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[These guidelines are created as an adaptable template. It is highly recommended that they are adapted to your school setting and reviewed to ensure they address each school’s specific needs. You may like to include your school name and logo, a review date, and any signatures/designated reviewer details]. 

Medication Management Guideline – School Nurses
Purpose
To ensure safe and compliant management of all student medications within the school setting, including storage, documentation, stock control, and transport. [This guideline complements the NZSN Controlled Drug Policy].

Scope
· Applies to all medications administered or managed by school nurses, including emergency medications, routine prescriptions, over-the-counter (OTC) medicines, and controlled drugs.
· Supports compliance with legislative and professional standards.

Storage of Medications
1. General Medications
· Store in locked cupboards or designated fridges (for temperature-sensitive medications).
· Maintain clear labelling with student name, dose, and instructions.
· Expiry dates must be checked monthly by the nurse.
2. Emergency Medications (e.g., EpiPens, inhalers, oxygen)
· Must be readily accessible, not locked away, while remaining secure from tampering.
3. Controlled Drugs
· Follow the school’s Controlled Drug Policy. Key points include:
· Stored in a locked metal cupboard securely fixed to the building.
· Register maintained for all incoming, administered, discarded, or returned medication (indelible ink, bound book).
· Weekly stocktake conducted by the Registered Nurse.
· Administration signed by two nurses where possible, or one nurse plus responsible adult.
· Keys kept securely; discrepancies reported immediately to senior management (and Police if unresolved).
[See the Controlled Drug Policy for more information].

Documentation
· Maintain up-to-date student medication records (e.g., KAMAR or other SMS) and/or MAR sheets.
· Record all:
· Medication received
· Administration (time, dose, route, nurse initials)
· Stock counts, returns, or disposal
· Adverse reactions
· Ensure confidentiality and compliance with privacy requirements.

Stock Control
· Verify quantities and expiry dates regularly.
· Reorder in advance to avoid stock shortages.
· Return or safely dispose of expired, dropped, or compromised medication (per policy).
· Keep controlled drugs under Controlled Drug Policy procedures.
· Move incoming stock to the back of cupboard and existing supplies, to ensure minimal wastage of medication

Transport of Medication
· When taking medication off-site (camp, sports trip, excursion):
· Keep in a secure, labelled container.
· Maintain documentation for each student’s medication.
· Emergency medications must remain accessible.
· If controlled drugs are required on camp, these should be held by and administered by a designated Staff Member familiar with Controlled Drug Legislation.

Student Self-Administration
· Students may self-administer where:
· Parental and prescriber consent is documented.
· Age-appropriate competency assessment has been completed.
· Nurse maintains oversight and ensures accurate documentation.
· If students self-administer medication prior to attending the School Health Centre, if disclosed to the School Nurse, this should be documented in patient notes as ‘self administered’ and the location. 

Audit and Review
· Conduct regular audits of medication storage, stock, and documentation.
[Insert frequency here]. 
· Review policies annually or when legislation or school processes change.
· Controlled drugs are subject to additional monitoring per the Controlled Drug Policy.



See www.schoolnurses.org.nz for other guidelines and disclaimer of use.
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