions from the parent.

Staff will not give a non-prescribed medicine to a child unless there is specific prior written permission from the parents.
Only reasonable quantities of medication should be supplied to the school at any one time.  Staff will complete Form AM4 to record medication administered to individual pupils in school.  A copy of this form will be sent to parents.
Staff will also complete Form AM5 to keep a record of any medication administered to children.  This will be kept in the school Medical Folder.

Where the pupil travels on school transport with an escort, parents should ensure the escort has written instructions relating to any medication sent with the pupil, including medication for administration during respite care.

Each item of medication must be delivered to the Principal or Authorised Person, in normal circumstances by the parent, in a secure and labelled container as originally dispensed.  Each item of medication MUST be clearly labelled with the following information:  

· Pupil’s Name.

· Name of medication.

· Dosage.

· Frequency of administration.

· Date of dispensing.

· Storage requirements (if important).

· Expiry date.
The school will NOT accept items of medication in unlabelled containers.
Article 24 Every child has the right to the best possible health.
Medication will be kept in a secure place, out of reach of pupils.  Unless otherwise indicated all medication to be administered in school will be kept in a medicine cabinet or on a high-level shelf in the class teacher’s storeroom for easier convenience.
The school will keep records which they will have available for parents.
Parents will complete an AM1 or AM2 OR AM3 form if necessary.
If children refuse to take medicines, staff will not force them to do so, and will inform the parents of the refusal, as a matter of urgency, on the same day.  If a refusal to take medicines results in an emergency, the school’s emergency procedures will be followed.

It is the responsibility of parents to notify the school in writing if the pupil’s need for medication has ceased.

It is the parents’ responsibility to renew the medication when supplies are running low and to ensure that the medication supplied is within its expiry date.

The school will NOT make changes to dosages on parental instructions.

School staff will not dispose of medicines.  Medicines, which are in use and in date, should be collected by the parent at the end of each term.  Date expired medicines or those no longer required for treatment will be returned immediately to the parent for transfer to a community pharmacist for safe disposal.

For each pupil with long term or complex medication needs, the principal, will ensure that a Medication Plan and Protocol is drawn up, in conjunction with the appropriate health professionals.

Where it is appropriate to do so, particularly KS2 pupils will be encouraged to administer their own medication, if necessary, under staff supervision.  Parents will be asked to confirm in writing if they wish their child to carry their medication with them in school.

Staff who volunteer to assist in the administration of medication will receive appropriate training/guidance through arrangements made with the School Health Service.
The school will make every effort to continue the administration of medication to a pupil whilst on trips away from the school premises, even if additional arrangements might be required.  However, there may be occasions when it may not be possible to include a pupil on a school trip if appropriate supervision cannot be guaranteed.
All staff will be made aware of the procedures to be followed in the event of an emergency.

Statement of First Aid Provision
The school’s arrangements for providing First Aid will: -
· Place a duty on the Principal and Board of Governors to approve, implement and review the First Aid policy.
· Place individual duties on all employees.
· Report and record accidents using relevant form to the E.A. Northeastern Region 
· Record all occasions in the Incident Book when First Aid is administered to employees, pupils, and visitors.

· Provide equipment and materials to provide First Aid treatment.
· Establish a procedure for managing accidents in school which require First Aid treatment.
· Provide information to employees on the arrangements for First Aid.
· Undertake a risk assessment of the First Aid requirements of the school and review on a regular basis;

· Use the information from the risk assessment of First Aid to determine the number and level of trained staff and any additional requirements (e.g., specialised training for children with particular medical needs).
· Notify parent/guardian that first aid treatment was given to the child.
Article 19   
The school will do all it can to look after and protect children while they are under our care.  
Arrangements for First Aid

The school will provide materials and equipment and facilities to provide First Aid.  The location of the First Aid Kit in the School is: -
Medical Cupboard in the Staffroom
A standard First Aid Kit will contain the following items: 

Leaflet giving general advice on First Aid

20
individually wrapped sterile adhesive dressings assorted sizes

4
triangular bandages

2
sterile eye pads

6
safety pins

6
medium wound dressings

2
large wound dressings

3
extra large wound dressings

1
pair of disposable gloves
The contents of the Kits will be checked on a regular basis by:

Brenda McAlary, Paula McCormick, Karen Maguire.
The School First Aiders are:
Brenda McAlary, Paula McCormick, Karen Maguire.
Before undertaking any off-site activities, the level of first aid provision will be assessed by the Principal and at least one First Aid Kit will be taken along.
Information on First Aid Arrangements

