









POLICY  GA  453.4 
Administering Medication to Students Policy
Pursuant of Wisconsin Statute 118.29, no medication shall be given to a student by an employee of the Board of Education unless the following conditions are met:

1.  Any drug, which may lawfully be sold over the counter, may be administered only in compliance with the written instructions of the student’s parent or guardian and if the student’s parent or legal guardian consents in writing.  The medication must also be in a properly labeled bottle.  Even medication that seems recognizable will not be allowed to be administered, if it is in the wrong bottle or a paper/plastic bag.

2.  A prescription drug may be administered to a student only in compliance with the written instructions of a medical practitioner and if the student’s parent or legal guardian consents in writing.

The following procedure leading to the administering of a drug to a student by school personnel shall be followed:

1.  A medication consent form must be completed by the parent or legal guardian and addressed and returned to the school nurse/student services office.  This will be kept in an accurate medication file, which will include this form for each student.

2.  A physician’s order to administer medication form must be completed by the prescribing physician and addressed and returned to the school nurse/student services office.  This will be kept in an accurate medication file, which will include this form for each student.

3.  Medication to be administered at school must have the following information in language understandable to the lay person printed on the container:



a.  Child’s full name



b.  Name of drug and the dosage



c.  Directions, including time and quantity to be given

d. Physician’s name

4.  Only limited quantities of any medication are to be kept at school.  Said medications are to be kept in a safe place not accessible to students and will be checked out only by a district employee, designated to administer medication.


5.  The length of time for which the drug is to be administered, which is not to exceed the school year, shall be contained in the written instructions from the prescribing physician.  Further written instructions must be received from the physician if the drug is to be discontinued or the dosage or time is to be changed from the original instructions.


6.  It is the responsibility of the student, not school personnel, to get his/her medication at the designated time.  In rare cases, school personnel will take responsibility and that is when the nurse/parent feels it is necessary, not the student.
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7.  All consent forms must be renewed annually and/or at any time a medication is changed.

8.  Copies of consent forms may be acquired from the Student Services/nurse’s office.

By the terms of this policy, school personnel under no circumstances shall provide aspirin or other non-prescribed medicine to students unless the other conditions and procedures of this policy have been met.  Diagnosis and treatment of illness and the prescribing of drugs are never the school’s responsibility and therefore should not be undertaken by any school personnel.

No employee is authorized to administer any drug under the terms of this policy by any route other than oral unless that employee happens to be a health care professional, or is specially trained by a health care professional.

Procedure for dispensing medication:


1.  Designate one, maybe two persons only, to administer medication.  They need to develop a plan to schedule administration for multiple students arriving simultaneously.  They also need a plan to contact the students who did not come for medication as scheduled.

2. Attach picture if possible of the student to medication form (suggestion only)

3.  Check the 5 rights:



Right Drug



Right Dose



Right Student



Right Route



Right Time


4.  Have student tell you his/her name each time to double check you have the right student.  It may seem you know the kids, but some days are hectic.


5.  Stop and recheck, if the student questions the medication you are handing them.  Example: “It’s the wrong color” or “I usually only take a half of one.”

6.  Observe the student swallowing medication.

7.  Document medication each time and note any observations made.

8.  Communicate any concerns to the nurse, principal, or parent.

9.  Keep medication on strict schedule.  Missed or delayed medication may be serious, especially with children who have seizure disorders.  Notify nurse or principal of missed doses or schedule changes in case home adjustment is necessary.

10.  Keep medication process as private and confidential as possible.
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Transportation of Medication:


1.  Parents are requested to deliver medications to school.  If this is not possible, parents are asked to send the bottle in a sealed envelope marked, “Nurse.”

2.  School personnel will recommend that parents pick up controlled medication (ex. Ritalin, Tylenol #3) or injectable medication (ex. Epi-pen, Glucagon, insulin).  If this is not possible, it will be sent home with the student in a sealed envelope.

Self Administration of medications:

1. Students may carry asthma inhalers if the physician orders.  A plan is to be developed for adult supervision for elementary students.

Medication for Field Trips:


1.  Staff assigned by principal to give medication on field trips will review order for medication, document, and plan for safe storage prior to and during the field trip.

2.  It is recommended that medication always be kept in its original container for safety reasons.  However, if it is necessary to transfer medication to an envelope for safety and reasonable handling of field trips, the following conditions must be met:

a.  The individual administering medication must prepare the medication envelope.  The envelope must include:




* Student name




* Name of the medication




* The dosage




* The time it should be taken




* The prescribing Doctor’s name and phone number

b.  The health assistant who routinely gives medication must then double-check the envelope and the process.

Disposal of Medication:


1.  School will notify parents to pick up unused medication at the discontinuing time indicated on the appropriate forms, or it will be sent home with the student in a sealed envelope.

2.  The school nurse and a witness will dispose of medication, left 30 days after the end of the school year.

This policy shall be reviewed annually by the School Nurse/Administration or Health Committee.

Involved in the development of this policy:
Karen Remus, RN Date:
10/25/88
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Reviewed and updated by Board Action: March 28, 1998


Reviewed and updated June 22, 1998:


Added Procedure for Dispensing Medication



Transportation of Medication



Self Administration of Medication



Medication for Field Trips



Disposal of Medication

Revised April 30, 1999 by Darla Fossum, LPN

Reviewed annually June 2, 1999 through January 4, 2012
