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Medication Policy
[bookmark: _ne30mi92y18n]Purpose
ClubsComplete™ is committed to promoting the health, safety, and wellbeing of all children in our care. This policy outlines how medication is managed within our settings to ensure safe, consistent, and appropriate practice.
[bookmark: _xvghw0le6zxr]Scope
This policy applies to:
· All ClubsComplete™ staff
· All children attending our clubs
· All parents and carers
· All visitors, contractors, and volunteers present on site
It should be read alongside the Safeguarding Policy and Health and Safety Policy.
[bookmark: _8krn0wmxmmq0]Policy Statement
ClubsComplete™ supports children with medical needs by ensuring that medication is handled safely and responsibly. Medication will only be administered when essential and with full parental consent. All procedures prioritise the safety of children and the protection of staff.
[bookmark: _u9y21bholooq]General Principles
· Medication will only be administered with a signed parental medication form.
· Staff will not administer non‑prescribed medication
· Medication must be provided in its original packaging, clearly labelled with the child’s name and dosage instructions.
· Medication will be stored securely but accessible to trained staff, following packaging instructions.
· A medication log will be completed for every dose administered, including date, time, dosage, and staff signature. Logs are stored securely on site.
[bookmark: _cgcoa8o3gh2g]Children Who Are Unwell
If a child is unwell on arrival:
· Parents or teachers must inform the staff member on duty
· Staff may refuse entry if the child is not well enough to participate safely
· Parents will be contacted to collect the child if they become unwell during the session
[bookmark: _n4fv1ia0wcsb]Administering Medication
· Only the most senior member of staff running the club will administer medication
· Staff may refuse to administer medication if:
· Instructions are unclear
· The dosage exceeds the packaging guidance
· The medication is not in original packaging
· Consent has not been provided
Parents will be informed immediately if medication cannot be administered.
[bookmark: _medkvfiu3lqg]Emergency Medication
Emergency medication includes:
· Inhalers
· EpiPens
· Antihistamines prescribed for allergic reactions
· Seizure medication
Parents must inform ClubsComplete™ Head Office before their child attends if the child requires an EpiPen or other emergency medication. This ensures:
· Staff are aware of the child’s needs
· The setting can confirm whether trained staff are available
· Appropriate risk assessments can be completed
If Head Office has not been informed, the child may not be able to attend for safety reasons.
[bookmark: _9fjg61cdkuns]Storage of Medication
Medication will be stored:
· In a secure, non‑accessible location for children
· According to packaging instructions (e.g., refrigeration if required)
· Emergency medication will be kept accessible to staff but out of children’s reach
[bookmark: _ncdg4rz43m6u]Medication Records
A medication log will be completed for each administration, including:
· Child’s name
· Medication name
· Dosage
· Time and date
· Staff signature
Logs are stored securely and retained in line with data protection requirements.
[bookmark: _91xwvwyqkand]Related Policies
· Safeguarding Policy
· Health and Safety Policy
· First Aid Policy
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