Module 2: Essential Principles for Care

Handout S: Medication Policy and Procedure Checklist

ltem

Is there Do we
a policy? doit?
Yes| No ] Yes | No

Comments

Accepting Medications

Prescription medication requires the original container and
prescription label; non-prescription medication requires
written instructions from the child's hedlth care provider. All
medication should include: name of child, health care provider,
medicine, date, when to giveit (i.e., specific times, #
times/day, or as-needed for specific symptoms; with food or
without), dose, how to give it, how many days, storage, and
expiration date.

Medication requires written consent of the parent.

Medication is transferred directly from the parent or adult
transporting the child to the child's teacher (i.e., not in child's
backpack).

Thereis amechanism for communicating about medication
between school, families, and health care providers.

If medication is prescribed for a child once or twice aday, itis|
preferable that the parent give the medication at home.

If parent is on-site and plansto give their child medication, it
should be communicated to staff and documented in the
medication record.

Storage

Medication is stored in child-proof containers.

Medication for children and adultsis stored in anchored,
locked containers out of reach of children.

Medication is stored as directed (e.g., refrigerated, or room
temperature).

Refrigerated medication is away from food and the locked
container is clearly labeled as containing medication.

When the course of medication is complete or reachesits
expiration date, unused medication is returned to the parents

for disposal or properly disposed of at the center.
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For use with Activity 6

Module 2: Essential Principles for Care

Handout S: M edication Policy and Procedure Checklist (continued)

[tem

Isthere Dowe
apolicy? doit?
Yes| No | Yes | No

Comments

Adminigtration

Only designated and trained Saff administer, handle, and store
mediication.

Traning for medication administratorsindudes agency
medication policy; reading labels, techniques for administering
medi cation; documentation; communicating with parents; and
proceduresfor questions, errors, and emergencies.

Staff wash hands before and after giving medication.

Before giving medication, daff explainsto the child what is
going to happen and why, and the child isdlowed afew
momentsto prepare.

Before giving medication, S&ff check the"Hve Rights™ the
right child, the right medication, theright dose, theright route,
and & theright time.

Medication isgiven asingtructed on the labd.

A medication record is kept thet includes the child's name, date,
time, mediication, dose, route, who gaveit, any complications
(eg, "spit up dose"), errors, and Sde effects.

Medication errors are immediately reported to the gppropriate
SUperVisor.

Before fidld trips, saff assess the medication needed, and plans
are made for proper storage and equipmen.

Medication hendling, adminigiration, documentation, and storege
are supervisad and monitored regularly, and training updates are
avaladle.
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