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Legislation: 

• Education (General Provisions) Act 2006 (Qld) s5 & s426  
• Disability Standards for Education 2005 (Cth)  
• Health (Drugs and Poisons) Regulation 1996 (Qld) s18(3) & s30(2) 
• Work Health and Safety Regulation 2011 (Qld) s42 
• Work Health and Safety Act 2011 (Qld) 
• Privacy Act 1988 (Cth) 
• First Aid in the Workplace Code of Practice 2021 (Qld) 
• DET Administration of Medication in Schools Policy Version 5.0 

Ormiston College 
Related 
Documents: 

• Workplace Health and Safety Policy 
• Privacy Policy 
• Administration of Medication Policy 
• Administration of Medication Consent Form 
• Medication Administration Skills Checklist 
• Medical Details Form 
• Infection Control Policy 
• First Aid Policy 
• Substance Management Plan (Medications) 

Version: V290623 

Supersedes: V300922 

To be reviewed: Every 3 years 

 
 

https://www.legislation.qld.gov.au/LEGISLTN/CURRENT/W/WorkHSA11.pdf
http://www.comlaw.gov.au/Details/C2014C00076
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OVERVIEW 
 
Ormiston College is committed to ensuring that all students have access to a reasonable standard of 
support for their health needs whilst attending the College, both on campus and for off campus activities. 
 
The administration of medications to students by College staff is only considered when a prescribing Health 
Practitioner has determined that it is necessary or when there is medical consent provided by the parent.  
 
 
PROCESS 
 
• Follow the student's Emergency Health Plan or Action Plan, and the instructions on the student’s 

Administration of Medication Consent Form or prescribing Health Practitioner’s written advice.  
• Administer emergency medication in accordance with all relevant training.  
• Administer first aid when there is no student specific plan by following College emergency procedures 

as outlined in the First Aid in the Workplace Code of Practice 2021. 
• Record details of administration of medication into the student’s electronic medical record.  
• Schedule 8 Medication is to be documented in the Controlled Drugs Register. 
• When an emergency medication (ie EpiPen) has been administered, contact parent as soon as 

possible.  
• Should emergency services be called, provide information as required.  
• Nurse is to notify the parent if the medication quantity is low or approaching its expiry date. 

 
 
STAFF TRAINING 
 
The College Nurse is to conduct staff training for nominated staff members allowed to administer 
medication.  
 
The staff member responsible for administering medication is required to ensure that:  
• Medication is only administered if it is prescribed, is in the original container and has a pharmacy label. 

If the medication is more complex with specific administration requirements, then a letter from the 
Medical Practitioner should be provided.  

• The Ormiston College Administration of Medication Policy and the Administration of Medication 
Procedure are followed. 

• A two-person check is undertaken whenever possible e.g., administration of Schedule 8 Medication 
(Ritalin). 

• The Five Rights of Medication Administration are followed, and they are aware of:  
• Pharmacy labels 
• Common medication side effects (which may be identified on the medication container) 
• Five Rights of Medication Administration 

1. Right Person 
2. Right Drug 
3. Right Dose 
4. Right Time 
5. Right Route. 
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PRESCRIPTION MEDICATION ADMINISTRATION PROCEDURE 
 
1. RIGHT PERSON 

Check the identity of the student i.e., use photograph on TASS, ask student their full name and / or 
their date of birth.  Middle and Senior School students are required to self-sign into the Health Centre. 

 
2. RIGHT DRUG 

Drugs have a trade and generic name which can cause confusion.  Refer to medication container 
for the ‘generic’ name, to match the medication identified on the Administration of Medication 
Consent Form (Appendix A in the Administration of Medication Policy). 

 
Check it is the right drug:  

o when the drug is taken from the cupboard. 
o before the drug is placed into a medicine cup or similar receptacle prior to handing to the 

student.  
 
3. RIGHT DOSE 

The dosage will be on the medication container and the Administration of Medication Consent Form. 
Ensure the drug dosages match. 