The Principal will inform all employees at the school of the following: -
· The arrangements for recording and reporting of accidents.
· The arrangements for First Aid.
· Those employees who are qualified First Aiders.
· The location of the First Aid Kits.
In addition, the Principal will ensure that signs are displayed throughout the School providing the following information: -
· The names of employees with First Aid qualifications.
· Location of the First Aid Box.
All members of staff will be made aware of the School’s First Aid policy.  No member of staff should attempt to give First Aid unless they have been trained.
First Aid Training

Designated members of staff who are responsible for the administering of First Aid will be given the opportunity to attend relevant training courses. 
Members of staff are trained every two years to provide appropriate first aid to those children who require it.
Mrs Paula McCormick – First Aid Training (3 days - Sept 2025) 

Mrs Brenda McAlary – First Aid (3 days – Sept 2025)

Mrs Karen Maguire – First Aid Training (3 days – Sept 2025)

In addition, an Emergency First Aid Course (1 day) for teaching/non-teaching staff was held in St. Columba’s on 18th November 2025.
Accidents involving bumps to a Pupil’s head
The consequence of an injury from an accident involving a bump or blow to a pupil’s head is not always evident immediately and the effects may only become noticeable after a period of time.

Where emergency treatment is not required a ‘Head Bump’ letter will be sent home to the parent/guardian and their parent/guardian will be notified

Transport to hospital or home

The Principal will determine the appropriate action to be taken in each case.  Where the injury requires urgent medical attention, an ambulance will be called, and the pupil’s parent or guardian will be notified.  If hospital treatment is required, then the pupil’s parent/guardian will be called for them to take over responsibility.  If no contact can be made with parent/guardian or other designated emergency contacts, then the Principal may decide to transport the pupil to the hospital.
Where the Principal makes arrangements for transporting a child then the following points will be adhered to: -
· Only staff cars insured to cover such transportation will be used.
· No individual member of staff will be alone with the pupil in a vehicle.
· A second member of staff will be present to provide supervision of the injured pupil.
NAME OF SCHOOL   St Columba’s Primary School, Kilrea
FORM AM4
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Record of medicine administered

to an individual child

	Surname
	

	Forename(s)
	

	Date of Birth
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____ /____ /____     M              F    

	Class
	

	Condition of illness
	

	Date medicine provided by parent
	

	Name and strength of medicine
	

	Quantity received
	

	Expiry date
	____ /____ /____

	Quantity returned
	

	Dose and frequency of medicine
	


Checked by:
Staff signature   ________________________   Signature of Parent   ______________________

	Date
	___ /___ /___
	___ /___ /___
	___ /___ /___

	Time given
	
	
	

	Dose given
	
	
	

	Any reactions
	
	
	

	Name of member of staff
	
	
	

	Staff initials
	
	
	


	Date
	___ /___ /___
	___ /___ /___
	___ /___ /___

	Time given
	
	
	

	Dose given
	
	
	

	Any reactions
	
	
	

	Name of member of staff
	
	
	

	Staff initials
	
	
	


FORM AM4 (Continued)
	Date
	___ /___ /___
	___ /___ /___
	___ /___ /___

	Time given
	
	
	

	Dose given
	
	
	

	Any reactions
	
	
	

	Name of member of staff
	
	
	

	Staff initials
	
	
	


	Date
	___ /___ /___
	___ /___ /___
	___ /___ /___

	Time given
	
	
	

	Dose given
	
	
	

	Any reactions
	
	
	

	Name of member of staff
	
	
	

	Staff initials
	
	
	


	Date
	___ /___ /___
	___ /___ /___
	___ /___ /___

	Time given
	
	
	

	Dose given
	
	
	

	Any reactions
	
	
	

	Name of member of staff
	
	
	

	Staff initials
	
	
	


	Date
	___ /___ /___
	___ /___ /___
	___ /___ /___

	Time given
	
	
	

	Dose given
	
	
	

	Any reactions
	
	
	

	Name of member of staff
	
	
	

	Staff initials
	
	
	


NAME OF SCHOOL   St Columba’s Primary School, Kilrea
FORM AM5
RECORD OF MEDICINES ADMINISTERED TO ALL CHILDREN

	Date
	Child’s Name
	Time
	Name of Medicine
	Dose given
	Any reactions
	Signature of staff
	Print Name

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


ST COLUMBA’S PRIMARY SCHOOL, KILREA

PERMISSION TO ADMINISTER MEDICINE TO AN INDIVIDUAL CHILD

	Name of child

	

	Date
	

	Medication

	

	Dosage

	

	Time 
	

	To be given by (child’s teacher)

	

	Signed – Parent

	

	Signed – Teacher

	


REVIEW

This policy will be reviewed on an annual basis.


Signed   __________________________   Date   November 2025

(Chair)
