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1 Purpose 

To provide comprehensive guidance for the effective management of students’ medical conditions. Recognising that 

parents/carers uphold primary responsibility for their child's health, this initiative underlines the vital collaboration 

between all relevant stakeholders of the School to ensure optimal care can be provided at all times. 

 

The active involvement of parents/carers is mandated to support the School in the care of their child's health, involving 

the timely provision of current, accurate, and relevant medical information. Pursuant to the overarching Managing 

Medical Conditions Policy, obligations described within this procedure span key stages, including the child's enrolment 

application, acceptance of offer, commencement at the School, and during any instance of change to the child's health, 

wellbeing or medication requirements. 

2 Scope  

The scope of this procedure applies to all relevant stakeholders of Westminster School including, but not limited to 

parents/carers, all students and staff. 

3 Reference Documents  

• Australian Society of Clinical Immunology and Allergy (ASCIA) https://www.allergy.org.au 

• Asthma Australia https://asthma.org.au 

• Diabetes Australia https://www.diabetesaustralia.com.au 

• Department for Education and Child Development https://www.education.sa.gov.au 

• SA Health https://www.sahealth.sa.gov.au 

• Student Medication Agreement 

• Camp/Excursion Medication Administration Record 

• Medication Handover Log 

• Asthma First Aid Guideline (WS-GDE-HC-006) 

• Privacy Policy (WS-POL-COR-015)  

4 Procedure  

In order to support relevant School stakeholders, including Health Centre Nurses, teachers, and OSHC staff, to deliver 

accurate and timely care and response to students with documented medical conditions, submission of specific 

documented information is required. This information may include one or more of the following supporting documents: 

 

4.1 Student Care Plan 

This personalised plan provides the School with relevant details pertaining to the necessary treatment and/or 

medication essential for a student's holistic wellbeing. It shall be carefully prepared by the student's attending 

healthcare professional and is submitted to the School by the parents or carers.  

4.2 ASCIA Anaphylaxis, Asthma, Diabetes Plan 

These personalised ASCIA plans provide the School with relevant details pertaining to the necessary treatment 

and/or management of anaphylaxis, asthma or diabetes essential for maintaining a student's wellbeing. It shall be 

carefully prepared by the student's attending healthcare professional and is submitted to the School by the parents 

or carers. 

https://www.allergy.org.au/
https://asthma.org.au/
https://www.diabetesaustralia.com.au/
https://www.education.sa.gov.au/
https://www.sahealth.sa.gov.au/
https://www.allergy.org.au/hp/ascia-plans-action-and-treatment
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4.3 Student Medication Agreement  

The completion of a Student Medication Agreement Form is mandatory for the administration of prescription 

medications, including pain relief medications requiring regular dispensing. However, if the student's Care Plan or 

Action Plan offers comprehensive guidance on prescription medication administration, the Student Medication 

Agreement may be deemed unnecessary. 

 

For students requiring the administration of Midazolam (utilised for seizure management) during school hours or 

School-related activities, it is imperative to possess an Emergency Medication Plan specifically outlining the usage 

of Midazolam. This plan must be duly signed and provided by the student's treating healthcare professional. 

4.4 Camp/Excursion Medication Administration Record  

The School will utilise a Camp/Excursion Medication Administration Record to facilitate teachers in administering 

both prescription and over-the-counter medications to students, as outlined in the relevant Care Plans or 

Medication Agreements. This process is particularly pertinent during excursions or camps when students are away 

from theSschool and, consequently, unable to receive medication from the Health Centre nursing staff. 

4.5 Medication Handover Log  

Parents or carers entrusting medications to Westminster staff for administration to their child during a camp or 

excursion are obligated to sign a Medication Handover Log. This document serves to confirm the provision of 

medication, including details on quantities, to the School. It is imperative that all medications are submitted 

directly to the Health Centre Nurses and not to the student’s teachers. 

4.6 Storage  

Westminster will securely store care plans, action plans, and all medical forms associated with an individual student's 

medical conditions and medication requirements, ensuring the strictest confidentiality. Access to these documents 

will be limited to staff members specifically tasked with overseeing the management of the student's medical 

condition. In general terms, information regarding students' medical needs shall be stored within the secure ‘Consent 

2 Go’ and ‘Synergetic’ systems. 

5 Students’ Medical Details  

• An essential part of the enrollment and commencement process is that all medical details for students, including 

medical conditions, and medication requirements are declared to Westminster by the parents/cares. The provision of 

this necessary information is a condition of enrolment. 

• Care Plans and Action Plans shall be reviewed and the documents will be managed by the School’s Health Centre and 

the registered nursing staff. 

• A Student Medication Agreement shall be completed by parents/carers, when the administration of medication is 

required whilst the student is at School or a School-related event, such as during a camp or excursion. 

• Parents/carers are required to review and update their child’s/children’s medical details online via ‘Consent 2 Go’ bi-

annually, as well as at times where relevant changes occur. 

• Staff who need to be aware of students’ medical needs, will have adequate access to this information when required.   

