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This policy is always to be read in conjunctionhmiiqual Opportunities, Health &

Safety and First Aid Policies.
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M anagement of Student M edication

Assisting a Child Taking M edication at the Centre;

Where it is absolutely necessary, provision maymale for students to be given
prescribed medications during authorised Twin #etis.

Twin is committed to taking the welfare of all studs very seriously. Therefore Twin
must insist that all members of staff, studentsasitiors to the centre adhere to these
guidelines.

Where agreement has been reached between the/lega@nguardian and the Centre
Manager/Centre Support & Welfare Manager or anyewotmember of Twin staff
authorised by the Centre Manager to give medicatoa student, the recommended
guidelines below should be observed:

General

A.

Should medication prescribed by the studentstaldmedical practitioner be
required to be taken by the student whilst at thet(@, a parent/legal guardian
must make a written request to the Centre Manddetails should also be
communicated and agreed with Twin during the boglstage prior to arrival.
A member of Twin staff may only accept respoitisjbfor giving medication
to a student when authorised to do so by the Ceéviarager, following a
written request from a parent/legal guardian.

Where an authorised member of staff assists iMngy medication, the
instructions written on the medication container thg pharmacist at the
medical practitioner’s direction should be followe&h instruction from the
parent/legal guardian alone is not sufficient antharised Twin staff should
not accept the instructions of the student or theemt/legal guardian. A
pharmacist will often quote frequency and quantityt times. Parents should
advise on the last time that medication was takerwriting, to enable the
authorised Twin staff member to better administevision. The instructions
on the medication must be clear and must be ini&ndk is the responsibility
of the parent/legal guardian to ensure that altrucsions are provided in
English. This may mean that the parents will hawerequest that the
medication is packaged in English or they may neeldave the instructions
translated and signed by the medical practitiofidre instructions on the
medication should indicate times when medicationasto be given, where
appropriate.

No medication provided for a student should éxeused for another student.
At all time the medication should be kept in a sequiace. Inhalers and other
such items may remain with the student providing tras been agreed with
the Centre Manager, along with a written statenwérpermission from the
parents/legal guardians.

All unused medication is to be returned to tlaeept/legal guardian of the
student. Where a child is travelling with an unaapanied minor service the
medication will be passed by an authorised memlbefvan staff to the
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guardian service responsible for the student. Oherotoccasions the
medication will be passed to the student to givekb@ their parents/legal
guardians on arrival. Each case will be assessdtidbentre Manager who
will make an individual assessment as to what wdanedhe most appropriate
measure in each circumstance. Any complicated gerents must be
communicated to and discussed with Twin prior tavat so that Twin can
ensure an adequate level of service. Medicationatape handed to a student
when they go home unless there is express writtermigsion from
parents/legal guardians of the student.
F. The first dose of any new medication shouldbeadministered at the centre
because of the risk of allergies or developing sifiects.
Medication not in the prescribed container nmagtbe given.
Where a student is travelling with a group amdregements have been made
whereby the group leaders take responsibility fedimation Twin must be
informed of the details of any arrangements, incgdpecific and detailed
descriptions of the medication and the associa¢adtinissues, prior to arrival.
The Centre Manager must be informed who is respn$or administering
the medication. Twin will not accept any resporgipifor any such
arrangements and the Group Leader who has agresaytarrangement will
be responsible. Evidence of any such agreementeeetwhe Parent/Legal
Guardian of the student and the Group Leader/Agshoyld be shown to the
Centre Manager on arrival. The Centre Manager rmee photocopies of
any such evidence and keep a record of all detddlsg with the student’s
emergency contact details in case of any emergdruyg.information should
be kept in an accessible place.
I. Medicines should only be taken to the centreneliewould be detrimental to
the student’s medical condition if they were notake them.
J. All non-prescribed medication discovered by Twiaff that the student does
not have permission for will be confiscated and rbaydisposed of. Parents
will be informed as soon as possible.

I ®

Oral Medication

K. An authorised member of Twin staff may give amadication, provided that
it is strictly in accordance with the instructiongitten on the medical
container and where the parent/legal guardian efsitudent requests it in
writing.

