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Medication Administration Policy

Purpose

This policy establishes clear procedures for the safe administration, storage, recording, and disposal
of medication at Elite International School (EIS).

Scope

This policy applies to all students who may require prescription, over-the-counter, or emergency
medication during the school day or during school-organized activities and trips.

Responsibilities
The School Nurse

The school nurse is responsible for:

Administering medication in accordance with this policy.
Maintaining students’ medical and medication records.
Safely storing and monitoring medication.

Recording all medication administered.

Reviewing medication instructions and parental consent.
Informing parents and school management when necessary.

Parents/Guardians

Parents or guardians are responsible for:

Providing accurate and updated medical information.

Informing the school of any allergies, medical conditions, or medication requirements.
Completing the required parental consent form.

Providing written medical instructions when required.

Delivering medication directly to the school nurse.

Ensuring medication is clearly labelled, in its original container, and within its expiry date.

Medication Administration

Prescription and over-the-counter medication shall not be administered without a completed
parental consent form.

Prescription medication must also be supported by written instructions from a licensed healthcare
professional. The instructions must clearly state:
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The student’s full name.

The name of the medication.

The required dosage.

The time and frequency of administration.

e The method of administration.

e The duration of treatment.

e Any special instructions or possible side effects.

Medication must be delivered by a parent or guardian directly to the school nurse.

Students must not bring medication to school or keep medication in their bags, lockers, or
classrooms.

All medication shall be administered only by:

e The school nurse; or
e In the absence of the regular school nurse, an officially assigned qualified and licensed
replacement nurse.

Other school employees are not authorized to administer medication to students.

Medication shall normally be administered in the school health clinic, except when emergency
circumstances or an approved individual healthcare plan require otherwise.

Medication Requirements

All medication must:

Be provided in its original container.

Have a clear and readable pharmacy or manufacturer’s label.
Show the student’s name, where applicable.

Include dosage and administration instructions.

Have a valid expiry date.

Be intended for the student for whom it was provided.

The school nurse may refuse to administer medication when:

Parental consent is missing or incomplete.

Medical instructions are unclear.

The medication is not in its original container.

The label is missing or unreadable.

The medication has expired.

The dosage on the container does not match the written instructions.
There is any concern regarding the safety or suitability of the medication.
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Checks Before Administration

Before administering medication, the school nurse or officially assigned replacement nurse must
verify:

The correct student.

The correct medication.

The correct dosage.

The correct time.

The correct method of administration.

The validity of parental consent and medical instructions.

Students must not share medication under any circumstances.
Students with Medical Conditions and Emergency Medication

Parents must inform the school if their child has a medical condition that may require medication
or urgent medical support.

Where necessary, an individual healthcare or emergency action plan shall be prepared and should
include:

The student’s medical condition.

Signs and symptoms requiring attention.

Medication and treatment requirements.

Steps to be followed during an emergency.

Emergency contact details.

Instructions from the student’s healthcare professional.

Emergency medication shall be securely stored while remaining readily accessible to the school
nurse or officially assigned qualified and licensed replacement nurse.

Students shall not carry or self-administer medication at school.
Medication Storage

All medication shall be stored securely in the health clinic and kept out of students’ reach.

Medication requiring refrigeration shall be stored at the appropriate temperature in a secure
refrigerator designated for medical use, where available.

The school nurse shall regularly check:

e Medication labels.
e Expiry dates.
e Storage conditions.
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e Remaining quantities.
e The condition of medication containers.

Medication shall not be transferred from its original container into another container.
Medication Records

Every administration of medication must be recorded in the student’s medication administration
record.

The record shall include:

Student’s name.

Name of the medication.

Dosage administered.

Date and time of administration.

Method of administration.

Name and signature of the nurse administering the medication.
Any observations, reactions, refusal, or missed dose.

Parents shall be informed when:

A student refuses medication.

A scheduled dose is missed.

An incorrect medication or dosage is administered.
The student experiences an adverse reaction.
Emergency or as-needed medication is administered.
Further medical assessment or advice is required.

Any medication error or adverse reaction must be reported immediately to school management and
the parents and documented appropriately.

Unused or Expired Medication

Parents are responsible for collecting unused, discontinued, or expired medication.
Medication shall not normally be sent home with a student.

Medication that is not collected within the specified period shall be disposed of safely in accordance
with applicable health requirements, and the disposal shall be documented.

Medication During Educational and Sports Trips

Before an educational or sports trip, the school nurse shall review the medical and medication needs
of participating students.
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Required medication, emergency action plans; efnergency contact details, and parental consent
forms must accompany students who require medication.

Medication must:

e Remain in its original labelled container.

e Be stored securely.

e Be managed by the school nurse.

¢ Be administered only by the school nurse.

e Be recorded according to the same procedures followed at school.

When a participating student requires medication during a trip, the school nurse must accompany
the trip.

Absence of the School Nurse

When the regular school nurse is absent, school management shall arrange for a qualified and
licensed replacement nurse to provide health-clinic services.

The replacement nurse shall:

Follow this policy and the school’s established health procedures.

Review relevant parental consent forms and medical instructions.

Review individual healthcare and emergency action plans.

Administer and record medication according to the same procedures followed by the regular
school nurse.

e Maintain the confidentiality of students’ medical information.

Only the school nurse or an officially assigned qualified and licensed replacement nurse is
authorised to administer medication to students.

Confidentiality

All medication and medical information shall be treated as confidential and stored securely.

Information shall be accessible only to authorised personnel who require it to protect the health and
safety of the student.

Monitoring and Review

The school nurse and school management are responsible for monitoring the implementation of this
policy.

The policy shall be reviewed regularly and whenever relevant health, education, or school
requirements change.
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This policy shall be implemented in accordance with applicable requirements and guidance issued
by the Ministry of Public Health, the Ministry of Education and Higher Education, and other
relevant authorities in the State of Qatar.
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