6 Administration of Over-the-counter Medications 

• Over-the-counter medications refer to those available for purchase at a pharmacy without the need for a prescription 

from a medical professional. Common examples include paracetamol, ibuprofen, and antihistamines. 
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• Parents/carers have the option to grant permission for staff to administer specific over-the-counter medications to 

their child through the medical details section of Consent to Go. 

• Staff may administer these medications to students during excursions or camps only if a medication agreement has 

been provided by parents/carers or consent has been documented in ‘Consent 2 Go’. In the absence of written 

consent, staff can contact parents to seek permission when the medication is required. 

• The Health Center Nurses are authorised to administer over-the-counter medications when written consent has been 

confirmed or after consulting with parents at the time the medication is required. 

• In cases where students from the Preparatory School may require these medications, and a Student Medication 

Agreement is in place along with consent within ‘Consent 2 Go’, it is advisable for staff or Health Center Nurses to 

communicate with a parent/carer to confirm the necessity of the medication. 

• Students requiring regular or multiple doses of pain relievers, such as paracetamol over a 72-hour period, must have 

a Student Medication Agreement in place, signed by a treating medical professional. 

7 Storage and Administration of Prescription Medications 

• Prescription medications intended for on-site administration at the School must always be accompanied by 

appropriate documentation, including a Student Care Plan, Action Plan or a fully completed Student Medication 

Agreement. 

• The aforementioned documents must be submitted to the Health Centre Nurses, who will review the medication and 

update the student file in Synergetic accordingly. 

• All medications must be personally delivered to the Health Centre by a parent/carer, and under no circumstances 

should they be left with the students or handed directly to teachers or office staff. 

• Medication should be presented in its original packaging with the original pharmacy label intact and clearly legible. 

• The School is authorised to administer specific emergency response medications, such as EpiPen or Anapen for the 

emergency treatment of anaphylaxis, and a reliever puffer, such as Salbutamol (Ventolin), for the emergency 

treatment of asthma, without the initial authorisation of a parent or carer. 

• In the event of emergency medication administration, theSschool will promptly contact the parent/carerr and, if 

necessary, emergency services at the earliest possible convenience. 

8 Prescription Medication Administration Requirements 

• If required, the Health Centre Nurses are available from 8.30 AM to 4.00 PM to facilitate the administration of 

medications. 

• The initial dose of a new medication should not be administered at School. It must be supervised by the student's 

parent/carerr or a healthcare professional to mitigate the potential risk of an adverse reaction. 

• Exceptions to this policy apply to Boarding students, instances where this provision is impractical or when emergency 

medications are urgently required. 

• Staff are strictly prohibited from supervising or administering prescription medication without the submission of a 

Student Care Plan, Action Plan, and/or a completed Student Medication Agreement. These documents must distinctly 

outline the medication's name, dosage, and frequency of administration; without complete information, the 

adminstration of medication cannot proceed. 

• Medication should be administered in the same room where it is stored, with adherence to hand hygiene and standard 

infection prevention precautions, such as sanitisation. 

• When teaching staff administer prescription medication, it is recommended that verification of the medication's 

name, dosage, and the student's identity by another individual not involved in the administration process. 
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• Details of any medications provided and/or administered to a student must immediately recorded on the Synergetic 

system or as soon as practicable upon return to the School.  

• Staff reserve the right to decline a parent/carer's request to administer medication in cases where a completed 

Student Care Plan, Action Plan, and/or Student Medication Agreement have not been received, are unclear, or 

contradict the dosage specified on the pharmacy label. 

• Students possessing the competency to self-administer certain medications, such as insulin and Ventolin, must have 

this capability documented in their Action Plan. This information should be discussed with the Health Centre Nurses, 

and a Decision-Making Tool form must be completed in collaboration with the parent/carer and Health Centre nurses. 

9 Storage Requirements for Medication 

• Medication must always be securely and safely stored in accordance with both the manufacturer's instructions and all 

relevant legal requirements. 

• Additional storage and security measures are essential for restricted Schedule 4 and Schedule 8 drugs, with 

consultation with the School nurses. These products must consistently be stored in strict adherence to their specific 

requirements. 

• Medication must always remain in its original packaging, clearly displaying the original pharmacy label containing the 

student's name and dosage instructions. Acceptance of medication is contingent upon its adherence to the expiration 

date. 

• Parents/carers are responsible for ensuring that any medication kept at the School for their child is within its expiration 

date, including EpiPens and preventative inhalers. 

• Medication acquired from overseas must possess appropriate documentation and labeling in English. 

• Students with a completed decision-making tool are authorised to carry their own reliever medication for asthma. 

• Parents/carers are required to provide the School's Health Centre nurses with all medications intended for 

administration toSstudents during the school day or for school camp excursions. 

• Following assessment, the Health Center nurses will determine the appropriate method and timing for the storage of 

medication. 

• Unused and expired medication will be disposed of safely by the Health Centre Nurses. 

• When parents/carers provide medication to the School for their child's use during the school year or at School events, 

such as camps and excursions, it remains the responsibility of the parents/carers to collect all unused medications. 

Any uncollected medication will be disposed of at the conclusion of each school year. 

