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1. Review and Monitoring

This policy will be reviewed at least annually or sooner if there are changes to legislation,

regulations, or best practice guidance.

The People and Performance team, together with the YL Operations, Safeguarding & Compliance
Lead will monitor the implementation of this policy and make any necessary updates or adjustments

to ensure the safety, health, and wellbeing of all students.

1.1 Policy Status

This policy is not incorporated into, nor does it form part of, any BSC Education team member’s
contract of employment. BSC Education reserves the right to amend, modify, or discontinue this

policy at its sole discretion at any time.

1.2 Review History_

Date of review Reviewed by

Global Director of People &

May 2025
Performance

Group Safeguarding & Compliance

J 2026
kil Lead /Head of Young Learners
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2. Induction

This policy sets out BSC (Education, Group, and Young Learners) Limited procedures for the
safe administration of medication to students within BSC schools and Young Learners (YL)
centres, ensuring the health, safety, and wellbeing of all students while on campus or
participating in BSC activities.

This policy applies to:
e All BSC Education team members in the UK and Malta;
e All students, including adult learners and young learners;
e Parents or guardians of students enrolled at BSC schools and YL centres.

It covers the administration of both prescribed and non prescribed medication during school
hours or any BSC Education organised activities, in line with UK safeguarding legislation, health
and safety regulations, and Department for Education guidance.

BSC Education is committed to ensuring that all team members:
* Receive appropriate training in the safe handling and administration of medication;
* Follow clear procedures for record keeping, storage, and consent;
¢ Prioritise the safety and welfare of students at all times.

3. Statement

BSC Education is committed to safeguarding the health, safety, and wellbeing of all students
with medical needs. Medications will be administered safely and appropriately by trained school
team members only when:

* The medication is essential to the student’s health or wellbeing; and

¢ [tis not reasonably possible for the medication to be taken outside of schours.

All administration of medication is carried out in accordance with established safeguarding
procedures, parental consent, and documented medical instructions, ensuring that students
receive the care they need while maintaining a safe learning environment.

* BSC EDUCATION

Page 4 of 9 ;,,: Great Things Start Here



4. Roles & Responsibilities
4.1 Parents / Guardians:

Must provide written consent for the school or Young Learners (YL) centre to administer any
medication.

Must ensure that the school or centre holds up to date information regarding the student’s
medical needs, conditions, and prescribed medication.

Must supply all medication in its original container, clearly labelled with the student’s name,
dosage, and administration instructions.

4.2 School & YL Centre Team Members

Only trained and authorised BSC Education team members may administer medication.

Must maintain accurate records of all medications administered, including dosage, time, and any
observations.

Must store medication securely in a designated, locked area to prevent unauthorised access.
Must administer medication in a confidential, respectful, and professional manner, ensuring the
dignity and privacy of the student.

4.3 Students

Students are encouraged to self manage their medication (e.g., inhalers) if they are capable and
have been authorised to do so by their parents/guardians.

Students must inform a team member promptly if they feel unwell or experience any issues with
their medication.

BSC Education is committed to ensuring that these procedures are followed consistently,
prioritising the safety, wellbeing, and safeguarding of all students in line with UK legislation and
best practice guidance.

4.4 Procedures for Administering Medication

¢ A written request from the student’s parent or guardian must be provided, specifying the
name of the medication, prescribed dosage, and administration schedule.

e All medication must be supplied in its original container, with the pharmacy label clearly
attached. This needs to translated into English to ensure no ambiguity with regards to the
prescription.

e BSC Education team members will administer medication strictly in accordance with the
prescribed instructions.

¢ To ensure safeguarding and accountability, all medication administration must be carried out
with a second authorised team member present to act as a withess.

These procedures ensure that the administration of medication is conducted safely, accurately,
and transparently, protecting both students and team members and maintaining compliance
with UK safeguarding legislation and best practice guidance.

4.5 Administration of Non-Prescription Medications

Non-prescription medications (e.g., pain relievers, antihistamines) must only be given when
absolutely necessary and with prior written consent from the child’s parent or guardian.

