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PITTSFORD CENTRAL SCHOOL DISTRICT 

ADMINISTRATION OF MEDICATION PROCEDURES 

 

 

I. INTRODUCTION 

 

Only those medications which are necessary to maintain a student in school and which must be 

given during school hours, or while participating in school-sponsored field trips, will be 

administered.  Under routine circumstances, a registered nurse will administer medications.  All 

District procedures must be followed  

 

II. GLOSSARY 

 

 Controlled Substances - Certain drugs with abuse potential that are regulated by State and 

Federal Government in a manner more restrictive than other drugs. 

 

 Double-Lock - A system of two separate locks to secure medications, especially controlled 

substances (i.e., a locked box within a locked cabinet). 

 

 Licensed prescriber - Health care professionals who have authority to prescribe 

medications in their practice, including physicians, dentists, podiatrists, nurse practitioners, 

physician assistants, optometrists and midwives. 

 

 Nonprescription drugs - Medications which may be obtained over the counter without a 

prescription.  These medications are sometimes referred to as over-the-counter (OTC) 

drugs and include, but are not limited to, oral inhalation and topical forms.  Insect repellant, 

cough drops and burn cream are considered nonprescription drugs.  For “self-directed” 

students, a parent note is all that is required to administer sunscreen, BUT if the student is 

not “self-directed”, a MD and parent note is required. 

 

        Parent/Guardian/Designee for Field Trips:  In circumstances where the school nurse and the 

parent/guardian are not available to administer medications on a field trip, a 

parent/guardian may authorize another adult (such as a family member or friend) to 

administer the child’s medication, regardless of whether the student is self-directed or not.  

This includes insulin and Diastat administration. This also pertains to overnight, extended 

field trips and school-sponsored events. School personnel are not intended to act as 

designees.  This request needs to be in writing and approved by the school nurse.  (Form in 

appendix) 

 

 Prescription drugs - Drugs requiring a written order for dispensing signed by a licensed 

prescriber. 

 

 PRN - As needed 

 

 Self-directed – An individual who is capable and competent to understand a personal care 

procedure, can correctly administer it to him/herself each time it is required, has the ability 

to make choices about the activity, understands the impact of those choices and assumes 

responsibility for the results of the choices. 
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 Whether a student should be considered self-directed should be based on the student’s 

cognitive and/or emotional development rather than age or grade.  Factors such as age of 

reason and mental/emotional disability are additional considerations in determining a 

student’s ability to be self-directed.  Usually a student may be considered to be self-

directed if he/she is consistently able to do all of the following: 

 

 Identify the correct medication (e.g., color, shape) 

 Identify the purpose of the medication (e.g., to improve attention) 

 Determine the correct dosage is being administered (e.g., one pill) 

 Identify the time the medication is needed during the school day (e.g., lunch time, 

before/after school) 

 Describe what will happen if medication is not taken (e.g., unable to complete school 

work) 

 Refuse to take medication if student has any concerns about its appropriateness 

 

Under the Direction – means that a registered nurse should be present on the premises or 

will immediately respond by written and/or verbal communication when professional 

services are rendered by a licensed practical nurse.  The degree of supervision shall be 

appropriate to the circumstances.  This term implies an active process of directing, guiding 

and influencing the outcome of an individual’s performance of an activity.  “Under the 

direction” is generally categorized as onsite (the nurse is physically present or immediately 

available while the activity is being performed) or off-site (the nurse has the ability to 

provide direction through written and/or verbal communications).  The degree of direction 

is appropriate to the circumstance. 

 

III. PROCEDURES 

 

A. Physician Orders 

 

 A written order from a duly licensed prescriber and written parental permission to 

administer the medication are required.  All medications, including nonprescription drugs, 

given in school shall be prescribed by a licensed prescriber on an individual basis as 

determined by the student’s health status.  Prescription medications require an order from a 

non-parent licensed prescriber. 

