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This document outlines the policies and procedures associated with recording, storing and 
administering medication at West Moreton Anglican College. 
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1.0  Introduction 

West Moreton Anglican College aims to provide a safe environment for students who may 
require medication during school hours. The purpose of this policy is to provide clear 
direction regarding the handling, storage and administration of medication (prescription and 
over the counter), within the College. 

Administering medication should be considered a high risk practice. Families place a high 
level of trust and responsibility on staff when they are administering medication to children or 
observing children self-administer their medication.   

All medical records are kept in the College Health Centre and managed by the College 
Nurse. Parents/guardians are encouraged to liaise with the College Nurse in relation to each 
student’s medication and health needs; this will ensure the best care is provided by the 
College for each student. 

All students are required to have a Health Information Form completed by a parent/guardian 
on enrolment. Any changes to a student’s Health Information should be made online through 
the Parent Lounge or by contacting the College Nurses by telephone, email or visiting the 
College Health Centre. 

2.0 Medications available from the Health Centre 

The College Health Centre maintains a supply of basic over the counter medications such as 
paracetamol, ibuprofen (Nurofen), Mylanta and antihistamines which may be Nurse initiated 
(given without a doctor’s prescription) when medically indicated if the student has parental 
consent on record. Although written consent is preferred, verbal consent documented by the 
College Nurse in the student’s TASS file is also acceptable.  

3.0 Medications to be supplied to the Health Centre 

Any other medications required by a student (either regularly or occasionally) that are not 
already kept in the College Health Centre including prescription medications such as 
antibiotics and specific brands or other over the counter medications not kept by the College 
Nurse should be supplied to the Health Centre. These medications (including those available 
over the counter) must be in the original packaging and have a pharmacy label in place 
stating the student’s name and prescribed dosing. A parental consent form must be 
completed confirming under what circumstances they would like the medication given and 
whether it is only to be used for a specific ailment or to be available ongoing. 

4.0 Medication storage 

All medications on campus should be taken to the College Nurse to be stored safely in the 
College Health Centre. Students are not permitted to carry medication including paracetamol 
or antibiotics on them (or in their locker/desk/bag etc.).  

The only exceptions to this rule are medications that may be required with great urgency 
including lifesaving medications (such as EpiPens and Ventolin/Salbutamol Inhalers) and 
self-administered medication for specific conditions such as some migraine therapies and 
insulin for diabetics. These medications may be carried on individual students at the 
discretion of the College Nurse or stored in approved locations in classrooms or sub-school 
receptions as decided by key stakeholders including the parent/s, student and staff involved 
with each situation.  

All other medications purchased by or given to the College Nurse must be securely stored in 
locked cupboards; storage must conform to the manufacturers labelling. Medication will be 
stored, administered and documented in accordance with the Health (Drugs and Poison) 
Regulation 1996. 

All controlled medications i.e. Dexamphetamine, Ritalin, Concerta etc. are stored in a locked 
drug safe (compliant with Australian Standards), in the Health Centre. All controlled 
medication is to be dropped off and collected by a parent or guardian.  A Medication Register 
with a log of the amounts of all controlled medications signed in and out will be strictly 
maintained to adhere with legislative requirements. 
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5.0 Record of administration of medication 

All medications administered to a student are recorded electronically on the student’s 
medical file in the TASS system. Students taking controlled medication have a personalised 
medication record that is kept in the Health Centre. The only times a Medication 
Administration Form is required to be used is when giving controlled medications or to record 
administration of short term medications such as antibiotics. 

6.0 Excursions and College camps 

In the case of excursions or College camps the College will appoint staff members who will 
be solely responsible for the management and administration of medication whilst off 
campus. These staff members must hold a current Apply First Aid certificate and will liaise 
before departure with the College Nurse regarding any concerns about the administration of 
medications whilst away. 

All medications to be administered during the duration of a camp or excursion (including 
those available over the counter) must be provided to the appointed staff members in original 
packaging with a pharmacists label and a form completed giving parental permission 
(including purpose of medication and when they would like it given) OR if it is a medication 
that is regularly being given during school hours by the College Nurse, the parent may liaise 
with the Nurse to provide the required doses of the medication to the appointed staff 
members (in these instances a parental permission from is not required). 

Students who usually carry emergency medicines such as EpiPens or Ventolin Inhalers on 
them at school may also do so during camps and excursions, OR may choose to hand them 
over to the appointed staff members depending on personal preference; BUT either way the 
medication must be readily available and both the student and all staff members attending 
the excursion or camp must be aware of the chosen location. These medicines do NOT 
require a parental permission form as all relevant medication is provided on the Action Plan; 
a copy of which should be included with the excursion or camp records. 

The only medication that can be initiated by the nominated First Aid Officer when required is 
paracetamol, if parental consent is recorded on the student’s medical record. If there is 
concern that other medications or treatment may be necessary the student should be taken 
for medical review, as per the excursion and Outdoor Education protocols. EpiPens, 
antihistamine and Ventolin are supplied in camp First Aid Kits as back up for students with 
pre-existing conditions on Action Plans or in emergency situations under medical advice. 

7.0 Duty of care 

A staff member who is not a Registered Nurse may provide assistance when necessary to a 
student who is taking medication. 

8.0 Safe administration of medication 

Always refer to written instructions set out by the medical practitioner. The following checklist 
should be adhered to: 

 Right Medication 

 Right Person 

 Right Dose 

 Right Route 

 Right Time 

 Correct Entry into TASS 

9.0 Non-western medication 

While we understand the value of these medications, it is important that the nursing staff are 
familiar with the medication that every student in the College is taking. Students wishing to 
take non-western medications or medications not prescribed by a General Practitioner must 
consult with the nursing staff. Permission to take these medications will be granted on a per 
case basis but as a minimum for safety, should always be supplied with labelling and clear 
instructions in English.  


