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Welcome to the Online In-Service for 
Medication Administration

● This training and any in-person skills checks 
must be provided by a credentialed school 
nurse.

● Contact your school nurse if you have any 
questions about the content of this course or 
medication administration, in general.



Purpose

To assure that medications given to students at 
school are dispensed safely, appropriately 
and in accordance with District Board Policy  
and California State law (C.E.C. 49423).

State Law requires that anyone 
dispensing medications at school 
receive yearly training.



Accepting Medication at School

      A DJUSD Medication Assistance 
Authorization* must be completed.

The student’s parent/guardian and physician 
must sign the authorization form.  

  *available to print from DJUSD 
     Health Services website



Accepting Medication at School

● The medication must be in the original 
pharmacy container or, if OTC, in original 
container marked with student name.

● The information on the container must match 
the written order.

● All medication must be stored in a locked 
area.



Know the 5 Rights

1. The Right Student
2. The Right Time
3. The Right Medicine
4. The Right Dose
5. The Right Route



1. The Right Student

● Have the student 
give you his/her 
name every time.  
They will soon 
learn that this is 
part of the 
procedure.

My name is 
John Doe.



2. The Right Time

● Medication can only be 
given within ½ hour of 
the time it is ordered.

● If the medication is 
missed or late, call the 
parent and complete an 
accident report for the 
medication error.

● Document when 
student is absent.



3. The Right Medicine

● Read the medicine 
label very carefully – 
three times!

● Check with the 
District Nurse if you 
are unsure of the 
generic name for a 
drug or have any 
questions.



4. The Right Dose

● Check the dosage on 
the medication order to 
make sure it matches 
what is written on the 
medication container.

● If it doesn’t match, don’t 
give it and call your 
District Nurse.

● Always check liquid 
measurement at eye 
level.

Rx  12345 
John Doe 
Take 2 tsp every
4 hours as 
needed  for
 cough.



5. The Right Route

Check to see if the 
medication is to be 
taken orally, 
inhaled, rubbed on 
the skin, inserted in 
the eye or ear, etc.



Oral Tablets and Capsules

● Wash your hands.
● Check the 5 rights.
● Pour the medication into the cap.
● Give with a full glass of water.
● Observe the child take it.
● Recap and return it to the proper place.
● Never pre-pour!!



Liquid Medication

● Wash your hands.
● Check the 5 rights.
● Shake medication per label instructions.

– Use a medicine cup or spoon that is 
calibrated.

– Measure at eye level.
– Pour from the side of the medication 

opposite the label.
– Wipe off the container after administering.



Skin (topical) Medication

● Gather supplies.
● Wash your hands.
● Wear gloves. 
● Check the 5 rights.
● Note the condition of the skin and report 

anything unusual.
● Use a tongue blade to spread medication
● Cover with gauze if ordered.



Eye Drops

● Wash hands and check the 5 rights.
● Observe the eye and report anything unusual.
● Clean each eyelid with a cotton ball/gauze, wiping 

from inside of the eye to the outside.
● Position with head tilted back and eyes looking up.
● Open eye to expose lower eyelid.
● Approach the eye from outside the field of vision.
● Gently drop medicine into the lower eyelid.
● Have student keep eye closed for a few minutes.
● Wait 1-5 minutes before instilling in the other eye if it 

is ordered.



Eye Ointment

● Observe and report any unusual condition of the eye
● Cleanse eye with clean cotton ball/gauze, wiping once 

from inside to outside.
● Position with head tilted back and eyes looking up.
● Open eye to expose the lower eyelid.
● Approach from outside the field of vision.
● Apply a thin layer along the inside lower lid or as 

ordered.
● Hold lid open a few seconds
● Close the eye gently and have student keep it closed 

for a few minutes.
● Blot excess medication with tissue.



Ear Drops

● Position the student lying down facing opposite you.
● Cleanse entry to ear canal with dry cotton ball/gauze.
● Observe area for any unusual condition or drainage and 

report observations. 
● Straighten the ear canal by pulling 
      outer ear gently down and back 
       (under age 3), or up and back (older children).
● Drop the medicine on the side of the canal.  
     Avoid touching the dropper to anything.
● Instruct student to stay in that position 
      for 1 minute.



