
4.35 MEDICATION ADMINISTRATION  
 

Smackover\Norphlet School District 
MEDICATION ADMINISTRATION POLICY 

 
I. Introduction 

 
In accordance to the Arkansas State Board of Nursing Practice Guidelines, a 
parent or guardian whenever possible should administer prescription or non-
prescription medication required by a student at home.  Medications 
prescribed three times a day or less should be given at home unless the 
practitioner has prescribed a specific time during school hours.  For example,  
a medication such as an antibiotic that is to be administered three times a day 
can be taken before the child comes to school, as soon as he\she gets home 
and then before bedtime. This avoids unnecessary disruption of the student’s 
school day. Morning medication should be given at home prior to the student 
arriving on campus so he\she is ready to learn. SNSD recognizes, however, 
that it may be necessary for a student to receive medication during school 
hours when home administration is not possible. In the absence of the school 
nurse, authorized SNSD staff may be delegated in the administration of 
medications to students during school hours after training and documentation 
of the unlicensed person’s competency.  In the absence of the school nurse, 
narcotic medication can be administered by a staff member that the parent\ 
guardian delegates to do so. School nurses will act in compliance with the 
Nurse Practice Act (NPA) at all times and will not administer medication in a 
manner that conflicts with their professional duties and expectations under the 
Nurse Practice Act or SNSD policies. 
 

II. Administration of Medications 
 

A. Only the school nurse should accept medications.  
 

B. The school shall not administer expired medications. 
 

C. All medication, prescription and over the counter, must have orders that 
are signed by a medical practitioner. These orders must be renewed 
annually at the beginning of each school year.  

 
D. Parental consent forms for the dispensation of all medication must be 

signed and are available in the nurse’s office. 
 

E. Controlled substances will only be administered by the school nurse or a 
staff member that the parent\guardian has delegated to give. 

 



F. In the absence of a nurse, authorized SNSD staff may administer 
medications to students during school hours after training and 
documentation of the unlicensed person’s competency.   

 
 

 
G. The five rights of medication administration will be followed at all times 

in order to reduce medication errors and harm. 
The right student, the right drug, the right dose, the right route, and 
the right time. 

 
H. The initial dose of a new medication must be administered by the 

parents\guardian outside of the school setting.  
 

III.  Location/Storage for Medication 
 
A. All medication brought to school, including over-the-counter medications, 

shall be kept in the nurse’s office in a locked cabinet. Controlled 
substances will be double locked in the nurse’s office. 

 
B. A parent/guardian must pick up all medication after it is discontinued 

unless permission is given by parent/guardian to send home with student.  
Medications will be destroyed if not picked up on the student’s last day of 
school. 

 
IV. Self-Carry Asthma Inhalers, Auto-Injectable Epinephrine, and  

Diabetic Supplies 
 
  Student whose physician has diagnosed him/her with: 
 Asthma 
 Anaphylaxis 
 Diabetes 

 
These students may be allowed to carry and self-administer medications 
prescribed for these conditions when an asthma, severe allergy, or diabetic 
treatment plan is received.  These plans will include a written request and 
signature from the prescribing physician stating it is medically necessary 
for the student to have the medication prescribed for asthma or 
anaphylaxis.  

 
a. The parent\guardian and the physician’s written request is valid  

for one school year and must be renewed at the beginning of each 
school year. 

b. The student must demonstrate to the health care practitioner                                       
     who wrote the prescription the skill level and responsibility   
     necessary to use and administer the asthma inhaler, auto-                                                              



     injectable epinephrine or use of ordered diabetic supplies. 
c. The asthma inhaler, auto-inject epinephrine, and diabetic supplies will 

be supplied by the student’s parent\guardian and should be stored and 
transported in its original prescription labeled container. 

d. SNSD reserves the right to require any medication to be kept 
     in the Nurse’s office. No school district, school district employee,  
     or agent of a school district shall be liable for injury to student  
     caused by his\her use of prescription inhaler or self-administration   
     of medication. 

           
V.   Medication Container 
       Medication (prescription and non-prescription) that is brought to school must  
       be in the original, properly labeled container. 
 

A. All medications must be in the original container with the student’s             
name on the container. The container must specify special storage instructions 
if appropriate. Prescription medications should have a label that includes the 
student’s name on record with the school, date it was filled, ordering 
practitioner’s name, name of the medication, and the dose, route and 
frequency. All medications will be given according to labeling directions on 
the container unless written provider order states otherwise. The parents 
should request the pharmacist to dispense two labeled bottles of medication if 
the medication must be administered at school, one for home and one for 
school.  

 
B. Over-the-counter medication must be labeled with the student’s name 

and have an expiration date listed on the bottle. The school will supply no 
over the counter medications. 

 
C. Medication in plastic baggies or other non-original containers will not be 

accepted. 
 
VI.   Transportation and Check-In Process 
 
       A.  Controlled Medications 
           1.  For the safety of your child and other children medications 

     categorized as controlled substances are encouraged to be brought in                                                                
      by parents\guardians. 

2.  The school nurse shall verify the amount of medication delivered by 
     counting in the presence of either the person delivering it or another  
     school personnel. This person shall document verification of the 
     medication count by initialing the narcotic count form with the nurse. 
3.  The controlled substance shall be counted weekly with verification by  
     another school personnel. The amount of medication and initials of  
     personnel who verified medication count shall be documented on the  
     weekly narcotic count form. 