10 Administration of Medication when Offsite, away from School. 

• Student medical details in hardcopy format will be provided to the supervising staff responsible when students are 

engaged in off-site activities such as camps or excursions. 

• When necessary, hardcopies of Care Plans, Action Plans, and Student Medication Agreements will also be supplied to 

supervising staff. The Health Centre Nurses will provide a Camp Medication Record, ensuring staff have an accurate 

documentation of medication administration requirements and medications that have been dispensed. 

• In instances where the information provided on ‘Consent 2 Go’ does not explicitly indicate parental consent for the 

administration of over-the-counter medications, it is mandatory to contact parents to secure permission for such 

medication administration to the student. This communication must be meticulously documented on the Camp 

Medication Administration Record. 
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11 Anaphylaxis  

• Severe allergic reactions, with the potential to escalate to anaphylaxis, represent critical and potentially life-

threatening events. 

• A diverse range of foods can trigger allergic reactions, with nuts and related products acknowledged as common 

causes of anaphylaxis. 

• Students exhibiting severe allergies and a susceptibility to anaphylaxis are mandated to possess a current anaphylaxis 

action plan, completed by their healthcare professional and provided to the School. 

• This form, completed by the student's medical professional, must be current and include comprehensive details 

regarding symptoms, necessary medication and the required response. 

• Action Plans for the management of anaphylaxis will be meticulously retained and stored in the Synergetic and 

‘Consent 2 Go’ systems. 

• Action Plans addressing anaphylaxis, which involve medication such as EpiPen, Anapen, or antihistamines for event 

management, necessitate the provision of these medications by parents /carers for use during school hours and School 

events. 

• These medications must remain within their expiry date, with the expiration date clearly indicated. 

• Parents are accountable for supplying replacement medication prior to the expiry of the medication currently stored 

at the School. 

• A hard copy of the Anaphylaxis Action Plan will be stored alongside the student's EpiPen, Anapen, or antihistamine 

medication located in the Health Centre.  

• Westminster is committed to providing training for staff who may need to manage anaphylaxis events involving 

individuals at risk. 

12 Asthma 

• Every student diagnosed with asthma must possess a current Asthma Action Plan, completed and signed by their 

medical professional, and submitted to the School. 

• Asthma Action Plans will be securely stored within the Synergetic and ‘Consent 2 Go’ systems. 

• Parents/carers must provide reliever medication and spacer to the School, maintaining it within a current expiration 

date at all times. 

• If indicated in the Asthma Action Plan, the reliver must display a clear label from the original dispensing pharmacy, 

displaying the child’s name, dosage, and expiry date. Asthma kits comprised of prescribed puffers, a spacer and the 

Asthma Action Plan will be stored in the health center, accompanied by a container containing a copy of the student's 

Asthma Action Plan. 

• Students with a completed Decision-Making Tool demonstrating competency are permitted to carry, and self-

administer their reliever medication. 

• The School is equipped with asthma kits containing spare relievers, strategically placed throughout the School to 

ensure their immediate availability in emergency situations. 

13 Diabetes 

• Students with diabetes are required to have both a Diabetes Action Plan and a Student Medication Agreement, 

completed by their medical professional and provided to the School. 

• The action plans will be securely stored in the Synergetic and ‘Consent 2 Go’ systems. 

• During offsite camp or excursion attendance, students with diabetes may necessitate a more tailored action plan, 

accounting for complexities arising from activities differing from the typical school environment. 
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• Staff responsible for teaching students with diabetes will undergo additional training to enhance their proficiency in 

the care of such students. 

• The Health Centre nurses will play an active role, as needed, in monitoring and assisting students, particularly those 

in the Preparatory School, with their diabetes management. 

• Students may self-administer insulin in accordance with their Diabetes Action Plan, persuant to the advice of their 

treating specialist.   

14 Communicable Diseases 

• The School is dedicated to minimising the spread of infectious diseases within the community. 

• In the event of a communicable disease outbreak or when there is a risk associated with a broader community 

outbreak, the School will proactively take measures and communicate with the School community (as agreed and 

defined by the nature of the outbreak), adhering to guidelines provided by SA Health and other relevant authorities. 

• Students are strongly advised to adopt preventative measures, including refraining from attending School when 

unwell, practicing regular and thorough handwashing, occasional use of sanitiser, and covering the mouth and nose 

when coughing or sneezing. 

• Students suspected of having a communicable disease will be requested to seek appropriate medical advice. It is the 

responsibility of the treating medical professional to report Notifiable Diseases. 

• The School may require students to return home if they exhibit symptoms indicative of an infectious disease, taking 

into consideration the guidance of SA Health during such instances. 

• Standard Operating Procedure 043, titled "Infectious Diseases," provides guidance from SA Health on the necessity 

and duration of exclusion periods. 

15 Other Medical Condtions  

Various medical conditions that could affect the health of students, including (but not limited to) cancer, eating 

disorders, mental health issues, neurological conditions such as ASD and ADHD, and temporary conditions like fractured 

limbs, may not be explicitly outlined in this document. The management of such conditions will be addressed through 

the School, as necessary, in collaboration with the parent/carers, Health Centre nurses, and pertinent School staff. 

 

 


