Administrative Administration of
Procedure 207 Medicine

March 2024

Background

Staff members generally do not possess the knowledge and skills required for, and
means of, administering medication to children and students. However, situations may
arise from time to time which may require one or more staff members to administer
medication to a child or student when the child or student is deemed by a physician to
be incapable of self-administration or in order to preserve the life of the child or student.

In all other situations, staff members must refrain from administering medication, even
upon parental requests. Activities are to be restricted to:
e The identification of children or students in need of medication.

e The monitoring of the child’s or student’s self~administration of the
medication in accordance with the schedule established by the physician.

e The provision of security for the medication (at the end of each school
year, the Principal will ensure that medication is either picked up by
parents/guardians, or safely disposed of).

e Parental information regarding medication schedule.

e Medication of a non—prescriptive nature, such as, but not limited to, aspirin,

will not be distributed to any child or student without compliance with the
statements above.

Procedures
1. ldentification of children or students in need of medication.
1.1 Principals will make every effort to obtain, from the parents/guardians:

1.1.1 A statement of the child’s or student’s health at the beginning of each
school year, including susceptibility to particular illnesses, allergies
or reactions.

1.1.2 A record of the name, address and telephone number of the
parents/guardians, including, where applicable, similar data relative to
the parent’s/guardian’s place of employment.

1.1.3 A record of the name, address and telephone number of the family
physician.

1.2 A short list of names of all children and students who may need emergency
medical attention will be distributed to all staff members. Such a list will
include a notation as to symptoms, possible reactions, appropriate responses
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and must be made available to substitute teachers.

1.3 If parents/guardians wish such information to remain confidential, available
only to the Principal and counsellor, this request should be made in writing
to the Principal.

1.4 Where a child or student must receive medication prescribed by a medical
practitioner during the school day, or during a co— or extra—curricular
school-sponsored activity, the Principal will:

1.4.1 Obtain written consent from parents/guardians attesting to:

1.4.1.1 The parents/guardians request for the school to provide for the
administration of the medication.

1.4.1.2 The schedule for administration, including the exact dosage and
duration of the treatment.

1.4.1.3 The child’s or student’s ability to self-administer.

1.4.1.4 The possible effects of failure to comply with the
medication schedule.

1.4.1.5 The need to provide for the security of the medication.

2. Monitor the child’s or student’s self-=administration of the medication in
accordance with the schedule established by the physician.

2.1 Inthose instances where a child or student is deemed by the physician to be
capable of self~administration, the designated staff member will:

2.1.1 Monitor the child’s or student’s compliance with the schedule.

2.1.2 Provide such security for the medication as is deemed appropriate by
the physician and the Principal.

2.1.3 Keep a record, noting the action taken in accordance with the
prescribed schedule.

3. Provision of security for the medication.

3.1 In those instances where the child or student is deemed incapable of
self-administration, the designated staff member will:

3.1.1 Receive instruction in the correct means of administration from the
physician or designate (school nurse).

3.1.2 Administer the medication in accordance with the schedule established
by the physician.
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3.1.3 Provide such security for the medication as is deemed appropriate by
the physician and the Principal.

3.1.4 Complete the record form, noting the action taken in accordance with
the prescribed schedule.

4. Parental information regarding medication schedule.

4.1 It will be the responsibility of the parents/guardians to advise the Principal, in
writing, of any change in the medication schedule.

4.2 If a change in schedule is required, a new schedule will be prepared—the old
schedule will be retained with the advice of need for change appended.

4.3 Administration of medication will be limited to time as established by the
physician.
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