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Camas School District

Medication Administration for Non-Licensed School Staff Training
This training was developed to allow you to orient to medication administration at your convenience. There is a quiz at the end. You will also need to contact your building registered nurse to be checked off on the administration of an Epi-pen and to review the content of this training.

Medication Administration Introduction

In the past 30 years there have been significant changes in health care, including an increased reliance on prescription drugs. There have also been changes in school systems, with a federal mandate (P.L. 94-142 – The Education for all Handicapped Children Act of 1975) obligating schools to provide certain children with medical services, including medication. Medications that schools are asked to manage may include controlled substances, psychotropic medications, and a range of therapeutic interventions for chronic illnesses such as diabetes and asthma.
Washington State law – RCW 28A.210.260 states that “public school districts and private schools which conduct any of grades kindergarten through the twelfth grade may provide for the administration of oral medication of any nature to students who are in the custody of the school district or school at the time of administration, but are not required to do so by this section.”
Camas School District Policy 3416:  Medication at School 
“Under normal circumstances prescribed oral medication and oral over-the-counter medication should be dispensed before or after hours under the supervision of the parent or guardian…If a student must receive prescribed or non-prescribed oral medication from an authorized staff member, the parent must submit a written authorization accompanied by a prescription from a licensed health professional prescribing within the scope of his or her prescriptive authority”...  

Confidentiality of Student Health Records

· State and Federal law impose restrictions on handling student health records.

· Medication administration records are considered confidential information.

· Generally, health care information contained in school records cannot be disclosed to anyone without the consent of a parent or a student who is 18 years of ago or older.

What are Oral Medications?

· Oral medications are administered by mouth either by swallowing or inhaling including through a mask that covers the mouth or mouth and nose.  Asthma inhalers are considered oral medication.

· Oral medications administered through a gastrostomy tube are also considered oral, based on regulations of WAC 246-840-920[16].

CSD Medication Policy/Procedure 

· The registered nurse in the building may delegate giving oral medication to CSD staff.

· A parent and licensed health professional written authorization form is required before medication will be administered. Requests shall be valid for not more than the current school year.

· A parent/guardian may come to school and administer medication.

· The registered nurse for that building needs to be consulted before unlicensed staff administer the first dose of medication (prescribed or over-the-counter).

· Only the building registered nurse can accept a change in medication orders.

· Medications administered by routes other than oral (suppositories or non-emergency injections, etc) may not be administered by school staff other than the registered nurse. (A parent-designated adult may inject insulin/glucagon, but this task is not delegated by the school RN).  

· CSD does not accept injectable medications, except for insulin and Epi-pens.
· Medication must come to school in the originally labeled container complete with student’s name, medication name, dosage & administration time.

· Parent/guardian shall bring the medication to school; the student should not transport medication to school.

· Store the prescribed or non-prescribed oral medication (not more than a 20 day supply – one month) in a locked cabinet.

· Medication should be counted by 2 persons and recorded on medication recording sheet upon arrival.

· School staff & students need to work as a team ensuring that medication is given as prescribed.
· In certain situations, such as in “Special Needs” programs that are not easily accessible to the Health Room, medication can be kept in a locked cabinet or drawer in that room. The medication cabinet or drawer is to remain locked at all times except when individual medication is dispensed. Check with your building RN!

Remember These Rules

· Never give medication without all written instructions and a properly labeled container.

· Never give medication if the written information does not match the labeled container.

· Remember, the building registered nurse is delegating the task of administering oral medications to students. Nursing defines delegation as transferring the responsibility of performing a nursing activity to another person while retaining accountability for the outcome 

· Always, contact the building registered nurse prior to administering any new medication or change in the medication order.

· Always, contact the building registered nurse if you have any questions prior to giving the medication.  

Medication Training

· At least two staff members from each building need to be trained in oral medication administration

· School staff who will be administering medications will take this training & quiz, plus meet with the building registered nurse for Epi-pen training, etc.

· Training needs to be completed on a yearly basis.

· Coaches, bus drivers, & teachers (especially, teachers who attend field trips with students who take oral medications), will also need training.  

· School staff who have not received this training and have not made arrangements to meet with the building school nurse, CANNOT administer oral medications. 

Hand Washing Guidelines

· Hand washing is the single most important practice preventing transmission of infectious organisms

· Hand washing should be encouraged often.

· Hand washing should occur before & after administering medication to the student.

· Students should wash their hands before self-administering.

Administration of Pills/Tablets, Capsules or Liquids

· Identify student

· Ask the student to state his/her name, review photo if available.

