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1 Purpose

This Policy explains to parents/guardians/carers, staff and students the processes Berry
Street School will follow to safely manage the provision of medication to students while at
school or school activities, including camps and excursions.

This policy complies with the requirements of the Education and Training Reform Act 2006
(Vic) to develop and implement policies and procedures related to first aid.

This is a public facing document.

2 Scope

The Administration of Medication Policy applies to the administration of medication to all
students. It does not apply to:

e The provision of medication for anaphylaxis which is provided in the School’s
Anaphylaxis Management Policy, and

e The provision of medication for asthma which is provide in the Schools’
Asthma Management Policy, and

e Specialised procedures which may be required for complex medical care
needs.

The Administration of Medication Policy will be reviewed every three years in line with the
Plan Do Check Act cycle, and as outlined in the Policy Framework.

3 Background and Context
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Legislation that governs the operation of approved children’s services is based on the
health, safety and welfare of children, and requires that children are protected from hazards
and harm.

It is also a requirement that employers have appropriate first aid arrangements in place,
including first aid training, first aid kits and first aid facilities, to meet their obligations under
the Occupational Health and Safety Act 2004. WorkSafe Victoria has developed a
compliance code First aid in the workplace (refer to Sources) that provides guidance on how
these obligations can be met.

4 Policy

Any medication brought to school by a student needs to be clearly labelled and be in its
original container and clearly labelled with:

o the name of the student

o the dosage required

o time to be administered.

Medication must be accompanied by a current Medication Authority Form which includes
instructions on:
o The name of the medication
How the medication should be stored (in relation to temperature)
The dosage amount
The time the medication is to be taken
How the medication is to be taken
The dates the medication is required, or whether it is an ongoing medication
supervision requirements.

O 0O O O O O

Parents/guardians/Carers need to ensure that the medication a student has at school is
within its expiry date. If school staff become aware that the medication a student has at
school has expired, they will contact the student’s Parents/Carers who will need to arrange
for the expired medication to be replaced.

If a student needs to take medication at school or a school activity, the Campus First Aid
Officer and Assistant Principal (Head of Campus) will ensure the following:

1. Medication is administered by a staff member who holds current HLTAID0011
Provide First Aid

2. Medication is administered to the student in accordance with the Medication
Authority Form so that:
o the student receives their correct medication,
o Inthe proper dose
o Viathe correct method (for example, inhaled or orally), and
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o At the correct time of day with the correct conditions (for example
medication taken at lunchtime with food).

o Alogis kept of medicine administered to a student.
3. Where possible, two staff members will supervise the administration of

medication. These staff members will be the Campus First Aid Officer and a
wellbeing staff member.

4. If the medication is required to be administered on a camp or excursion, the staff
member in charge, and accompanying wellbeing staff member will be delegated
this responsibility and ensure the Medication Authority Form is adhered to and
the Medication Administration Log is completed.

5. The staff member in charge of a student at the time their medication is required:
o Isinformed that the student needs to receive their medication, and
o If necessary, release the student from class to obtain their medication.

In some cases it may be appropriate for students to self-administer their medication.
The Assistant Principal (Head of Campus) may consult with parents/guardians/carers
and consider advice from the student’s medical/health practitioner to determine
whether to allow a student to self-administer their medication. If self-administration is
an option, the details will be agreed to during a Student Support Group (SSG) Meeting
by the student, their parents/guardians/carers and the Assistant Principal (Head of
Campus).

To allow a student to self-administer their medication, the Assistant Principal (Head of
Campus) may also request written acknowledgement from the student’s
medical/health practitioner.

The Campus First Aid Officer and Assistant Principal (Head of Campus) will put in place
arrangements so that the medication is stored:

e Securely to minimise risk to others,

e In a place only accessible by staff who are responsible for administering the
medication,

e Away from a classroom (unless quick access is required),

e Away from first aid kits, and

e According to packet instructions, particularly in relation to temperature.

The Assistant Principal (Head of Campus) may decide, in consultation with
Parents/Guardians/Carers and/or on the advice of a student’s treating
medical/health practitioner that:
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e The medication should be stored securely in the student’s classroom
if quick access might be required, or
e The student can carry their own medication with them, preferably in
the original packaging if:
o the medication does not have special storage requirements, such as
refrigeration, and

o does not create potentially unsafe access to the medication to other
students.

The School will not:

a. Store or administer analgesics such as aspirin or paracetamol as a standard first
aid strategy as they can mask signs and symptoms of serious illness or injury;

b. Allow a student to take their first dose of a new medication at school in case
of an allergic reaction. This should be done under the supervision of the
student’s Parents/Carers or medical/health practitioner; or

C. Allow use of medication by anyone other than the prescribed student except in
a life threatening emergency, for example if a student is having an asthma
attack and their own Ventolin is not readily available.

If a student takes medication incorrectly, staff will:

Step Action

1 If required, follow first aid procedures outlined in the students’ Health Support
Plan or other medical management plan.

2 Ring the Poisons Information Line, 13 11 26 and give details of the incident and
the student.

3 Act immediately upon their advice, such as calling Triple Zero “000” if advised to
do so.

4 Contact the student’s Parents/Carers or emergency contact person to notify
them of the medication error and action taken.

5 Enter the relevant information in an ERIN report.

5 Communication

This policy will be communicated to our school community in the following ways:

o Available publicly on our school’s website
o Discussed at staff briefings/meetings as required
o Included on SchoolHub (school’s intranet) for staff to access
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6 Monitoring, Reporting and Review

The School shall maintain records of:

e Completed Medication Authority Forms
e Alog of medication administered by the School.

7 Monitoring, Reporting and Review

The School shall maintain records of:

e Completed Medication Authority Forms
¢ Alog of medication administered by the School.

8 Supporting Documents and References

e Berry Street School First Aid Policy and Procedure

e Berry Street School Management of medical Conditions Procedure Checklist
e Berry Street School Medication Authority Form

e Berry Street School Medication Administration Log

9 Version control

Version Number 2.0

Approved by: Quality Governance Committee
Approved date: 11/06/2025

Review date: 11/06/2028

Process Owner: School Principal

Executive Responsible: Deputy CEO

External publication: Yes — published on school website
Plain English version: No

Version notes:

Version 1.0 Document created
Version 1.1 Section 4.1 Updated
Version 2.0 Updated 12/5/2025

Reviewed as per review cycle

New template format

Added clause for medicine administrator to hold current
HLTAIDOO11 Provide First Aid

If you have any queries in relation to this policy, please contact the School on 9429 9266
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