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These procedures are established in accordance with the Administration of Medication Policy 
adopted by the School’s Board of Directors. 
 
Administration of Medication by School Personnel 
 
In order to ensure safe administration of medication to students, the procedures outlined here 
must be followed. 

1. The Principal shall designate a reasonable number of School employees who will be 
responsible for administering medication to students in the School. 

2. The Principal shall arrange for all designated School employees to receive adequate 
training from a licensed health care professional prior to administering any medication. 
Training should include indications for the medication, means of administration, dosage, 
adverse reactions, contraindications, and side effects. 

3. The student’s parent or guardian must complete the parent/guardian section of the 
Student Medication Form requesting that medication be administered to the student 
during regular school hours. Parents are responsible for updating the Student Medication 
Form as necessary. 

4. The student’s health care provider must complete the Health Care Provider section of the 
Student Medication Form indicating the child’s name, the name of the medication, the 
purpose of the medication, the means of administration, the dosage, the time schedule for 
administration, the anticipated number of days the medication needs to be given at 
school, and possible side effects. The practitioner must also affirm that giving the 
medication during school hours is medically necessary. 

5. A Student Medication Log must be maintained for any student who has medication 
administered at school, and all employees authorized to administer medication will be 
notified regarding each student to whom they are authorized to administer medication. 

6. Each time medication is given, the person who gave it must document the administration 
in ink on the Student Medication Log. If the medication is not administered as scheduled, 
a notation must be made on the Student Medication Log as to why the medication was 
not given, and the student’s parent or guardian must be notified. 

7. The Student Medication Form and Student Medication Log shall be retained in the 
student’s records. 

8. Teachers of the student receiving medication during school hours shall be notified. 
9. Medication (other than that carried by a student) must be delivered to the School by the 

student’s parent or guardian or designated adult. 

 



 

10. Medication shall be delivered to the School in a container properly labeled by a 
pharmacy, manufacturer or health care provider. Labeling must include the student’s 
name, the name of the prescribing practitioner, date the prescription was filled, name and 
phone number of the dispensing pharmacy, name of the medication, dose, frequency of 
administration, and the expiration date. 

11. Medication must be stored in a secure, locked cabinet or container in a cool, dry place, 
except that:  

a. Medications that require refrigeration must be stored appropriately; 
b. Insulin or emergency medications such as EpiPens, Twinject AutoInjectors, 

asthma inhalers and glucagon must not be stored in a locked area so that they are 
available when needed. 

12. Authorization for administration of medication by School personnel may be withdrawn 
by the School at any time following written or verbal notice to the student’s parent or 
guardian, as long as this action does not conflict with federal laws such as IDEA and/or 
section 504 of the Rehabilitation Act. The Principal may withdraw authorization for 
administration of medication in cases of noncompliance or lack of cooperation by parents 
or students unless the student’s right to receive medication at school is protected by laws 
such as IDEA or section 504. 

 
 
Self-Administration of Medication by Students 
 
Students may only carry one day’s dosage of medication on their person if they have been 
authorized to self-administer. 
Students may self-administer prescription medication if: 

1. The student’s parent or guardian signs a statement: 
a. Authorizing the student to self-administer the medication; and 
b. Acknowledging that the student is responsible for, and capable of, 

self-administering the medication; and 
2. The student’s health care provider provides a written statement that: 

a. It is medically appropriate for the student to self-administer the medication and be 
in possession of the medication at all times; and 

b. The name of the medication prescribed for the student’s use. 
 
Any misuse of medications may result in disciplinary action under the OPA Safe School Policy. 
 
The School shall provide an acceptable form for parents to request that their student be allowed 
to possess and self-administer prescription medication. 
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