· Unlock medication cabinet or drawer.

· Prepare medication for one student at a time. 

· Read the medication label when picking up the container.

· Compare label of medication with the Medication Administration Record.

· Read the label again and pour the pill into the cap of the medication bottle or liquid into a measuring device.
· Identify student again.

· Administer the medication.

· Close the container and read the label again before putting the container away.

· Stay with the student until you are sure the medication has been swallowed.

· Document the medication administration on the “Medication Administration Recording” sheet with the time given and your initials. 

Use of a Metered Dose Inhaler (MDI, Inhaler, Puffer, Canister)

· Place canister in the mouthpiece and remove the cap.

· Shake the inhaler unit rapidly for 3 seconds. 

· Have student exhale all the way.

· The student needs to open his/her mouth and hold the inhaler with the mouthpiece just outside the mouth and pointed toward the back of the mouth.

· As the student inhales, they should press down on the canister and continue to take a slow, deep breath in. 

· Student should hold his/her breath and for a slow count to 10.

· Student can then release breath and breathe normally.

· Wait one to two minutes.
· Repeat the procedure for each additional prescribed puff, beginning with Step 3. Shake the inhaler again.

Administration of an Epi-Pen® 

· Pull off gray safety cap.

· Place black tip on outer thigh. Stabilize the thigh. You may inject through clothing.

· Press forcefully. This activates mechanism. Hold pen in place for 10 seconds.

· Massage the injection area for 10 seconds.

· 911 is always called with administration of an Epi- Pen® 

· The Epi-Pen®  should be kept to show paramedics. Do not recap. If possible, place in sink.

· NOTE:  You must demonstrate this skill using the Epi-Pen trainer to your building registered nurse.

Field Trips

· Teachers need to notify the building health room assistant at least 1 week in advance of the planned field trip.

· The health room assistant will review the list of students attending the field trip as to individual health needs.

· The health room assistant will share the above information with the building registered nurse. 

· The registered nurse will coordinate with the teacher who will be responsible with administering oral medications and carrying emergency care plans for those students.

· The teacher(s) must be trained in medication administration, prior to the field trip.   

Remember these “5 Rights” when administering medication to students.

· Right Student

· Right Medication

· Right Dosage

· Right Time (Medication may be administered up to 30 minutes before and/or up to 30 minutes after the actual time to be given.) 

· Right Route

Medication Error Reporting

· A medication error occurs when any one of the 5 Rights is violated. 

· Keep the student in the health room.

· Assess the student’s health status.

· Identify the incorrect dose or type of medication taken by the student.

· Office staff should immediately notify the building registered nurse and principal.

· The building registered nurse will determine if Poison Control needs to be called – 1-800-222-1222.

· The building registered nurse will notify the parents. The healthcare provider may also be notified.

· Submit a written report within 24 hours on the Medication Error Report.

Professional Responsibility-Frequently Asked Questions
Q:
After reviewing this document, am I trained to administer oral medication?  
A:
No, your building registered nurse will review your quiz, provide Epi-pen training, answer your questions, then determine if you are ready to administer oral medications.
Q:
What are oral medications?  
A:
Medications administered via the mouth, an inhaler, and gastrostomy medications. 
Q:
Can I train others to administer medications?  
A:
NO! 
Q:
Who can delegate and train me to administer medications?    
A:
Only the building registered nurse.

Q:
May I call the healthcare provider if I have questions?  
A:
NO! Only the RN has the authority to call the healthcare provider. 
Q:
May I be informed of health issues about students?    
A:
You will only be provided with enough information to safely provide oral medication. 
Q:
What health-related information is shared and with whom?  
A:
Confidential health information is shared with certain staff on a “need to know basis.” Confidential health information is not to be shared with anyone!   

Q:
What steps do I follow for the safe administration of oral medications?  
A:
The 5 Rights of medication administration.

Q:
What do I need to know and do when accepting medication at school?  
A:
Check that the medication pharmacy label matches the authorization for medication form; log-in the medication including counting the medication with the parent/guardian; contact the building RN before administering the oral medication.
Q:
What should I look for on the medication container?  
A:
Student’s name; prescriptive medication name, dosage and administration time. 

Q:
What should I do in case of an error?  
A:
Keep the student in the Health Room; notify the building registered nurse and principal.  

Q:
Can I distribute over-the-counter medication since it is not a prescription?  
A:
YES, as long as the medication authorization form is completed and matches the over-the-counter medication. 

Q:
What should I do if I am asked to do something I do not feel okay about doing?  

A:
Contact your building registered nurse immediately!

