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Full of Beans Holiday Camps
Medication Administration Policy
October 2025
1. Purpose
The purpose of this policy is to ensure the safe management and administration of medication for children attending Full of Beans Holiday Camps. This policy outlines the procedures for obtaining consent, storing, administering, and recording medicines in accordance with UK guidance.
2. Scope
This policy applies to all children attending Full of Beans Holiday Camps aged 5–11, parents/carers, and all camp staff involved in the care and supervision of children. Medication will only be administered at camp with prior written parental consent. Emergency medication (such as an Epipen) may be administered at any time where required.
3. Responsibilities
• Parents/carers must provide full information on any medical conditions and supply medication in its original packaging, clearly labelled with the child’s name and dosage instructions.
• The Camp Manager is responsible for the safe storage, recording, and administration of all medication.
• Staff must follow this policy at all times and complete the Medication Log for each administration.
• Children who are sufficiently mature may self-administer under direct supervision, with written parental consent.
4. Parental Consent
Written parental consent is required before any medicine is administered. Parents must complete the Parent Consent Form, including details of the medication, dosage, timing, and any potential side effects.
5. Storage of Medication
All medicines must be stored securely in a locked container or in the staff room fridge if refrigeration is required. Only the Camp Manager or designated trained staff will have access to stored medicines. Medicines must remain in their original containers and be clearly labelled.
6. Administration of Medication
Medication will be administered by the Camp Manager or a designated member of staff following the 'Five Rights' principle:
1. Right child
2. Right medicine
3. Right dose
4. Right time
5. Right route

Each administration must be recorded on the Medication Log. Any refused or missed doses, or adverse reactions, must be documented and reported to the parent/guardian immediately.
7. Emergency Medication and Adverse Reactions
In the event of an emergency, such as an allergic reaction or breathing difficulty, emergency medication (e.g. Epipen, inhaler) will be administered immediately as per the child’s individual healthcare plan. Staff will call 999 and inform the parent/guardian as soon as possible.
8. Record Keeping
A Medication Log must be maintained for each child requiring medication. Records must include the name of the medicine, dosage, time given, name of the person administering, and any relevant comments. All records will be stored securely and retained in line with data protection and safeguarding procedures.
9. Staff Training
The Camp Manager will ensure that all relevant staff are trained in this policy.  Staff responsible for administering medication will also be trained in first aid and the use of emergency medication such as Epipens.
10. Policy Review
This policy will be reviewed annually or sooner if there are changes to legislation, guidance, or camp practices.
Appendices
Appendix 1 – Daily Medication Checklist
☐ Check consent form received and up to date
☐ Medication in original, labelled container
☐ Correct dosage instructions confirmed
☐ Medicine stored securely / in fridge if required
☐ Administration times noted
☐ Parent contact details confirmed

Appendix 2 – Emergency Action Summary
1. Administer emergency medication as per child’s care plan.
2. Call 999 immediately if child shows severe symptoms (e.g., breathing difficulty, loss of consciousness, anaphylaxis).
3. Inform parent/guardian as soon as possible.
4. Record incident on Medication Log and complete an Incident Report Form.
5. Review procedures after incident to ensure continued safety and compliance.
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