L. Any Twin staff or Group Leaders should not giwen-prescribed oral
medications.

I njections

M. As a general principle, members of Twin staffsnnot give any injections.

N. Twin recognise that there may be circumstandasiwwill require a member
of Twin staff to give an injection, for example whea person experiences a
severe allergic reaction which when occurs will smdeath by anaphylactic
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shock. Following a written request from a pareg#leguardian to the Centre
Manager, Twin staff authorised by the Centre Managel who are:

a. Experienced in the procedure of giving suchcimgas; and

b. Willing to give such injections;

may then only give such injections in circumstanebsre:

a. There are full written instructions from the iindual’'s medical
practitioner on giving of such injections; and

b. An explanation is given by the individual’s meali practitioner of
possible complications arising from the giving o€l injections;

c. The medical practitioner deems this an emergegmmcedure on
written advice.

The Individual may be able to self-administer ifpable at the time of
necessity.

Epi-pens

O. It is a requirement that if a child has to brang Epi-pen to the Centre, then

two such pens must be provided.
P. If a pen is used a replacement must be providednsure that there is

adequate provision for any foreseeable occurrence.
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Record K eeping

A. An official register for student medications ruse maintained and must
contain a record of all occasions when medicasogiven to a student.
B. Each entry in the register is to be completedth® authorised member of
Twin staff giving the medication., immediately aftbe medication is given.
C. Group Leaders are also expected to keep an agnoivrecord, to be made
available to the Centre Manager immediately on esgjuThe Group Leader
records must be of the same quality and frequesdthi@se kept by Twin staff.
This is in the interest of the student’s welfarealth and safety. If any hospital
treatment is required during their stay the infaiioracontained in the records
could be of vital importance.
D. Each entry in the register must contain theofeihg information:
a. The date the medication was given;
b. The time the medication was given;
c. The name of the student receiving medication;
d. The name of the medication given;
e. The exact dosage of medication given;
f. The method of giving the medication;
g. The name of the person on the Twin staff auseoriby the Centre
Manager to give medication to the student
h. The signature of the person giving the medicatamd
i. The signature of the Centre Manager, Centre 8dppnd Welfare
Manager or delegated responsible member of Twih sta
E. A copy of the written permission from the pafiegfal guardian must be held
and kept with the register
F. The documentation referred to in E above reptesean agreement among the
parties as to the arrangements made in respeloe ahédication.

Development of a M edical Condition

A. Twin reserve the right to take any reasonabkoacn the occurrence of a
new medical condition/need.

B. Parents must be kept informed as much as pesbiplthe Centre Manager
with any information of importance.

C. If a child is taken to a medical practitionedads prescribed new medication
Twin reserves the right to act on the medical aglgiven and will inform the
parents of all details immediately. The needs efstudent are paramount.

D. If Twin staff are concerned about any aspedhefmedical provision for the
student as prescribed by the student's medicaltipcerer or the student’s
parent/legal guardian Twin reserve the right tokseedical advice and will
make every reasonable effort to seek parental viéWs is in the interest of
the student’s safety and welfare.
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Refusal of M edication

If a student refuses to take medication, Twin stalif not force them to do so,
but will note this in the records and will contéoé parents/legal guardian. If a refusal
to take medication results in an emergency sitnatien Twin will reserve the right
to take the child to a medical practitioner, follog/the Twin Emergency Procedures
for the centre.

Centre Managers will also complete an incident feonsend to Head Office as soon
as is practicable.

Salf-M anagement

Self-management of medication is to be judged oase-by-case basis by the
Centre Manager. Parents who wish for their childeself-manage their medication
should express this wish in writing, and where appate the matter should be raised
with Twin prior to arrival.

It may be appropriate for older children (aged 14ith long-term illnesses or
medical afflictions to assume complete responsgjbitor their medication. Children
develop at different rates and so the maturitylewecessary will vary from child to
child. The ability of each individual student tokéaresponsibility for their own
medication must be assessed on an individual basithe Centre Manager. The
wishes of the parents will be taken into accourt Bnmost circumstances will be
followed, however Twin reserve the right to inslsit a Twin member of staff should
manage a child’s medication if the Centre Managamak it to be necessary, for any
reason whatsoever. Failure to comply with the wsslid the Centre Manager
regarding these issues may result in the studanglexpelled from the centre, as
Twin may not wish to be held responsible for thiédchinder these circumstances.

In the interest of safety, any student who is sw&faging their medication
with the agreement of the Centre Manager and thengslegal guardian must only
keep a reasonable quantity of medication at angrgivme. If large quantities are
brought to the centre the Centre Manager may inisédta large portion is kept by
Twin in a secure location. Any medication kept bg student that is not immediately
required should be kept locked away from otheresttsl (An exception may be made
in the case of EPI-pens or other such medicatidmsrevquick emergency access is
required.)

