
 

 

 
 
 

PROCEDURE FOR THE ADMINISTRATION OF MEDICATION AND DEALING WITH 
INFECTIOUS DISEASES 

 
 

This procedure is to ensure that, at St Anthony’s School, the students are as safe and secure as possible 
and that in the event of illness or injury we have a procedure/s in place for the provision of basic 
medical care and first aid which is appropriate to our role as a school and minimises harm to the 
ill/injured person or to others. 

 
PROCEDURES 

Where possible student medication should be administered by the parent/guardian at home rather 
than at school. As this is not possible in all instances, should the Principal or delegate approve school 

staff to administer prescribed medication to students, the following requirements are to be met: 

•The parent/guardian is responsible for the supply of any medication that is required due to an 
Action 
Plan. 

 
•A register is kept for all medications listed on a student’s Action Plan and is communicated with 

parents/guardians when expired. 
 

• School staff are not to administer analgesics such as paracetamol to students without the 
written authorisation from the student’s parent/guardian. 

 
• Prescribed student medication is to be presented to the office by a parent/guardian. No student 
is to handle medication or keep medication in their possession, with the exception of a prescribed 
Ventolin puffer, while on school grounds. All medications should be stored in the original 
packaging, clearly showing the name of the student, the name of the medication, the dosage and 
frequency. 

 
• Parents/Guardians are to provide any additional information to staff regarding special 
requirements that may exist for the administration of the medication. 

 
• Prescribed medication is stored safely, and access is restricted to authorised personnel 

 
• A sign in/sign out register for prescribed medication for each student is managed and updated 

monthly by the School Nurse. 
 

 
 
 
 
 
 
 
 



 

 

 
 
 
 
THE ADMINISTRATION OF MEDICATION 
1. A signed Student Medication Request/Record form must be completed by the parent/guardian for 
all administration of medication during school hours. This form is available on the school website. 

 
2. Medication needs to be in its original packaging, kept in a secure place, clearly marked with the 
child's name and the dosage required and the appropriate equipment for administration 
supplied. 

 
3. All prescribed medication must be stored in the nurse’s office. Pre Primary and Kindy Staff 
are to safely store medication in their classroom’s locked medication cabinet. 

 
4. The Principal, after consultation with Staff, will nominate members of staff who will be 
responsible for the administration of the medication. 

 
 

5. Staff will record details of medication given to a child, which will be kept and made at the 
time of administration. Asthma puffer usage will be recorded on SEQTA by the class or supervising 
teacher. 

 
 

6. The School Nurse will administer the medication to the child. The School Nurse will check 
prescribed medication, name, dosage and frequency; and administer according to the signed 
Student Medication Request/Record. The Ongoing Medication Record form will be signed after 
administration of medication has been given. In the absence of the School Nurse, TWO qualified 
staff members will be required to follow the same protocol and sign the Medication Record form 
or Student Medication Request/Record form. Only nominated staff members will administer 
medications. 

 
EMERGENCY ADMINISTRATION OF MEDICATION 
For anaphylaxis or asthma emergencies, medication may be administered to a child without 
authorisation. 
Contact must be made to the following as soon as practicably possible: – 
1. Emergency services. 
2. A parent of the child. 

The child will be positively reassured, calmed and removed to a quiet area under the direct 
supervision of a suitably experienced and trained staff member/school nurse. 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

STUDENT MEDICATION REQUEST / RECORD 
 

Where possible student medication should be administered by the parent/guardian at home rather than at school. As 
this is not possible in all instances, should the Principal approve school staff to administer prescribed 

medication to students, the following requirements are to be met: 
 
• The parent/guardian is to provide any additional information to staff regarding special requirements that may 
exist for the administration of the medication. 

 
• Prescribed student medication is to be presented to the office staff by a parent/guardian. No student is to handle 
medication while on school grounds. All medication should be stored in its original packaging clearly showing the name 
of the student, the name of the medication, the dosage and frequency. 

