
ADMINISTRATION OF MEDICATION 
POLICY 

Purpose 
This policy outlines Brisbane Montessori School’s commitment to ensure that the administration of 
medication to children is at all times in accordance with Health and Safety Regulation management 
procedures. 

Scope 
The Administration of Medication Policy applies to all Brisbane Montessori School staff, volunteers, parents, 
carers, students and visitors.  

Responsibility 
The Principal 

   

Relevant Legislation 
Health (Drugs and Poisons) Regulation 1996 (Qld) 
Work Health and Safety Act 2011  
Education (General Provisions) Act 2006 (Qld) 

Early Child Care Related Legislation 
National Quality Framework (Quality Area 2 & 7) 
Education and Care Services National Regulations 2011 
Education and Care Services National Law Act 2010 

Accessibility and Awareness 
The Principal will ensure that accessibility and awareness of the Policy is made available: 
• to staff members generally; 
• to staff, families and students by its display on the school website; and on request, to staff, families and 

students from the school administration. 

Review 
The School will ensure that the Policy is reviewed once every two years or as changes in regulation and 
legislation occur. 

Relevant Definitions 
Medications are categorised according to the method for purchasing the medication (over-the-counter 
medications, prescription medications) or the frequency within which the medication is administered 
(emergency medication, routine medication, short term medication). 
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Relevant Definitions Continued 
Over-the-counter medications are for self-treatment and can be purchased from pharmacies, with 
selected products also available in supermarkets, health food stores and other retailers. Examples include 
cough and cold remedies, anti-fungal treatments, non-prescription analgesics such as aspirin and 
paracetamol as well as alternative medicines such as herbal, aromatherapy and homoeopathic 
preparations, vitamins and minerals and nutritional supplements such as fish oil. 
Prescription medications are prescribed by a prescribing health practitioner under the Health (Drugs and 
Poisons) Regulation 1996 (Qld), and are dispensed by a pharmacist. The presentation of the original 
medication container with an attached prescription pharmacy label constitutes a medical authority. 
Emergency medications required for the emergency first-aid treatment of medical conditions, e.g. 
Midazolam for specific seizures (e.g. epilepsy), adrenaline auto-injectors for anaphylaxis, blue reliever for 
asthma.  
Schedule 8 drugs are prescription medication, such as Ritalin and Dexamphetamine, likely to cause 
dependence or be abused and include controlled substances. These drugs are to be located in a locked 
cabinet when not being administered. 

Overview 
This Administration of Medication Policy assists all staff ensure that the children who attend Brisbane 
Montessori School have access to a reasonable standard of support for their health needs.  A request for 
school staff to administer medication during school hours should be considered only when there is no other 
alternative in relation to the treatment of specific medical conditions or when a prescribing health 
practitioner has determined that the administration of medication at school is necessary.  

Brisbane Montessori School requires a medical authorisation from a parent or person with the authority to 
consent to administration of medical attention to the child.  Medication (including prescription, over-the-
counter and homeopathic medications) must not be administered to a child without authorisation by a 
parent or person with the authority to consent to administration of medical attention to the child.  The school 
will not administer non-essential medicine.  The school may decline a request to administer medication in 
situations where there is insufficient support to administer medication. 

Responsibilities 
It is the responsibility of the Principal to: 
• Advise parents (e.g. via the school website, newsletter) of the requirement to supply the school with a  

Permission to Administer Medication form when medication is to be administered to their child. 
• Ensure staff are aware of the procedure for administering medication to children. 
• Establish school-specific procedures for the administration of medications and ensure all relevant staff 

are familiar with these procedures. 
• Establish and monitor procedures for safe and appropriate storage of medication in the original 

containers according to the manufacturer's instructions and special instructions from the pharmacist or 
prescribing health practitioner (including medication which needs to be stored below 25 degrees 
Celsius).  

• Ensure staff are aware of procedures for recording and reporting medication errors and develop 
procedures to minimise errors. 

• Clarify procedures for secure storage and transportation of medication if the child is required to carry it 
to out of school hours venues. 

• Ensure staff are informed of all children they supervise who require the administration of medication.  
Where possible, staff are to be fully aware of warning signs, triggers and emergency responses for 
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health conditions requiring medication or other management as outlined in the child's Emergency 
Health Plan.  

• Ensure that sufficient staff in the school undergo training required to administer medication in 
accordance with children’s Individual Health Plans, Emergency Health Plans or Action Plans. 

• Ensure school staff are trained in first aid. 

It is the responsibility of the Student Administration Officer to: 
• Ensure that hard copies of the Permission to Administer Medication form are available for parents at 

the beginning of the school year, upon enrolment, or when required (e.g. changed medication, newly 
prescribed medication). 

• Ensure Individual Health Plans, Emergency Health Plans and Action Plans are accessible to all 
relevant staff who provide direct supervision or are assigned to support children with a specialised 
health need or health procedure. 

It is the responsibility of Class Directors to: 
• Ensure that hard copies of the Permission to Administer Medication form are available for parents at 

the beginning of the school year, or when required (e.g. changed medication, newly prescribed 
medication, camp attendance). 

• Ensure that the Permission to Administer Medication form is completed for any children in the 
classroom requiring medication to be administered. 

• Meet with child’s parents to discuss the responsibilities of both parties where possible, e.g. ensuring 
appropriate supply of medication is made available if required. 

• If advised by the parent that the medication is no longer required (i.e. change to medication 
order/dose) request that the parent visit the school for the medication to be returned directly to them in 
its original container. 

• Where relevant, notify the parent of the procedure to develop Individual and Emergency Health Plans 
or Actions Plans in accordance with the child’s specialised health needs. 

• Ensure that the Student Administration Officer is given a completed copy of Permission to Administer 
Medication for record keeping at the office. 

It is the responsibility of parents/carers to: 
• Notify the school if the child requires medication during school or school-based activities (including 

camps and excursions) via the Permission to Administer Medication form, completed and signed by 
the parent.   

• Notify the school in writing and provide a copy of any requests and/or guidelines provided by the 
child’s prescribing health practitioner concerning medication administration. 

• Consult with the school to develop an Emergency Health Plan if emergency medication is required for 
the child. 

• Notify the school in writing (with an accompanying letter from the prescribing health practitioner) when 
changes occur to the child’s routine or emergency medication. 

• Notify the school in advance (in writing) if medication is being transported with the child for purposes 
other than administration at school (respite, shared parental arrangements). 

• Advise the school in writing and collect medication when it is no longer required at school. 
• Provide the medication with the medical authority attached in person or via a delegated adult to the 

school. 
• Provide an Action Plan for Anaphylaxis or Asthma completed by the child’s medical practitioner when 

medication is prescribed to manage emergency health conditions/situations for these health 
conditions.  

• Ensure medication supplies have not expired and are replenished as required (school may notify). 