All self-medicating students must enter into a f9éanagement Agreement”
with the Centre Manager, which will detail where tmedicines are to be stored for
the duration of the Student’s stay. The Self Manag@ Agreement must include:

A. The name of the student;
B. The name of the medication;

Page 7 of 11 Twin Management of Medicines Policy©ECO Summer Centres Ltd.
2010



e

!
Tﬁ’:’_‘g

o Twin Vacation Courses

B
2 ) 2nd Floor, 67 - 71 Lewisham High Street, London, SE13 5JX, United Kingdom.
INVESTOR IN PEOPLE /SABv
Tel: 0870 777 5205 + Fax: 0870 777 5206

L L]
Overseas Tel: +44 (0)20 8297 1132 + Overseas Fax: +44 (0)20 8297 0984 I WI n

Email: sales@twinuk.com - Website: www.twinuk.com

o
v0s7,

\
¥
S

Lz

The frequency and exact dosage;

The quantity of medication that the studentihabeir possession;
The quantity required at any given time, inchgdia proposal for the
management of their stock;

The name of the member of staff responsible;

The signature of the student;

The signature of the Centre Manager; and

The signature of the member of staff responsible

moo

TIOm

If the Centre Manager has reason to believe tlesthdent has not been keeping to
their agreement, the Centre Manager reservesgheta insist that the medication for
the student is to be managed by Twin staff. Thett@eManager will also report on
the situation to the Parent/Legal Guardian of ttuglént.

EXxcursions

A. In line with Twin’s First Aid and H&S policiesfwin will make reasonable
adjustments to enable students with medical neegarticipate fully and
safely on visits/excursions.

B. Any risk assessments undertaken will take ictmbant the needs of these
children and arrangements will be made as necessary

C. Staff supervising the excursions will be fullyefed by the Activity
Manager/Centre Manager/Centre Support & Welfare aden about any
medical requirements. A copy of any relevant healté information will be
taken on visits in the event of the informationngeneeded due to an
emergency. Staff will also be in constant contaith whe centre office, which
will have access to all centre medical records.

Sporting Activities

Most children with medical conditions are able tartiipate fully in all
sporting activities. However, if there is any reasthy a student cannot take part in
physical activities as a result of a medical cdaodibr the medication they are on this
must be communicated to Twin in writing prior t@ tstudent’s arrival.

Any reasonable adjustments necessary to enabktutient to participate fully will be
made.

This policy is alwaysto be read in conjunction with Equal Opportunities, Health & Safety and First
Aid Policies.

Group Travel \ Work Experience in the UK | English Language Courses | Vacation Courses <
Languages Abroad | Global Work Experience | Vocational Training % %“ T - @l G W E A
P onise y Work Experience
Twin Group is a trading division of: TWIN TRAINING INTERNATIONAL Ltd. Hamer 2005 FIYTO
Registered Office Address: Holborn Hall, 100 Grays Inn Road, London, WC1X 8BY.
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M edical Authority Form

To be returned by post to:

Kate Melhorn

Twin 67-71 Lewisham High Street,
L ewisham,

London,

SE13 53X,

UK.

Or Via email to:
kmelhorn@Twinuk.com

Or by fax to:
0044 (0)20 8297 0984
Marked for the attention of Kate Melhorn

Date

Student’'s Name

Centre:

Name of Medication

Prescribed Dose

Time to be Given

Time Last Given

Period of Authorisation| From: To:
Comments:
Parentg/legal Guradians Signature:............ooevvviineieecencenee. Date: /

For office use only

Date received....... [, [oooiii.

Group Travel \ Work Experience in the UK | English Language Courses | Vacation Courses
Languages Abroad | Global Work Experience \ Vocational Training

Twin Group is a trading division of: TWIN TRAINING INTERNATIONAL Ltd.

Registered Office Address: Holborn Hall, 100 Grays Inn Road, London, WC1X 8BY.
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M edication Recor d Sheet

Administered by:| Witnessed by: | Staff
Signature:

Dose:

Medicine:

Date: Time:
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Refusal to take medication report form

To be faxed to Head Office immediately.

Centre: ..o Date: ......[......... ...
Date of Birth: ......... [oiiiiii. [ooiiin.

Report details

Name of medication:

Comments:

For office use only —
Received by:...............

Date:........... SIgNALUIE: ..o
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