	Medication Policy
	H-02-104

	Early Learning Connections (ELC)

	Effective Date:
	09/01/2016
	Revised Date:
	05/11/2026
03/24/2025
07/25/2024
01/26/2024, 06/29/2021

	
	
	
	

	Approved By:
	Date:

	Board of Directors
	05/11/2026

	Policy Council
	05/11/2026

	Implemented for Program Year
	2026-2027 



MEDICATION POLICY

 ELC limits requests for medication that require administration in the early education setting.  We should only accept the responsibility for medication administration when an arrangement to give medication outside of childcare/program hours cannot be made.
. 
Medication administration is limited to prescription or non-prescription (over the counter) medications ordered by a health care professional for a specific child and accompanied by written consent of the parent/legal guardian and or health care provider.  

Early Learning Connections will provide parents with an Authorization for Medication Form (Appendix H-D1). If medication is required to be given at the facility, the physician must complete the top section of the form. (If the parent does not have this form when they go to the physician, a written order from the physician that contains the information listed below will be accepted and stapled to the form.) The written order of the health professional must specify:
· The medical reason for the medication
· Name of the medication
· Dose
· Route
· When (time of the day)
· For how long (number of days)
· Any reactions or side effects that may occur

[bookmark: _Hlk156456330]The documentation is brought to the facility with the required medication. The parent completes the middle section and the staff person completes the bottom section of the form. The Authorization for Medication Form (Appendix H-D1) is kept in the child’s file, a copy is forwarded to the Health and Nutrition Specialist and Data Coordinator, and a copy is maintained with the medicine and the Medication Log (Appendix H-D2) or Medication Log and Daily Exchange of Medication (Appendix H-D5).

Medication must be in the original container (pharmacy or manufacturer supplied) with a label that includes the child’s name, date the prescription was issued and when it expires. The label must also include the prescriber’s name, dose instructions, pharmacy name and phone number, and relevant warnings.                                      
Medication will be kept at the temperature recommended for that type of medication, in a sturdy, child-resistant, closed container that is stored in a locked cabinet (excluding rescue medications which must easily be accessible to staff in case of emergency.)  

Medication will not be used beyond the date of expiration printed on the container or beyond expiration of the instructions provided by the physician or other person legally permitted to prescribe medication. If a new medication is not available, ELC will allow children to have expired medications kept in the classroom if the parents or legal guardians provides a written letter from the physician or other person legally permitted to prescribe medication stating “it is safe for the child to continue to use the expired medication” and or “the medication is safe to use in an emergency until an non expired medication is available”. 

*** Medication paperwork will be completed by the prescribing physical and or other person legally permitted to prescribe the medication at the start of each Program Year. 

The Medication Log (Appendix H-D2) or Medication Log and Daily Exchange of Medication (Appendix H-D5) is ONLY to be completed by the caregiver or teacher administering the medication. The person administering the medication will record:
Medicine, date, actual time given, dosage amount, the route and the staff signature.

Medication will only be administered by staff that have been trained on safe administration of medications. Completion of the medication logs requires staff to follow the Five R’s each time medication is given to prevent medication errors.
· Right Child
· Right Medicine
· Right Dose
· Right Time
· Right Route of Administration.

Spills, reactions, and refusal to take medication will be noted on the Medication Log. Medication errors must be reported to the Program Manager immediately and documented on the Medication Incident Report (Appendix H-D4)

All medications received in pill or capsule form must be counted, recorded on the Daily Log of Pill/Capsule Administration (Appendix H-D3) and signed by staff members as well as parent/guardian. Each dose thereafter will be recorded in the following manner: date, # of pills received, time of administration, # of pills/capsules remaining, initials, and comments. The bottom of the form requires that all staff who may administer medication MUST provide their signature and initials in order to later verify validity of initials on the record. 

[bookmark: _Hlk194913765]Preventive and over-the-counter medications (OTC) may be used when parents or legal guardians provide a written note, giving ELC staff permission to use on their child. Examples would be diapering rash cream, sunscreen, ChapStick, and body lotion.  This would not include items like Tums, Tylenol or Allergy medications. All preventive and OTC Medications must be in their original containers. ELC staff will follow manufacturer instructions for the use of Medication or application unless a medical note provided from a licensed provider dictates differently. 

Once a medication is discontinued, if there is any remaining it will be given to the parent or legal guardian when they come to pick up their child. They will be required to sign the bottom of Medication Log (Appendix H-D2).  Three attempts will be made to return unused medication before medication will be disposed of appropriately. The bottom part of Medication Log (Appendix H-D2) will be completed at this time, the location and date of where unused medication was dropped off will be recorded along with staff members name /signature.