Medication Inhaler

● Have child stand or sit straight.
● Shake inhaler a few seconds.
● NO SPACER: take a deep breath and breathe out all the way
● Place inhaler in mouth, squeeze canister down, inhale on 

mouthpiece.
● Hold breath as long as possible, up to 10 seconds.
● Wait 1-2 minutes, then repeat if ordered.
● WITH SPACER: Attach inhaler to spacer as pictured above
● Place mouthpiece of the spacer in mouth
● Squeeze canister down to dispense medication into spacer
● Breath in medication and hold breath as long as possible, up 

to 10 seconds.
● Breathe in/out through mouth 5 slow, natural breaths. Should 

spacer whistle, instruct to breathe slower.
● Wash out mouth with water



Documentation:  
Medication Administration Record

● Make sure that you sign the form.
● Make sure the student signs the form.
● Never sign a medication out before you give it.
● The form becomes a part of the student’s 

permanent record.
● If it’s not documented,

there is no proof the
medication was given.



Documentation:  
Controlled Medications

● Certain medication including ADHD 
medications, psychotropic medications and 
certain pain medications require more careful 
monitoring. 

● Ask parents not to bring more than a month 
supply of pills.

● Absolutely must be in locked cupboard or 
file.

● Call your nurse if you are not sure whether a 
medication should be counted.



Documentation:  
Controlled Medications - count

● For controlled medication count the number of pills you 
receive from the parent and return to the parent.

● Each time you give the medication count the number of 
pills in the container PRIOR to dispensing.

● Example:



“No Shows”

● Always try to find the student within ½ hour of 
when the medication is due and give it.

● Call the parent if it was not given.
● Frequent “no shows” will need more 

intervention.  Call your District Nurse for help.
● Some sites may use a walkie-talkie to help 

find a no-show student.



Field Trips

Daily medication must be given 
every day the student is in our 
care. Daily and emergency 
medications MUST go on field trips 
with a student and trained district 
personnel must administer at the 
ordered time.



LET’S REVIEW:
Procedure for giving medication

● Get medication from locked area.
● Check the FIVE RIGHTS:  student, time, 

medication, dosage, route.
● Assist the student following proper procedure.
● Observe the student take the medication.
● Document the time, count (if needed), your 

signature and student initial on the Medication 
Administration Record.



IMPORTANT!

ALWAYS call your District Nurse if 
you have any question regarding 
medication administration.



Medication Errors

Sometimes mistakes happen. You need to 
know what to do if this occurs.
● You must always document medication 

errors on a district Accident Report.
● Always immediately notify your District 

Nurse.
● Always notify your administrator.
● Always notify the parent.



Medication Errors

● Medication errors are defined as:
– Medication given to the wrong student
– The wrong medication given to a student
– Medication given at the wrong time (more 

than 30 minutes early or late)
– Medication given by way of a wrong 

method or route
– Medication dropped on the floor and 

discarded
 



Serious Medication Errors:

EXAMPLES:
– Overdose
– Medication given to the wrong child
– Medication given via the wrong route
Call Poison Control at:  800-222-1222 
for advice IMMEDIATELY!
Contact a District Nurse as soon as 

possible.



Remember…a few important 
points:

● Always wash your hands before giving 
medication.

● NO AUTHORIZATION FORM = DO NOT GIVE 
MEDICINE

● Medication is ALWAYS to be kept in a locked 
area.

● If the signed forms are not turned in, a parent (or 
a parent designee) may come to school and give 
the student the medication. NO school district 
employee may give it.



Disposal of Medications

Medications that need to be disposed of 
can be given to your school nurse.  Do 
not flush them down the toilet or put in 
the red sharps container.

Contact parents at the end of the year to 
pick up medications.



RESPONSE TO ANAPHYLAXIS 
USE OF 

EPINEPHRINE 
AUTO-INJECTOR 

Training for Volunteer Staff in Schools

Developed as a joint project by Yolo County School Nurses 



What is Anaphylaxis?
1. Estimated 40 million Americans have severe 

allergies.
2. Allergies can affect skin, breathing, 

cardiovascular, and digestive system. 
3. Anaphylaxis is a life-threatening allergic 

reaction that occurs after exposure to an 
allergen.