 
4. RIGHT TIME 

Medications are designed to be given at specific intervals between doses to ensure consistent 
therapeutic blood levels.  If given at times different to those ordered, the drug may be less effective 
or may cause side effects. 

 
Often medication instructions are provided in medical terms.  Seek clarification as to the time-of-day 
medication should be administered if this is not understood, and ensure it is administered at the 
prescribed times. 

 
The prescribed time is to be clearly written on the Administration of Medication Consent Form by the 
parent. 

 
The College Nurse is required to check the Administration of Medication Consent Form and the 
prescription medication to ensure the information is correct. 

 
5. RIGHT ROUTE 

Medications have specific ‘routes of administration.’ 
• Check the instructions prior to administration, e.g., to be taken with food. 
• Ensure all oral medications have been swallowed.  Watch the student take the medication. 

 
Common routes of administration include:  

• topical (apply to skin) 
• oral (by mouth) 
• sublingual (under the tongue) 
• nasal (through the nose) 
• inhalation e.g., asthma medication (puffer or spacer). 
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NON-PRESCRIPTION MEDICATION ADMINISTRATION PROCEDURE 
 
Students may require non-prescription medication during the day for minor conditions like a headache etc. 
The medications approved to administer at school are Paracetamol, Ibuprofen, and Antihistamine.  
 
Parents are required to complete the Administration of Medication Consent Form for their child on Parent 
Lounge.  Only the medication approved by the parent is to be given.  If no medication permission has been 
given, then the staff member will call the parent to gain permission to administer the required medication. 
 
The Five Rights of Medication Administration are followed: 
 
1. RIGHT PERSON 

Check the identity of the student i.e., use photograph on TASS, ask student their full name and / or 
their date of birth.  Middle and Senior School students are required to self-sign into the Health Centre. 

 
2. RIGHT DRUG 

a. Check the medication consent on the student’s TASS file. 
b. Ask the student if they have had any medication today (at home before school).  If unsure 

call parent/guardian to check. 
c. Check the Illness Record for the last time medication was administered. 
d. Check it is the right drug: 

o when the drug is taken from the medication cupboard. 
o before the drug is put into a medicine cup or similar receptacle prior to handing it to the 

student. 
 
3. RIGHT DOSE 

Students under 12 years requiring liquid medication: 
a. Weigh Student 
b. Check the medication bottle to administer the correct dosage required for the weight of the 

student. 
c. Use a syringe to measure the correct dosage. 
d. If a student is over 12 years and requires liquid medication, check the correct dosage is noted 

on the medication cupboard. 
 

Students requiring medication in tablet form: 
• If over 12 years, the student can have the dose as listed on medication box (e.g., Paracetamol 

500mg x 2 or Nurofen 200mg x 2). 
 
4. RIGHT TIME 

Medications are designed to be given with specific intervals between doses: 
a. Ask the student if they have had any medication today (at home before school).  If unsure call 

parent/guardian to check. 
b. Check the Illness Record for the last time medication was administered. 
c. A minimum period of 4 hours is required between doses of Paracetamol and Ibuprofen (check 

the medication instructions). 
Note: 

• Antihistamine is given once every 24hrs (check the medication instructions). 
• Check the instructions prior to administration, e.g., Nurofen should be taken after food. 
• If unsure, check with the College Nurse or call the student’s parent. 
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5. RIGHT ROUTE 
Medications have specific ‘routes of administration’. 

• Ensure all oral medications have been swallowed.  Watch the student take the medication. 
 

Common routes of administration include: 
• topical (apply to skin) 
• oral (by mouth) 
• sublingual (under the tongue) 
• nasal (through the nose) 
• inhalation e.g., asthma medication (puffer or spacer). 

 
 
ADMINSTRATION OF EMERGENCY MEDICATION 
 
For administration of Emergency Medication such as EpiPen or Ventolin, follow the Emergency Plan. 
 
See Appendix A for Anaphylaxis Management and Appendix B for Asthma Management. 
 



 

Once printed this is an uncontrolled document 
 
 
Administration of Medication Procedure – V290623 5 

 

APPENDIX A 
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APPENDIX B 
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