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MALVERN

MINI MALVERN - ADMINISTRATION OF MEDICATION & FIRST AID POLICY

In accordance with the Statutory Requirements for EYFS pupils, Mini Malvern will have
recorded records each time medicines are given, or when first aid is administered, which are
completed directly onto the Famly app which will notify parents. Parents are required to
complete an administration of medication form on Famly, which will guide staff when the child
should have their prescribed/long term medication and the dose. Staff will check if this has
been completed as the administration of medication from the parents.

Accident and incident forms

All staff in the EYFS department have a Paediatric First Aid qualification and Matron keeps
track through a system to ensure qualifications are kept up-to-date and current. Each Mini
Malvern room has a first aid kit available, and Matron inspects and updates each one.

Parents and/or carers are informed of any accident or injury sustained by the child on the
same day as, or as soon as reasonably practical after, and if any first aid treatment is given,
is recorded. All accident or incident forms will be completed on Famly and parents will receive
a notification. Two copies of the accident or incident form will be printed and obtained as a
hard copy. One will be given to parent/carers upon collection to ensure they are aware
especially if they have not accessed the Famly app, the other copy parents/carers or allocated
person for collection will need to sign and Matron will keep them on file.

Pre-existing injury

A pre-existing injury is an injury that occurred when the child was in the care of a parent / carer
or an injury that has occurred when the child has been in the care of another care professional
for example another setting/or a childminder and arrives at Mini Malvern with this injury. If a
child arrives with an existing injury parents/carers must inform staff on their arrival and will be
asked to complete an ‘Pre-existing Injury’ form, detailing how the injury occurred and ensuring
staff members have current information about a child if they become unwell as a result of the
injury. If staff members notice a pre-existing injury, however, and were not made aware by the
parents, staff must complete a pre-existing Injury’ form for parents to complete on their return.

Medication

Children who have had an iliness and are well enough to attend our provision but still requires
prescribed medication, such as antibiotics or teething gels. If it is a child’s first time having this
form of medication, the child will be asked to stay at home for the first 48 hours after having
the medication, to see if there are any side effects or reactions etc.

Medicines are stored in their original containers, out of reach of the children, in a drugs cabinet
or in the locked fridge in the staff room as directed by Doctors, Dentist or other professionals.
Parents are required to detail and authorise the administration of medicines. Mini Malvern
supplies Calpol, which is kept in a locked cabinet, for use in an emergency e.g. sudden surge
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in temperature whilst waiting to be collected to go home. Prior permission for administration
of held medicine is sought on joining the setting. Forms are completed via Famly, and all
information is updated by the administrator staff. If it is considered necessary to administer
Calpol to a child, a telephone call will be made to ask if any Calpol has been given on that day
and request that Calpol can be given, and that the child will need to be collected. Any future
health changes such as allergy, dietary needs or changes in medication are to be reported
immediately by parents to keep the information updated. Acknowledgement will be required
from the parents via Famly and a hard copy will be produced and obtained in the same format
as our accident and injury forms.

Emergency medicines, such as asthma inhalers and adrenaline pens, are kept in an
accessible manner to all staff for emergencies but out of reach from children. They are readily
available and are clearly labelled along with their Care Plan carefully looked over by Matron.
Authorisation for the on-going management and administration of medicine(s) will be sought
and a specific treatment book created for the individual child, recording each time the
medication is administered. All children’s medications are checked by Matron, who will log
dates of long-term medications to ensure parents keep us with in-date medication.

If at any time practitioners are taking medication which may affect their ability to care for
children, those practitioners should seek medical advice and discuss with Matron. Staff
medication on the premises must be securely stored, and out of the reach of children at all
times.



