Willow Tree and Woodland Explorers Medication Policy and Procedure
Medicine Administration 
The following is a guide to how and when medicine will be administered in the nursery.  However please bare in mind that the final decision regarding the administration of all medicines is the responsibility of the Nursery Manager or Deputy Manager. 
Only medicine prescribed for your child by the doctor will be administered by senior staff in the nursery.  This will be administered according to the instructions on the label.  All medicine is stored in a locked cabinet or the fridge and away from the children. 
In the event of your child developing a temperature at nursery we will firstly try to cool the child naturally by removing excessive amounts of clothing and having a cool drink of water. If after 15 minutes the temperature has not come down or has increased then the management team will decide whether to keep cooling the child for a further 10 minutes or contact parents to collect. We can administer an emergency 5ml dose of Calpol in the case of parents not being close by to collect the child. Verbal consent can be given over the telephone and the Medication Log filled in and signed when the parent collects.
If a syringe is supplied with a child’s medication the syringe must be used to administer the medicine.  A medicine spoon cannot be used unless the dosage of 2.5mls or 5mls are shown measures on the medicine spoon.  If a syringe is not provided and the medication dosage is not 2.5mls or 5mls the nursery will not administer the medication. 
When administering medication staff will ensure that this is carried out in an appropriate environment. 
Please note that prescribed medicines will not be administered for longer than three months after the date on the prescription label unless they are for a chronic illness such as asthma or we have received a letter from your child’s doctor.  We will require an asthma wheeze plan when the inhaler is signed in with us.
Parents/carers must complete a Medication Record Form when they leave their child at the nursery. Details of all medicine administered is recorded stating the name of the medicine given, the time it was last administered, dosage, reason for medication and the adult receiving the medicine. This will then be agreed and signed by the parent before they leave the nursery. The Medication Log is then filled out every time any medication is give. The form must be completed in full and “  lines must not be used. A senior member of staff will administer the medication and must always be witnessed by another member of staff. As a witness it is your responsibility to check the medication is for the correct child, the dosage and date on the medicine. The log must then be signed by the child’s parent at the end of the day. If for any reason the medication is given late then a courtesy call should be given to the parent to check they would still like the medication to be given. 
Antibiotics – each time a child has a new prescription for antibiotics they will not be able to attend the nursery until 24 hours after the first dose.  This is in case there is a reaction to the medicine and also because they are deemed not well enough to attend.  


Teething gels or crystals can be given by the child’s key person. The key person should wear a glove to administer the medication and ensure another member of staff witnesses them. Teething gels or crystals should be signed in on the Medication Record so they can be used at any time during their time at nursery. When the child requires the teething relief it should then be written on the Medication Log.

Long term conditions such as Asthma should be recorded on the Long Term Medication Form. This is reviewed monthly by the child’s key person. 
Please note that in the case of antibiotic eye drops or cream prescribed for the treatment of conjunctivitis the first dose must be administered at home.  Children may then attend the nursery as usual. 
In addition, where antibiotic cream is prescribed for the treatment of skin conditions the first dose must be applied at home.  Children may then attend the nursery as usual providing that the exclusion period for the condition has been observed where necessary – please see the ‘Infection Control Table’ for details. 
Diarrhoea & Vomiting - in line with the Infection Control Table which forms part of this policy, children cannot come into the nursery within 48 hours of having an episode of either diarrhoea or vomiting. In addition, if your child has been vomiting they also need to be able to keep food down before returning to the setting. 
If your child has had either diarrhoea or vomiting it is advisable to contact the nursery to check when they will be able to return.                         

Please note, as per the label on the bottle, Calpol must not be given to a child for more than 3 consecutive days.  Therefore if a child has been given Calpol on 3 consecutive days they will not be able to return to the nursery until they have been seen by a GP. The 3 days include any days when a child is not at the nursery.  Please communicate with the nursery manager who will advise you when your child is able to return.  
If a child has been given Piriton before arriving at the nursery the parent /carer will need to fill in a form saying what time the administration was and how much was administered. 
Please note that if Piriton has been prescribed by your child’s GP, this must be reviewed on a regular basis. 
Creams/lotions – creams or lotions either prescribed or purchased from a chemist must be discussed when your child joins the nursery and written onto their routine sheet.  The container will be labelled with your child’s name and the date that it was opened.  If there is any change in the cream to be given the updated information will be recorded on Blossom. 
Inhalers - where there is a prescription for an inhaler, one must be kept on the premises even if it is for short term use only. 
Medication such an inhaler or an Epi pen will need to remain on the nursery premises. 
Seizures and convulsions – to safeguard the health and well-being of children who have had a seizure or convulsion, either at or outside of the nursery, children will need to be assessed medically and remain at home for 24 hours following the seizure or convulsion. 
At the Nursery Manager’s discretion, on seeing a note from the hospital or doctor which states that the child is fit to return to the nursery, the child may attend the nursery. 
Failure to collect -  where a parent/Carer has been contacted and asked to collect their child on medical grounds we expect this to be within one hour of the initial contact from the nursery. 
Where parents/guardians are unable to collect within this time or if parents/carer have not returned the nursery’s call regarding the arrangements for the collection of their child this will be treated as failure to collect and we reserve the right to telephone the emergency contacts and request that they collect the child. 
If, after a further 30 minutes the staff have been unsuccessful in contacting the child’s parents/carer or other named emergency contacts or there will be considerable delay in the child being collected Duty and Advice team at children’s Social Services will be contacted on 0113 3760336,or the out of hours team on 01135350600, their advice will be sought and followed.  Where possible, messages will be left on parent’s/guardian’s answer phones to inform them of the procedure being followed. 
Staff Medication

If a staff member is taking regular medication they should inform a member of the management team as to what the medication is for, any possible side effects of the medication and where it will be stored during work hours. For example, where is their inhailor is kept should they need it during the day and not be well enough to access it for themselves. Staff should also inform a member of the management team of any allergies they have so a record of this can be kept and shared with other staff where appropriate. A health Care Plan will be filled in and shared with the staff team for conditions such as Diabetes.
It is the responsibility of the individual staff member to ensure that any changes to their health or medication is communicated to the management team. 
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Signed on behalf of Willow Tree Nursery and Woodland Explorers
“Our setting is committed to safeguarding and promoting the welfare of children, young people and adults at all times and expects everybody working within this setting to share this commitment”.
