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ACTIVITY CAMPS 
Policy 

The purpose of this policy is to establish guidelines to promote the health and safety of persons 
served by ensuring the safe assistance and administration of medication and treatments or other 
necessary procedures.  
Le Mourier is committed to supporting each child’s well-being. We will work in conjunction with 
parents to ensure the safe storage and administration of medication in instances where a child is 
taking prescribed medication, with the prior written permission of their parent(s) or guardian(s). 
 
Principle 

• Storing medication safely and appropriately. 
• implementing a procedure to ensure that the right child receives the right medication, dosage, 

route, and timing by authorised staff.  
• documenting the administration of medication accurately. 
• Medication will never be administered without written permission from parent(s) or 
• guardian(s). 
• Where a child has a chronic condition which requires daily medication the written permission and a 

written care and administration plan will be obtained on enrolment and be reviewed each time the 
child is enrolled in the camps 

• Parents will also be requested to notify the service if their emergency contact details change. 
• Staff will be trained in the administration of specific medication in the case of severe allergic. 
 

The ‘Five Rights’ of Medication Administration 

The “Five Rights” is a procedure which will be followed before the administration of medication. 
It is set out as follows.  
“Right medication, right child, right dosage, right form, right time”. 
• Parents/guardians will complete and sign a medication form for the days which the medication is 

needed. 
• Only staff members authorised by the Manager are to manage and administer medication.  
The member of staff authorised to administer medicines should check the 

1. Recipient’s name  
2. Prescribed dose 
3. Expiry date 
4. Written instructions provided by the prescriber on the label/container as dispensed by the 

pharmacist. 
• A second authorised staff member will check the medication and dosage and sign if it is correct 

prior to any medication being administered to a child.  
• Staff can only administer medication that has been prescribed for a particular child. 
• Medications are accepted for use only when they are within their expiration period. These must be 

labelled with the child’s name and in their original container. 



 

ACTIVITY CAMPS 
• Non-prescription medications will not be administered by Le Mourier staff unless a health care 

professional provides written instructions. 
• Medication will not be added to the child’s bottle or food. 
• If there is any doubt about any of the procedures, the member of staff will check with 

parents/guardians or a health professional before taking further action. 
• Staff involved will keep records each time they administer medication. 
 

 

Storage of Medications 

All medications brought into our setting should have child-proof caps and will be stored:   
A. At the proper temperature (according to the label). 
B. Away from food. 
C. Out of the reach of children. 
• Medications requiring refrigeration will be clearly marked and separated from food in an airtight 

container marked ‘Medications’. Access to the fridge will be restricted to authorised staff only. 
• Inhalers will be stored in a manner that allows them to be accessed quickly in case of emergency, 

they will be labelled with the child’s name. 
 

Analgesic (pain relief) and anti-febrile (temperature reducing) medication. 

Camp staff will not administer either of these types of medication unless they have been prescribed 
by a GP. 
 
Documenting the administration of medication 

The authorised person giving the medication will ensure that they document the medication times 
and dosage precisely and have the process witnessed and signed by another authorised member of 
staff. Any administration of medication will be documented and signed by parents/carers. 
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Document Control 
 

Version Published Changes 
1.2/19 Feb 2019 New Document 
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