
 

Wild Embers Medication Administration Policy 

1. Purpose 

This policy sets out the procedures for the safe storage, administration, recording, and 
management of medication at Wild Embers. It ensures that all children, young people, and 
staff receive appropriate care in line with safeguarding, health and safety, and best practice 
guidance. 

This policy applies to all staff, volunteers, and contractors involved in the care of children and 
young people attending Wild Embers provision, including holiday clubs and therapeutic 
outdoor programmes. 

 

2. Policy Statement 

Wild Embers is committed to promoting the health, safety, and wellbeing of all participants. 
Medication will only be administered where necessary and with appropriate consent and 
documentation in place. All medication will be handled in a safe, secure, and consistent 
manner. 

 

3. Roles and Responsibilities 

Named Medication Administrators 

Medication must only be administered by staff who have been formally designated and trained 
to do so. 

Designated Medication Administrators: 

●​ Name: Mel Triggs​ ​ ​  Role: TSP Lead 



 
●​ Name: Derek O’Toole​ ​  Role: TSP Worker and First Aid Coordinator 
●​ Name: Richard Scofield​ ​  Role: Founder and Director 

Only these named individuals (or suitably trained deputies in their absence) are authorised to 
administer medication. 

Responsibilities of Medication Administrators: 

●​ Ensure correct medication is given to the correct individual 
●​ Follow dosage and timing instructions precisely 
●​ Record all administration accurately 
●​ Report any concerns, errors, or adverse reactions immediately 

 

4. Consent and Parental Responsibility 

●​ Written parental/carer consent must be obtained before any medication is administered. 
●​ Consent forms must include clear instructions regarding dosage, timing, and any 

specific administration requirements. 
●​ No medication will be administered without a completed and signed consent form, 

except in emergency situations where life-saving intervention is required. 

 

5. Storage of Medication 

●​ All medication must be provided in its original container with the prescription label 
intact. 

●​ Medication will be stored in a locked, secure container/cabinet accessible only to 
authorised staff. 

●​ Where required, medication will be stored in accordance with manufacturer instructions 
(e.g. refrigeration). 

●​ Emergency medication (e.g. inhalers, adrenaline auto-injectors) will be stored in an 
easily accessible but secure location, clearly labelled and known to all relevant staff. 



 
 

6. Administration Procedures 

●​ Staff must check: 
○​ Child’s name 
○​ Medication name 
○​ Dosage 
○​ Time due 
○​ Expiry date 

●​ Two staff checks are recommended for higher-risk medication where possible. 
●​ Medication must never be shared between individuals. 
●​ Any refusal to take medication must be recorded and reported to a senior staff member 

and parent/carer. 

 

7. Recording System for Administered Medication 

All medication administration must be recorded immediately using the Wild Embers 
Medication Record Sheet or digital equivalent. 

Records must include: 

●​ Child/young person’s name 
●​ Date and time of administration 
●​ Medication name and dosage 
●​ Method of administration 
●​ Name and signature of staff member administering 
●​ Any observations or reactions 

Records must be stored securely in line with GDPR and safeguarding requirements. 

 



 

8. Emergency Procedures 

Wild Embers staff are trained to respond to medical emergencies appropriately and promptly. 

Asthma Attacks 

●​ Ensure the individual uses their reliever inhaler immediately 
●​ Support the individual to remain calm and sit upright 
●​ Call emergency services if symptoms do not improve or worsen 
●​ Inform parents/carers as soon as possible 

Allergic Reactions (including Anaphylaxis) 

●​ Administer adrenaline auto-injector immediately if prescribed 
●​ Call 999 immediately after administration 
●​ Monitor the individual’s condition continuously 
●​ Record all actions taken 
●​ Inform parents/carers without delay 

General Medical Emergencies 

●​ Contact emergency services (999) if required 
●​ Provide appropriate first aid until help arrives 
●​ Follow individual healthcare plan where available 

 

9. Individual Healthcare Plans (IHPs) 

Creation 

Where a child or young person has a medical condition requiring ongoing support, an 
Individual Healthcare Plan (IHP) will be developed in partnership with: 

●​ Parents/carers 
●​ Healthcare professionals (where appropriate) 



 
●​ Wild Embers designated staff 

The IHP will include: 

●​ Medical condition details 
●​ Medication requirements 
●​ Symptoms and triggers 
●​ Emergency procedures 
●​ Contact information 

Review 

●​ IHPs will be reviewed at least annually or sooner if circumstances change. 
●​ Parents/carers are responsible for informing Wild Embers of any changes to medical 

needs. 

Sharing and Accessibility 

●​ IHPs will be securely stored but accessible to relevant staff members. 
●​ Key information will be shared with staff on a need-to-know basis to ensure safe care. 

 

10. Training 

All designated staff involved in medication administration will receive appropriate training, 
which may include: 

●​ Basic first aid 
●​ Asthma awareness 
●​ Anaphylaxis and adrenaline auto-injector training 
●​ Safeguarding training 

Training will be refreshed regularly in line with organisational requirements. 

 



 

11. Safeguarding and Confidentiality 

All medical information will be treated as confidential and handled in line with safeguarding 
policies and GDPR regulations. Information will only be shared where necessary to ensure the 
safety and wellbeing of the child or young person. 

 

12. Policy Review 

This policy will be reviewed annually or sooner if legislation, guidance, or organisational 
practice changes. 

 

Approved by: Richard Scofield 

Date: 20 April 2026 

Next Review Date: 19 April 2027 
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