4.6 Seeking Guidance
¢ Inthe UK, if there is any uncertainty regarding medication administration, contact NHS 111 or
consult a registered healthcare professional.
¢ |n Malta, if unsure, contact the national health services helpline or a registered healthcare
professional for guidance.
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4.7 Emergency Situations

In the UK, contact 999 in emergencies.
In Malta, contact 112 immediately in emergency situations.

5. Consistency with Prescription Medication Procedures

All non-prescription medications must be administered in accordance with the same
procedures, record-keeping, and safeguarding safeguards as prescribed medications.

6. Administration of Emergency Medication
¢ Accessibility and Storage of Emergency Medications: Certain emergency medications,

such as epinephrine auto-injectors (EpiPens) or asthma inhalers, must be readily accessible
at all times to authorised team members, and a spare kept in a supervised and secure
location (e.g., reception, student hub, or management office). Medications should be stored
at room temperature, away from direct sunlight and heat, clearly labelled, and identifiable as
medical kits for quick access.

Self Administration by Students: Students who are able to self administer their medication
may carry it with them. A spare should be stored securely in a supervised but easily
accessible location.

Team Member Training: Team members authorised to administer emergency medications
will be clearly identified, and their training will be kept up to date in line with current UK and
Malta guidance and safeguarding requirements.

Safeguarding Note: All procedures should comply with UK safeguarding legislation
(Children Act 1989/2004, Working Together to Safeguard Children 2018) and Malta child
protection and health regulations, ensuring that emergency medications are administered
safely and appropriately.

7. Record Keeping_

Medication Administration Records (MARs): A MAR will be maintained for each student
who requires medication.

Record Details: The MAR will include the student’s name, photo, medication name, dosage,
time of administration, and the signature of the administering team member. A witness
signature should also be recorded. Before administering any medication, team members
should check the students date of birth and check the student photo.

Communication with Parents/Guardians: Parents or guardians will be promptly informed if
a dose is missed, refused, or if any issues arise during the administration of medication.
Best Practice Note: All records should be accurate, legible, and stored securely in line with
safeguarding and data protection requirements, ensuring accountability and transparency in
medication administration.

8. Storage

Secure Storage of Medications: All medications must be stored in a locked and secure
location, accessible only to authorised BSC Education team members.

Refrigerated Medications: Medications that require refrigeration must be stored in a
designated medical kit or clearly identified medical bag within the refrigerator, separate
from food and other items.

Disposal and Expired Medications: Parents or guardians must be notified if medication is to
be disposed of. Expired or unused medication should be returned to the parent/guardian or
disposed of safely in accordance with local regulations.

Emergency Medications: Emergency medications must be stored in clearly marked,
designated medical kits that are easily accessible in supervised locations, such as reception
desks or team/management offices.

Best Practice Note: All storage procedures should ensure safeguarding, accountability, and
adherence to health and safety regulations, maintaining readiness for emergency use while
minimising risks of misuse.
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9. Training_

9.1 Company Responsibilities

e BSC will provide and cover the cost of all necessary training for team members responsible
for administering medication. This training will be completed during induction week for all
new team members.

e Training will include all role specific mandatory modules, such as first aid, administration of
specific medications, and other relevant procedures to ensure team members are fully
prepared to support the medical needs of students on campus.

¢ Training will comply with UK and Malta regulations, safeguarding guidance, and best
practice standards for the safe administration of medication.

9.2 Team Member Responsibilities

¢ Team members are responsible for completing all required training promptly, before
induction week.

e Upon completion, team members must submit proof of certification to the People and
Performance team via people@bsceducation.com.

e Team members must maintain their certifications, including attending any refresher courses
as scheduled by BSC Education and centres.

¢ Non compliance with training requirements, including failure to complete or maintain
certification, may result in the inability to administer medication and could affect broader
employment responsibilities, in line with the job description and safeguarding obligations.

All training procedures are designed to ensure that team members can safely and confidently
manage medical needs, while adhering to UK safeguarding legislation (e.g., Children Act
1989/2004, Working Together 2018) and Malta child protection and healthcare regulations.

9.3 Training Compliance Clause

To ensure that all team members are fully equipped to carry out their duties safely and
effectively, completion of all mandatory training as directed by the Company is required.

Failure to complete the required training within the specified timeframe may result in the team
member being unable to perform their role safely and effectively, which could compromise
student safeguarding, business operations, and regulatory compliance.