 

 1. Written orders for prescription and over the counter medications must include: 

 a. Student name and date of birth 

 b. Diagnosis 

 c. Name of medication 

 d. Dosage and route of administration 

 e. Frequency and time of administration 

 f. Self-administration orders – if indicated 

 g. For PRN medications – conditions under which medications should be 

administered 

 h. Date written 

 i. Prescriber’s name, title, and signature 

 j. Prescriber’s phone number 
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 2. Special Considerations 

 a. Medication orders must be renewed annually or when there is a change in 

medication or dosage. 

 b. The pharmacy label does not constitute a written order and cannot be used in 

lieu of a written order from a licensed prescriber. 

 c. A health appraisal form signed by a licensed prescriber which includes 

guidelines for written orders may constitute a written order. 

 d. When a properly labeled medication comes to the health office accompanied by 

a written request from the parent for administration of the medication, but 

without a written order from a licensed prescriber, the following procedures 

should be followed: 

 (1) Contact parent regarding need for written order from a licensed prescriber 

 (2) Contact licensed prescriber to obtain verbal permission to administer 

medication 

 (3) Request a fax or written orders to be received within 48 hours 

 (4) If written orders are not received in 48 hours, contact parent and 

discontinue medication. 

 (5) Document above steps 

 

B. Parental Responsibility 

 

 1. A written consent from the parent or guardian requesting administration of the 

medication in school as ordered by the licensed prescriber is required. 

 

 2. Ensure written order from licensed prescriber is delivered to the Health Office. 

 

 3. The medication is to be delivered to the Health Office in a properly labeled original 

container, by an adult.  A current pharmacy label is required for all prescription 

medication.  Inhalers require a label on the container, not just the box. 

 

 4. Medications should not be transported daily to and from school by the student. 

 

 5. If half-pill doses are required, cut pills in half prior to bringing them to school. 

 

 6. If a morning dose usually given at home is not given, the nurse must have a signed 

permission form from the physician stating medication and dose.  The medication can 

not be given until verbal confirmation of the missed dose by the parent is received.  

 

         7.     If the parent and MD request self carry and self administration of a medication, all 

criteria must be met in section E, that  the parent assumes responsibility for insuring 

that his/her child is carrying and taking the medication as ordered. The school nurse 

will document that the parent has agreed to assume this responsibility.   

 

 8.     If emergency medications/orders are not delivered, the school nurse will call the 

parent.  If no response after a week, the school nurse will send an email (or written 

letter).  If medication is still not delivered the school nurse will send a written letter 

(keep a copy in Computerized Health Record or Cumulative Health Record) stating 

that since we do not have medication, in the event of an emergency we will call 911.   
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C. Medication Administration 

 

 1. It is the primary responsibility of the school nurse to count, measure (pour), and 

administer medications to students.  Unlicensed persons, who have been trained by 

the school nurse, may assist self-directed students with oral, topical or inhalant 

medications, when the school nurse is not available. Student’s medications must 

remain in a properly labeled pharmacy container, or original over the counter 

container, in a locked medication cabinet or in the possession of a supervising adult, 

until they are handed to the self-directed student to self-administer in the school 

and/or when taken on field trips or other school events. 

   

          2.   If non-self directed students require medication in the absence of the school nurse, 

another registered nurse will be called in by the building principal.  Non-licensed 

personnel are not permitted to count or pour medications, nor are they permitted to 

administer injectable medications, except for an Epi-Pen in a known-allergic patient 

in a life-threatening emergency, as defined by a “Good Samaritan Act”. 

 

 3. All medications should be given as close to the prescribed time as possible, however 

may be given up to one hour before, and no later than one hour after, the prescribed 

time.   

 

 4. If a student fails to come for a dose, the administration should provide support to 

locate the student.  If the medication has not been given for any reason within the 

prescribed time frame, the school nurse must make all reasonable efforts to notify the 

parent that day.  A parent may request the school not locate their child if medication 

is missed in such a case.  A Medication Exemption Statement Form, signed by the 

parent and the child’s physician must be completed. 

 

 5. If a student chronically fails to come for medications, the school nurse should contact 

the building administrator, the student and the parent to address the problem. 

