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ADMINISTRATION OF PAIN RELIEF 
 

OVERVIEW 

This policy outlines the steps to be followed when administering pain relief medications (paracetamol or 
ibuprofen) at Forbes Children’s Centre, in accordance with the Department for Education Medication 

Management Procedure and the Education and Care Services National Regulations. 
Pain relief medication is not to be used as first aid or to enable a child to remain at the Centre when unwell. Pain 
relief must be authorised and recorded in line with DfE and Centre procedures to ensure the safety, wellbeing and 

rights of all children. 
 

AIM 
To ensure that: 

• Pain relief medication is administered safely, responsibly, and only when authorised. 
• Children’s health needs are supported through collaborative communication between educators, families, 

and health professionals. 
• All practices align with Department for Education requirements and support the health and wellbeing of 

every child. 
 

INSTRUCTIONS 
Leadership will: 
• Monitor and review this policy as needed 
• Ensure the policy aligns with the current DfE Medication Management Procedure and First Aid Guide. 
• Oversee documentation of all medication and conduct regular medication audits to ensure compliance and 

identify areas for improvement. 
• Ensure only trained and approved staff are permitted to administer medication. 
• Ensure medication records, medication agreements, and related forms are stored securely and retained as 

per DfE recordkeeping requirements. 
• Support staff to access training in medication administration and health support and ensure refresher 

training occurs as required. 
• Review all medication incidents, adverse reactions, or errors, and ensure reporting to DfE and regulatory 

bodies if required. 
 
Educators will: 

• Check that a valid Medication Agreement is in place before administering any pain relief. The agreement 
must be signed by a parent/guardian. 

• A medication agreement must be signed by a medical practitioner if the medication is to be administered 
more than three times in a seven-day period. 

• Check and record the child’s name, medication name, dosage, expiry, and last administration time using 
the Medication Administration Log. 

• Confirm and record temperature prior to administration: 
o If the child’s temperature is above 37.5°C, do not administer pain relief. 
o Recheck after 30 minutes; if the temperature is rising or reaches 38°C, follow illness procedure 

and notify the family for collection. 
• Administer medication only if: 

o The child’s temperature is below 37.5°C; and 
o The pain relief is prescribed or authorised on a Medication Agreement; and 
o The child’s symptoms align with the agreement (e.g. teething) 
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• Follow the right child / right medication / right dose / right time / right route checklist before giving any 
medication. 

• Two educators (one administering and one checking) must verify and sign off each administration. 
• Document on the Medication Record: 

o Date, time, dose, route, batch number, expiry date, reason for administration, and the names and 
signatures of both staff members. 

o Provide a copy of the medication log to the family at collection. 
• Do not administer pain relief to mask symptoms of illness or to enable the child to continue attending the 

service. 
• Report and document any adverse reactions or medication errors immediately to Leadership, and 

complete an Incident, Injury, Trauma and Illness Record. 
 
Families will: 

• Provide written consent through a Medication Agreement Form for any pain relief to be administered. 
• Complete a medication agreement signed by a medical professional with any instructions to administer 

pain relief more than three times within a 7-day period (with the first dose being day 1).  
• Provide pain relief medication in the original pharmacy-labelled packaging with the child’s full name, 

dosage, frequency, and expiry clearly visible. 
• Understand that no pain relief will be administered without a valid Medication Agreement. 
• Collect their child promptly if they develop a temperature of 38°C or higher or are otherwise unwell. 
• Update the Centre regarding any changes in the child’s medical condition, medication dosage, or ongoing 

pain management plan. 
• Retrieve or replace any expired medication when notified by staff. 

 
Where pain relief has been prescribed by a doctor, education and care staff will: 
1. Check child’s temperature 
2. If above 37.5 degrees, call parent to request verbal approval to administer fever reducing medications and 

organise immediate collection. While waiting for family to arrive, normal fever reducing first aid processes will 
be followed i.e. removing any heavy layers of clothing, offering sips of cool water. 

3. Administer the medication according to medication procedure and following the right child checklist 
4. Document the medication administration 
5. Monitor child’s temperature every 10 minutes until collection occurs 
6. Contact parent after 30 minutes if collection has not occurred since original phone call to attain a time frame 

for collection. 
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