     
B.  Non-Controlled Medications 

   
  1.  For student safety, it is encouraged that parents/guardians transport 
       medications (controlled and non-controlled) to and from school.  
  2.  The school nurse shall verify the amount of medication delivered and  
                 document this on the medication administration record. 
 
VII. Documentation 
  

A. An individual medication administration record with be established for each 
student and will include the date, time, dosage, and initials of the individual 
administering the medication 

         
        B.  The nurse or designee shall record each dosage of medication   
              administered and time it was administered on the student’s individual    
              medication administration form. They will put their initials beside the    
              administration time and sign at the bottom. 
        
       C.   An incident report must be written for any medication error (e.g. 
              frequently missed doses, incorrect medication, incorrect dosage, etc.). 
              The nursing supervisor will review the incident report. 
        
 
 VIII.   Medication on Field Trips or Athletic Trips 
 

A. Parents will be made aware of field trips. Parents may administer the medication 
on the trip to their student or they can delegate a SNSD staff member to do so if 
the medication is needed and the parent will not be attending. 

 
B. Any medication that must be sent on a field trip must be in the properly  

              labeled container.The label should contain the name of the student, name of the                    
              medication, dose of the medication, time it is to be given, and any other  
              instructions pertinent to the administration of the medication. The container 

  should have only the required number of pills to be administered on the trip.      
 

C. A notebook with the medication administration record and signed practitioner 
orders and parental consents for the medications to be administered with be sent 
on the trip. 

 
D. The delegated staff member who will administer medications on a field trip will                       

   follow all SNSD policies and procedures for administering medications. 
 
IX.   Training          
         A.  The school nurse will train all school personnel who have been  
               delegated to administer medication prior to their   



    administering any medication. 
 
          B.  The medication administration training checklist form will be filled out  
                for each designee every year. 
 
SKILLS CHECKLIST FOR MEDICATION ADMINSTRATION 
 
Person trained:___________________________________________________________ 
 
School\Positon:__________________________________________________________ 
 
Instructor:_______________________________________________________________ 
 
1.  Identify the student  
 
2.  Check medication consent form for parent\guardian and practitioner signature. 
 
3.  Checks label of medication for name, time, dose, and route when picking \ 
up medication container. Checks for expiration date if it is on the medication. 
 
4.  Prepares the correct dosage of medication by pouring into lid cap and or directly into 
medicine cup. 
 
5.  Follow the 5 rights of giving medication: 
 Right student, right drug, right dose, right route, right time 
 
6. Wash hands or use hand sanitizer prior to handling medications. Get correct amount  
of medication out and have, the student take it and drink water with it. 
 
7. If the medication is an inhaler follow the directions in the front of the medication  
administration binder on the correct usage of an inhaler. Shake the inhaler first, have the 
student exhale, then insert the mouth piece or spacer in the student’s mouth and either you 
or they will press the inhaler in a downward motion into the delivery device and then the 
student will inhale the medication and hold their breath for at least 10 seconds. If using a 
spacer then several breaths will need to be taken. Then shake the inhaler and repeat this 
times however many puffs are ordered.When done, have the student rinse their mouth with 
water. 
 
 8. If a student is having a seizure and has DIASTAT and the nurse is not present 
immediately call the other building nurse and have the nurse get there ASAP. A licensed                 
nurse can only give DIASTAT. Time the seizure, it is very important. Practitioner orders 
may vary, but mostly only require medication if the seizure lasts for 5 minutes. Clear the 
area of any other students and if a towel or jacket is available have it ready as well. 
DIASTAT must be given rectally so privacy needs to be maintained 
 



9.  Most diabetics can usually check their own blood sugar. However, if student is unable 
to do so, assist them as necessary. If a student is a diabetic and is acting strange or feels 
they need to check it, let them do so. Look at the orders to see what to do next. Should they 
pass out and become unresponsive call 911 and the nurse. 
 
10. Epi-pen and Epi-pen Jr. are to be given when signs and symptoms of anaphylaxis 
are present or exposure to known allergens that cause a student to have anaphylaxis occur. 
Signs and symptoms of anaphylaxis will be located in the front of the front   
medication administration binder. Epi-pens come in two strengths, 0.15mg and 0.3mg.    
The 0.15 mg dosage is the pediatric dosage and is usually used for a child 66 pounds or 
less. The 0.3mg dosage is the adult dose and is used for those 66 pounds and above. To 
administer Epi-pen or Epi-pen Jr. hold it firmly with the orange tip pointing downward 
(orang to thigh, blue to the sky). Remove the blue safety cap by pulling straight up. Then 
push the orange tip firmly into mid-outer thigh until you hear a click (can be done through 
clothes). Hold firmly in place for 3 seconds. Remove the auto injector from the thigh and 
massage the injection area for 10 seconds. After injection, the orange cover automatically 
extends to ensure the needle is never exposed. If an Epi-pen or Epi-pen Jr. has to be given, 
always call 911 immediately afterwards.  
 
11.  Document medication given in the on the medication administration record.  
 
12. If you are not sure, stop and ask. Call a nurse. It is better to stop and ask then to make 
an error. 
 
    
I have been trained by ____________________________________________________ 
to administer medications for SNSD and will abide by the 5 rights of administering 
medications and will use all safeguards and resources provided to me to ensure proper 
medication administration and documentation. I will report all medication errors to the 
nurse immediately. 

 
Signature:_______________________________________________ 
 
 
 
 
 
 

Date Adopted:  August 17, 2020 
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