 

 6. A medication may be changed or discontinued by a written order of the licensed 

prescriber at any time.  If a parent requests discontinuation of a prescribed medication 

without the prescriber’s order to do the same, the request will be honored.  A written 

request from the parent is required.  A note to the prescriber will be sent stating the 

school’s intention to discontinue a medication at the parent’s request 

 

 7. When the dose of a medication is changed by a licensed prescriber’s written order and 

a parent request, and the old pharmacy bottle label has not been corrected, the nurse 

may label the bottle with the correct dose until the new pharmacy labeled prescription 

bottle is received.  The importance of parent compliance with sending in a new bottle 

quickly needs to be conveyed.   

 

 8. Steps to Administer Medications 

 (1) Prior to the administration of any medication, verify the following: 

 Student name 

 Medication name and dose – read bottle label; check medication book; ask 

child, “Is color and shape correct?” 
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 Time of administration – verify in medication book 

 (2) Make sure the medication is swallowed or inhaled properly before the student 

leaves. 

 (3) Record all medications given (daily and PRN) in the computerized health 

record system, or on a medication calendar. 

  

D. Storage of Medication 

 

 1. No medication should be brought into school without the knowledge of the school 

nurse. 

 2. Medications are stored in a locked cabinet in the health office.  The keys to the 

medication cabinet must be secure at all times.  All controlled medications are 

double-locked at the end of the day. 

 3. When a controlled substance is delivered to the health office, the school nurse will, 

whenever possible count the medication with the parent/guardian or with the health 

office assistant, then record the amount in the current medication computerized  

health record, or on the medication calendar.  Discrepancies must be documented on 

the medication incident form.  Parents, the Director of Student Services and the 

Instructional Area Leader must be notified. 

 4. Used needles and syringes are placed in an impervious waste receptacle designed for 

that sole purpose.  Do not recap or break. 

 5. Expiration dates for all medications including Epi-Pens and inhalers are to be 

regularly monitored. 

 6. Each student’s PRN medication should be stored alphabetically by his/her last name. 

 7. The school nurse should contact parents at least two days before running out of a 

prescribed medication. 

 

E. Carry and Self-administer Medication 

 

If a school nurse receives a request from a parent and licensed prescriber to permit a 

student to carry and self-administer his/her own medication, such decisions should be made 

on an individual basis and must meet the following criteria: 

 

 1. The student is in grades 6–12. An exception to this rule is when the medication is a 

metered dose inhaler for asthma, an Epi-Pen or Lactaid, in which case, younger 

students may be permitted to carry and self-administer.   

 

 2. The medication is not:  a controlled substance, psychotropic, for ADHD, or contains 

dextromethorphan (DMX) or stimulant decongestants. 

 

 3. Licensed prescriber’s order directing that the student be allowed to carry her/his 

medication and self-administer.  A non-parent licensed prescriber’s order is needed 

for controlled medications. 

 

 4. A parent statement requesting compliance with a licensed prescriber’s order is 

required. 
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 5. The student has been instructed in the procedure of self-administration and can 

assume responsibility for carrying properly labeled medication in original container 

on her or his person or keeping in school or physical education locker. 

 

 6. An assessment by the school nurse confirms that the student is self-directed to carry 

and self-administer her/his medication properly, school nurse will document.  

 

 7. Parent assumes responsibility for insuring that his/her child is carrying and taking the 

medication as ordered.  The school nurse will document that the parent has agreed to 

assume this responsibility. 

 

Any student self-administering medication without proper authorization will be counseled 

by the school nurse.  In addition, the parents and school building administrator will be 

notified. 

 

Guidelines for students self carrying medications on field trip are different:  See Section H 

of these guidelines. 