 
 

I   being the parent / guardian of 
 

  (name of student) Class   
 

request that St Anthony’s School administer the following medication for the purpose of treating 
 

 (condition) 
 

Name of medication   
 

Dose   Time to be taken   
 

Comments: 
 

 
 

 
 

 
 
 
 
SIGNED  DATE   
 
 
 



 

 

 

 

 

 

 

INFECTIOUS DISEASES 

PROCEDURES 

A current copy of the Department of Health Communicable Diseases Guidelines is kept by the service. This 
document is utilised to determine exclusion requirements for individuals with an infectious illness. 

It is the responsibility of a parent to notify the service should a child be diagnosed with an infectious illness. 

Child is excluded from the service for the period of ill health. 

A parent may be required to supply a clearance from a medical practitioner before a child is allowed to return 
to care. 

IMMUNISATION 

A record of each child’s immunisation status must be obtained upon enrolment and maintained by the 
service. Non-immunised children will be excluded from the service if there is an outbreak of an infectious 
disease. 

The service will only enrol children: 

· whose Australian Immunisation Record (AIR) Immunisation History Statement is up to date or 

· who are following an approved catch-up schedule as indicated on the child’s AIR Immunisation History 
Statement; or 

· who have a valid immunisation certificate issued or declared by the Chief Health Officer; or 

· if you are satisfied the child is exempt because of a particular family circumstances. 

All educators to be advised upon employment of the recommendation to maintain their immunity to common 
childhood diseases, tetanus, and hepatitis through immunisation with their local health professional. A record 
of this immunisation is kept on file. 

It is recommended all service staff consider an annual flu injection for the health, safety and wellbeing. 

Date Time Name Signature 

    

    

    

    
 



 

 

INFECTION CONTROL PROCEDURES 

Children and educators are encouraged to practice good personal hygiene procedures including: 

· Regular handwashing using correct technique. 

· Cough and sneeze etiquette; and 

· Toilet hygiene. 

To assist in minimising the risk of cross infection and to provide a high level of infection control, the following 
practices are implemented: 

· Use of PPE equipment is worn when handling blood, all body fluids, secretions and excretions, dried blood, 
and other body substances. 

· Covering open wounds with a waterproof dressing. 

· Cleaning toys and other items that children are likely to put in their mouths, after use. 

· Raking sandpits often and/or securely covering them when not in use. 

· Disposing of soiled items in a container that is inaccessible to children. 

· Washing rubbish bins and buckets regularly. 

NOTIFICATIONS 

If there is an occurrence of an infectious disease at a service, the service must ensure that a parent or an 
authorised nominee contact of each child being educated and cared for by the service is notified of the 
occurrence as soon as practicable. 

Notifications will also be displayed and information regarding the illness made available to any other 
individual entering the service. 

Notify CEWA of any diagnosed infectious diseases prior to the notification to the Department of Health. 

The Department of Health will be notified if any child attending the Service contracts a vaccine-preventable 
disease. The nominated supervisor follows the recommendations as outlined by the Department of Health at 
all times. 

EXCLUSION 

· Non-immune children and educators will be excluded from the Service when there is an outbreak of a 
vaccine-preventable illness and required to remain away until the Service is deemed clear of the illness and 
the minimum exclusion period has passed. 

· Children, including siblings of children who attend the Service, and staff with diarrhoea, or vomiting related 
to illness, will be excluded for 24 hours after the symptoms have ceased or, in the case of diarrhoea, after a 
normal stool. 

· The decision to exclude or return a child to care will be made by the nominated supervisor based on the 
child’s symptoms, medical advice, and the Department of Health Public Guidelines. 



 

 

· The service reserves the right to refuse care if the service has concerns about the child’s health. 

· The decision to return or exclude a staff member, will be made by the nominated supervisor based on the 
child’s symptoms, medical advice, and the Department of Health Public Guidelines. 

· The service has the right to refuse care if concerns are held about the child’s health. 