Accordingly, the Company reserves the right to suspend the team member without pay if the
required training is not completed. Suspension will remain in effect until the mandatory training
has been successfully completed to the Company’s satisfaction.

10. Confidentiality

* The school/YL centre team will maintain strict confidentiality regarding all students’ medical
information in line with UK data protection and safeguarding legislation (including the Data
Protection Act 2018 and GDPR).

* Medical details will only be shared with authorised team members on a need to know basis
to ensure the student receives appropriate care and support safely and effectively.

* Any sharing of medical information will be conducted in a manner that respects student
privacy while safeguarding their health and wellbeing.
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11. Data Protection and Consent

BSC Education is committed to safeguarding the personal and medical information of all
students in accordance with relevant legislation and best practice standards:

¢ United Kingdom: UK General Data Protection Regulation (UK GDPR), the Data Protection
Act 2018, and all applicable safeguarding and confidentiality standards.

¢ Malta: General Data Protection Regulation (GDPR), the Maltese Data Protection Act (Chapter
586 of the Laws of Malta), and all applicable safeguarding and confidentiality standards.

12. Handling and Access

¢ All personal and medical information collected as part of medication administration will be
handled sensitively and securely.

e Access to such information is strictly limited to authorised team members who require it to
support the student’s health and wellbeing during their time at BSC YLs centres or adult
school

13. Consent for Medication

e Written consent must be obtained from the student (if age-appropriate and capable of
providing consent) or their parent/carer before administering any medication, including
prescription and non-prescription drugs.

e Consent forms must clearly specify the type of medication, dosage, frequency, and duration
of treatment.

* By signing the consent form, parents/carers or students confirm that they understand and
agree to the sharing and use of relevant medical information solely for the purpose of
supporting the student’s health needs while enrolled in any BSC programme.

All procedures ensure confidentiality, transparency, and compliance with safeguarding
legislation, while protecting both students’ privacy and wellbeing.
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14. Frequently Asked Questions

Q1: Who is responsible for administering medication at BSC Education schools?
A1: Only trained BSC Education team members are authorised to administer medication to
students. These team members receive appropriate training provided by BSC Education.

Q2: What do parents/guardians need to do if their child requires medication during school
hours?

A2: Parents/guardians must provide written consent and ensure the school team has up to date
information regarding their child’s medical needs. Medication must be supplied in its original
container, clearly labelled with the student’s name, dosage, and administration instructions.

Q3: Can students administer their own medication?
A3: Students may self administer medication if they are capable and have written authorisation
from their parents/guardians. This is subject to the type of medication and the student’s age.

Q4: What is the procedure for emergency medications, such as EpiPens or asthma inhalers?
A4: Emergency medications must be readily accessible at all times. Trained team members
responsible for administering these medications will be identified, and their training will be
reviewed and updated regularly.

Q5: How are medications stored at the schools/centres?

A5: All medications are securely stored in a designated, locked area accessible only to
authorised team members. Medications requiring refrigeration are kept in a separate, clearly
marked medical kit or locked box within the school/centre refrigerator.

Q6: What happens if a dose is missed or an issue arises during medication administration?
A6: Parents/guardians will be informed immediately if a dose is missed or if any issues occur
during the administration of medication.

Q7: How do team members receive training for administering medication?

A7: BSC Education provides training during induction week for all team members responsible
for administering medication. Training covers first aid, specific medication administration
procedures, and relevant safety protocols.

Q8: What are the consequences if a team member does not complete the required training?
A8: Team members who fail to complete the required training or provide certification may be
prohibited from administering medication, which could affect their overall employment
responsibilities.

Q9: How often is the Administration of Medicine Policy reviewed?
A9: This policy is reviewed annually, or sooner if there are changes in legislation or guidance, to
ensure it remains current and effective.

Q10: How is confidentiality maintained regarding students’ medical information?
A10: All students’ medical information is kept strictly confidential and shared only with team
members who require it to provide appropriate care.

Q11: Can the policy be changed, and does it confer any contractual rights?

A11: BSC Education reserves the right to amend or terminate this policy at any time. This policy
does not form part of any employee’s contract of employment and does not confer any
contractual rights.
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