
	

	

 

 

Medication Distribution Policy—Coburg High School 

Rationale: 

Many students attending school need medication to control a health condition. It is necessary 
that staff (as part of their duty of care) assist students, where appropriate to take their 
medication. The school will ensure the students privacy and confidentiality and will exercise 
sensitivity towards this issue to avoid any stigmatisation. Schools must have a medication 
distribution policy that outlines the school’s processes and protocols, is ratified by the School 
Council, is communicated to the school community, protects student privacy and 
confidentiality to avoid any stigmatization and ensures staff abide by their duty of care by 
assisting students to take their medication where appropriate. All medication to be 
administered must be accompanied by written advice on our official school form providing 
directions for appropriate storage and administration. It must be in the original bottle or 
container clearly labeled with the name of the student, dosage and time to be administered, 
within its expiry date, stored according to the product instructions, particularly in relation to 
temperature. 

Aim: 

• The school will ensure that correct procedures are used to assist students to safely use 
prescribed and non prescribed legal medication approved for their use by a medical 
practitioner or with the permission of a parent/guardian. 

• To ensure staff store and administer medication correctly. The policy relates to all 
medications including prescription and non-prescription medication 

• To ensure Coburg High School complies with the requirements of the Working with 
Children Act 2005 and Child Safety policies.  

Implementation 

The student’s parent/carer may wish to supply medication to be administered at the school. 
To minimise the quantity of medication held at the school, it should be considered if the 
medication can be taken outside of the school day, for example medication required three 
times a day may be able to be taken before and after school, and before bed. 

Students will generally need supervision of their medication and other aspects of health care 
management. The school, in consultation with parents/carers and the student’s medical/health 
practitioner, may consider the age and circumstances by which the student could be permitted 
to self-administer their medication. 

All medications, including prescription as well as non-prescription medication, including 
analgesics, such as paracetamol and aspirin and other medications which can be purchased 
over the counter without a prescription, are to be administered by staff following the 
processes and protocols set out in the Medication Management Procedures of the school. In 



	

	

order to ensure that the interests of staff, students and parents/guardians/approved persons are 
not compromised, medication will only be administered with explicit written permission from 
parent/guardian/approved person, or in the case of an emergency, with permission of a 
medical practitioner. 

When administering prescription medication on behalf of parent/carers, the written advice 
received must be supported by specific written instructions on the original medication bottle 
or container, such as that on the pharmacists label noting the name of the student, dosage and 
time to be administered. Analgesics can mask signs and symptoms of serious illness or injury 
and will not, therefore, be administered by the school, as a standard first aid strategy. 
Therefore analgesics such as aspirin and paracetamol will not be stored in the school’s first 
aid kit. 

The principal (or nominee) administering medication needs to ensure that: 

• the right child; 
• has the right medication; 
• and the right dose; 
• by the right route (for example, oral or inhaled); 
• at the right time; and 
• that they write down what they have observed 
• permission to administer medication has been received from the child’s 

parents/guardians/approved persons or a medical practitioner. 

The principal or their nominee will inform teachers of those students in their charge who 
require medication to be administered at the school. The teachers may be required to release 
students at prescribed times so they may receive their medications from the principal or 
nominee. 

The School register will be completed by the person administering the medication. 

The school in consultation with parents/carers and the student’s medical/health practitioner 
will consider the age and circumstances by which the student could be permitted to self-
administer their medication. Ideally, medication to be self-administered by the student should 
be stored by the school. However, where immediate access is required by the student, such as 
in the case of asthma, anaphylaxis, or diabetes, medication must be stored in an easily 
accessible location. 

Note: It is at the principal’s discretion to agree for the student to carry and manage their own 
medication. 

Documentation – Medication Authority Form  

• All medication to be administered at the school should be accompanied by written 
advice providing directions for appropriate storage and administration.   

• Ideally, the school should receive medication advice from the student’s 
medical/health practitioner who should complete the medication authority form. This 
ensures that the medication is medically warranted.   

• If medication advice cannot be provided by the student’s medical medical/health 
practitioner, then the principal or delegate may agree to the Medication authority form 



	

	

being completed by the parent/carer provided the pharmacist label is intact on the 
original packaging of the medication.   

• The medication authority form is not required for students with Asthma or 
Anaphylaxis as this is covered under ASCIA Action plan for Anaphylaxis and the 
Asthma Foundation’s School Asthma Action Plan.   

 
Documentation – Medication Log    

• The medication log must be completed by the person administering the taking of 
medication.   

• Medication must be supervised and signed off by the designated member of staff, 
checking the information noted on the information log. This is an appropriate added 
safety measure and is good practice. The medication log provides for this form.  

 
Storage of Medication    

• Medications must be stored strictly in accordance with product instructions (paying 
particular note to the temperature) and in the original container in which dispensed.   

• Storage should be secure, with clear labelling and access that is limited to the school 
staff responsible for medication administration.   

• Where immediate access is required by the student, such as in the case of asthma 
anaphylaxis or diabetes, medication must be stored in an easily accessible location.   

 
Monitoring the Effects of Medication    

• Where required, schools can observe and document behaviour such for attention 
disorders or epilepsy, where such observations can be used by the student’s 
medical/health practitioner.   

• It is not the role of the school to interpret behaviour in relation to a medical condition. 
Nor can they be expected to monitor the effects of a medication. 

 
Medication Error    

• If a student takes the wrong medication, the wrong amount of medication, or takes 
medication via the wrong route, the following steps should be followed.   

• Ring THE POISONS INFORMATION LINE 13 11 26   
• Act immediately on advice given by the poisons information line (for example, if you 

are advised to  call an ambulance you should do so immediately).   

This policy is to reviewed within a cycle of 3 years or sooner if legislation or circumstances 
require immediate actions. 
 
Ratified by School Council May 2017 
	