When a Child is ill at the Service: 

Where a child displays symptoms of an infectious illness whilst in care at the service, they will be, made 
comfortable as per the Service’s policy entitled Children who are unwell and a parent or authorise nominee 
will be notified and required to collect the child immediately. 

A record of child illness to be completed and document progress of illness recorded, to support medical 
advice. 

 

INFECTIOUS DISEASES 
The following exclusion table is to be observed in cases of infectious diseases in all West Australian schools. 
 
CHICKEN POX, MUMPS: Children are infectious in the early stages and when scabs are falling.   Return to 

school when this stage over. 
CONJUNCTIVITIS:  Excluded until discharge from eyes has ceased. 
IMPETIGO (school sores): Excluded until treated and healed completely. 
MEASLES, RUBELLA: Excluded for 7 days after the onset of rash. 
 
RINGWORM: Excluded until a medical certificate is produced stating that treatment has been 

carried out. 
SCABIES:   As above. 
WHOOPING COUGH: Excluded until a clean medical certificate has been produced or 4 weeks from 

onset.   
 
SERIOUS CONDITIONS: For your child’s own safety we request that the school be informed of any 

serious condition including epilepsy, haemophilia, anaphylaxis or allergy, or a 
HIV positive diagnosis.   Please note that all information is confidential. 

 
 
COVID-19:  Children who have visited an exposure site during the relevant times, are 

required to follow the corresponding health advice issued for that location, 
unless directly advised otherwise by the Department of Health. Parents/carers 
are also required to notify WA Police by phoning 13 COVID (13 26843). 
Close contacts are to be tested and isolate for 7 days. 
Children need to isolate if they have tested positive to COVID-19.  
 Children who test positive to COVID-19 will need to stay in isolation until they 
are cleared by WA Health. (Subject to change in accordance with Government 
regulations) 

More information:     
                                            www.health.wa.gov.au/coronavirus 
    www.healthywa.wa.gov.au/coronavirus 
   www.health.wa.gov.au/Articles/A_E/Communicable-disease-control-guidelines 
 
   
 
 

http://www.health.wa.gov.au/coronavirus
http://www.healthywa.wa.gov.au/coronavirus
http://www.health.wa.gov.au/Articles/A_E/Communicable-disease-control-guidelines


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SOURCED 

Education and Care Services National Law (WA) Act 2012 
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_homepage.html 

Education and Care Services National Regulations 
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12946_homepage.html 

ACECQA https://www.acecqa.gov.au/ 

Guide to the National Quality Framework https://www.acecqa.gov.au/nqf/about/guide 

Australian Government National Health and Medical Research Council. https://www.nhmrc.gov.au 

Staying healthy in childcare 5th ed. 

https://www.nhmrc.gov.au/about-us/publications/staying-healthy-preventing-infectious-diseases-early-
childhood-education-and-care-services 

https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_homepage.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12946_homepage.html
https://www.acecqa.gov.au/
https://www.acecqa.gov.au/nqf/about/guide
https://www.nhmrc.gov.au/
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-preventing-infectious-diseases-early-childhood-education-and-care-services
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-preventing-infectious-diseases-early-childhood-education-and-care-services


 

 

Communicable Diseases Guidelines for Teachers, Child Care Workers, Local Government Authorities and 
Medical Practitioners. https://ww2.health.wa.gov.au/-/media/Files/Corporate/general-
documents/communicable-diseases/PDF/2101-communicable-disease-guidelines.pdf 

Department of Health Western Australia. (2019). Western Australia Immunisation Requirement Guidelines 
for persons in charge of child care services, pre-kindergarten and kindergarten. 
https://ww2.health.wa.gov.au/Articles/F_I/Immunisation-enrolment 

https://ww2.health.wa.gov.au/-/media/Files/Corporate/general-documents/communicable-diseases/PDF/2101-communicable-disease-guidelines.pdf
https://ww2.health.wa.gov.au/-/media/Files/Corporate/general-documents/communicable-diseases/PDF/2101-communicable-disease-guidelines.pdf
https://ww2.health.wa.gov.au/Articles/F_I/Immunisation-enrolment
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