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San Diego Unified School District

Early Childhood Education Programs
Protocol for Medication Check-in at CDC Sites
Medication Sign-in.  Assistance from Site administrators.    

· All medications brought to CDC site will be taken to the administrator to be checked for completeness.  

· The parents will be notified that medication will not be given until it has been checked by the ECE nurse.  The student should not attend until the medication and medication order have been received and reviewed by the administrator.    

All medication brought into CDC: 

· Must be in the original container with a label with child’s name, medication name, dosage, time to be given, and route (e.g. by mouth, eye drops, inhaler, etc.) and indication for use.  


· The medication must be in date and NOT expired.  

· All medication authorization forms must match medication label. Medication authorization form must be signed by the parent and the physician. Medication orders are current for one year from the original physician authorization date.  

· Any changes to medication (medication type or dosage) must be accompanied by a new medication authorization form signed and dated by the physician and parent.  

· CDC administrator will notify the ECE nurse by e-mail or phone call about the medication.  The ECE RN will go to the site to sign off the medication. 
 

· ECE nurse will complete a Medication Log for the student to be signed by a trained teacher/ assistant when medication is given.

· All student medications will be stored in a secure cabinet in the classroom that is clearly labeled for ease of location. 

· All personal staff medication (prescription or over-the-counter) must be inaccessible to children.

· All medications must be taken with the class when they leave the room to other parts of the school (playground, lunch arbor, library etc.).  They must be kept out of reach of the students.
  

· Teacher will document on the Medication Log when medication is given with date, time, initials and signature and initials at the bottom of the form.  Parents must be notified that medication was given at school using The First Aid/Care Report to parents Form.  In addition a call can be made to the parent.   
  
· Teacher will maintain expiration log for medications and medication orders and will inform the parent at least a month before the medication or medication order expires so they can be replaced.  

· At the end of the school year or when the student terminates from the program the medication should be returned to the parent.  The site will keep all forms and file these in the student folder.  
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