 

F. Emergency Medication 
 

 1. The requirements allowing registered professional nurses to administer agents used in 

the emergency treatment of anaphylaxis include: 

 following non-patient specific standing orders and protocols which are 

reviewed yearly and are authorized by a physician or a nurse practitioner; 

 maintaining or ensuring the maintenance of a copy of the standing order(s) and 

protocol(s) that authorizes them to administer anaphylactic treatment agents; 

 ensuring that a record is kept of all persons who received epinephrine including 

but not limited to:  the order and protocol utilized, the recipient’s name, date, 

address of administration site, administering nurse, the medication administered 

and its manufacturer ant lot number;  (Complete the form at State Wide School 

Health Services, and print a copy to keep on site.) 

 arranging for EMS and report to the recipient’s primary care provider. 

 

 2. The administration of epinephrine by Epi-Pen, prescribed by a licensed prescriber, to 

a student with a known severe allergy needing an anaphylactic treatment agent, may 

be performed by a previously trained school staff member responding to an 

emergency situation when the school nurse is not available. 

 

 3. The administration of a metered dose inhaler, prescribed by a licensed prescriber, to a 

self-directed student with asthma, may be administered by a previously trained school 

staff member when the school nurse is unavailable. 

 

 4. The administration of glucagon can only be performed by the school nurse.  If the 

school nurse is unavailable call 911, call back up nurse (if available) & parents.  Turn 

student on their side and squirt glucose gel into cheek slowly.  Monitor for choking. 
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         5.      The administration of Diastat can only be performed by the school nurse.  If the nurse 

is not available, call 911, and request a medic who can administer Diastat.  Follow 

seizure protocols until medic arrives. Call parents. 

 

G. Non-FDA Sanctioned Requests/Herbal Remedies, Dietary Supplements and Natural 

Products 

 

 Requests for use of herbal remedies, dietary supplements and natural products do not need 

to be honored by a school district or school nurse as they are not sanctioned by the FDA, 

but will be considered on a case-by-case basis by the school nurse.  These requests must be 

accompanied by written orders from a licensed prescriber.  An appropriate notation should 

be made on the student’s health record. 

 

H. Procedures for Administration of Medication on Field Trips 

 

The school nurse should assure: 

 

 1. Oversight of self-administration: 

 a. to a student who is self-directed – to be determined by the school nurse 

 b. to a voluntary staff member who has been appropriately instructed by the school 

nurse to assist a self-directed student 

  

 2. Administration of oral, topical or inhalant medications to non-self directed students 

and injectable medications to any student must remain the responsibility of the school 

nurse, licensed practical nurse under the direction of a school nurse, physician or 

parent.  A parent has the right to designate a non-school employee to administer oral, 

topical or inhalant medication to his/her non-self directed child. 

 

 3. Preparation of medication.  When pills are to be given on field trips, the medication 

should be prepared by the school nurse for short trips that take place during the 

school day.  A single dose will be sent in a prescription bottle or OTC container.   

Children needing prescription medication on overnight or extended field trips must 

have medication in a properly labeled pharmacy container.  Nonprescription 

medication should be in the original bottle or packaging with the student’s name on it.   

 

 4. A new order from a licensed prescriber is necessary for medications that are needed 

on field trips that are not usually taken during the school day.  This includes a new 

order for a medication when additional doses are taken on an extended trip. 

 

 5. For a student who may require the use of an Epi-Pen for an allergic reaction, the 

school nurse will review the procedure for administering an Epi-Pen with a staff 

member prior to the field trip. 

 

 6. All emergency care plans and emergency medication will be provided by the school 

nurse and reviewed with a staff member. 

 

 7. The staff member will inform the school nurse if any scheduled medication was 

missed or given at a time other than prescribed or if any PRN medication was given. 
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 8. At the elementary level, when a student with diabetes attends a field trip, the parent, a 

nurse (NP, RN or LPN), a physician under the direction of the school nurse, or a 

parent designee, shall accompany the student.  At the secondary level, decisions on 

the need for additional medical staff will be made on a case by case basis by the 

principal with input from the nurse and/or school physician and the parents.  

 

 9.   For overnight extended field trips, the following guidelines regarding the self carry 

administration of medications should be adhered to: 

a) Middle School students may self carry and administer the following medications 

(assuming the criteria under section E have been met):  Epi-Pens, antihistamines, 

asthma inhalers, diabetic medication, motion sickness pills, Lactaid, Tylenol 

(acetaminophen), Advil (ibuprofen), stomach medications (over-the-counter and 

prescription), acne medications (prescription and over-the-counter), and birth 

control pills.   

 

b) High School students may self carry and administer all medications (assuming the 

criteria under section E have been met) except: psychotropic medications, 

controlled substances, medication for ADHD, and medications containing 

dextromethorphan (DMX) or stimulant decongestants. 

c) For middle school students attending high school field trips, the principal with 

input from the nurse, will make decisions on what medications may be carried. 

d)  Consult with School MD for any special circumstances. 

e) If flying, the students need to have their medication with them, when they go 

through security.   

f) An RN licensed in NYS can’t act as an RN in Canada.  There is a fine of $25,000. 

 

I. Procedures for Medication Errors 

 

 If the wrong medication or medication dose is given to a student, the school nurse must 

complete the Pittsford Central School District Medication Incident Report Form.  The 

school nurse must notify the parent, physician, school physician, Instructional Area Leader 

and Director of Student Services. 

 

If any medication is lost or unaccounted for (especially controlled medications), the school 

nurse must also complete the Pittsford Central School District Medication Incident 

Report Form. 

 

J. Record Keeping 

 

The school nurse should maintain accurate records of medications administered, including: 

 the written order from the prescriber; 

 the parent request letter; 

 pertinent information about medication on the health record;  

 a list of students who require daily medications.  This is kept in the front of the daily 

medication binder. 
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K. End of Year Procedures 

 

 1. No medications are kept in the health office during the summer. 

 

 2. Unused medication is returned to the parent.  A letter is sent to parent requesting all 

medication to be picked up by a designated date. 

  

 3.     If parents do not pick up unused medications, those medications will be recorded in 

the computerized health record as abandoned.  The number of controlled medications 

disposed of is recorded and disposed of in the presence of a witness. 

 

  4.     Abandoned medication should be disposed of by placing it in a container and mixing 

it with water, salt, coffee grounds, or cat litter to enhance the destruction of the 

medication.  The container should be sealed with tape.  Care should be taken to 

ensure students do not have access to the trash. 

 

 5. In addition to the notification regarding unused medication, other health forms, (i.e. 

Asthma Action Plans, Emergency Care Plans, Permission to Administer Medication) 

should be sent to parents to be updated for the following school year. 

 

L. Administration Training of Unlicensed Persons 

 

 Each year in each school building, the principal, the Health Office Assistant, and two other 

staff members selected by the principal, shall be trained by the school nurse on the 

administration of medication to self-directed students in the event that the school nurse is 

unavailable.  The training shall include the following procedures: 

 

1. Contacting the back-up nurse to pour the medications. 

 

2. Identifying the proper student, medication, dosage, time and route of administration. 

 

3. Checking the doctor’s order against the Medication Administration Form and the 

medical container. 

 

4. The procedure for administering medications. 

 

5. Contacting students who did not come to take their medications. 

 

6. Contacting parent if medication is not administered or not given within one hour of 

designated time. 

 

 7. The storage and handling of medications, including specific instructions about 

locking medications and securing the key. 

 

 An “Administration of Medication Training” form should be completed by the school nurse 

and kept on file.  A copy should be sent to the principal.  

 

 For non self-directed students, the principal will arrange for the back-up nurse to 

administer the medications.  If no other school nurse or registered nurse is available, the 
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parent or a parent’s designee must administer the medication.  A school employee cannot 

serve as a parent’s designee.  A non-licensed school employee cannot administer 

medications to a non self-directed student. 

 

M. Emergency Building Evacuation and Medications 

 

 For emergency evacuations or relocation situations, the nurse will bring the following to 

the relocation site: 

 Emergency evacuation kit containing a list of students with significant medical 

conditions, basic first aid materials, and two glucose gel sticks. 

 Stock Epi-Pen and/or Epi-Pen Jr. from health office. 

 

 