4. The reaction can occur within seconds or up to 
3 hours after exposure.



Causes
1. Food
2. Insect stings
3. Medication
4. Latex
5. Idiopathic 

(Unknown cause)



Signs and Symptoms of 
Allergy and Anaphylaxis

•Hives
• Itching
•Swelling
•Red, watery eyes
•Runny nose
•Vomiting
•Diarrhea
•Stomach cramps
•Change of voice

•Coughing
•Wheezing
•Throat tightness
•Trouble swallowing
•Difficulty breathing
•Sense of doom
•Dizziness
•Fainting
•Change of color



Symptoms of an allergic reaction can be mild:
        
•Mouth:  itchy mouth
•Skin:  hives, rash around mouth or other localized area
•Gut: nausea

*  If there is a known allergy then follow the student’s 
Allergy Action Plan.  The Allergy Action Plan will determine 
whether Epipen is needed even for mild reactions.

 



Or severe – severe reactions need 
Epinephrine ASAP :  

•Lung: Short of breath, wheeze, repetitive cough.
•Heart:  Pale, blue, faint, weak pulse, dizzy, confused
•Throat: Tight, hoarse, trouble breathing or swallowing
•Mouth:  Obstructive swelling (tongue or lips)
•Skin:  Many hives over body
•Combination of symptoms from different body areas:  Hives, 
rashes, swelling, vomiting, cramping pain.



Anaphylaxis Reactions



What is Epinephrine?
1. Epinephrine is the ONLY medication to treat an 

anaphylactic reaction.
2. Epinephrine acts quickly to improve breathing, stimulate 

the heart, raise a dropping blood pressure, reverse 
hives, and reduce swelling of the face, lips, and throat.

3. Epinephrine is administered by an auto-injector such as 
an EpiPen



CA Ed Code recommends CPR certification 
for safe Epipen Administration 

EC Section 49414(e)(2) states that the training standards shall include all of the 
following:

1. Techniques for recognizing symptoms of anaphylaxis.
2. Standards and procedures for the storage, restocking, and emergency use 

of epinephrine auto-injectors.
3. Emergency follow-up procedures, including calling the emergency 911 

phone number and contacting, if possible, the pupil's parent and physician.
4. Recommendations on the necessity of instruction and certification in 

CPR.
5. Instruction on how to determine whether to use an adult epinephrine 

auto-injector or a junior epinephrine auto-injector, which shall include 
consideration of a pupil’s grade level or age as a guideline of equivalency 
for the appropriate pupil weight determination.

6. Written materials covering the information required under this subdivision.



Stock EpiPen Administration
EpiPen Jr use for 2nd 
grade or below 
(<66lbs)

EpiPen use for 3rd grade 
and above (>66lbs)



Stock EpiPen Brand 
Administration 

1. Grasp the pen and remove the blue safety 
cap

2. Hold orange tip near outer thigh and jab 
into thigh at 90 degree angle

3. Hold in place for 3 seconds
4. Remove the pen and massage the area for 

a few seconds
5. Check that the dose has been administered
6. Give EpiPen to paramedics



EpiPen Administration Cont. 
There is more than one type of epi auto-injector.

Generic epinephrine auto-injector (IMPAX): Hold 
in place for 10 seconds. The needle will not retract 
into the auto-injector after use, so place it into the 
plastic case to avoid a needle stick injury after use.

Auvi-Q: Pull off red safety guard and place
black end against middle of outer thigh. 
Hold in place for 2 seconds. It will talk
to you.



Emergency Care 
Students with known allergy will bring
their own prescribed epinephrine auto-
injector to school.
In case of symptoms follow their Allergy
 Action Plan. 
     
If symptoms occur in a person without 
known allergy follow the Action Plan 
for Allergic Reaction and Anaphylaxis     
- protocol for individuals without 
known allergy, found in Stock Epipen Kit.



For students with known allergy follow 
their plan: 



• Act immediately –
•  Inject Epinephrine  
• Call 911
• Stay with student, have student sit or 

lie down, keep calm and help student 
stay calm

• Have others call parent, school nurse 
and administrator

• Monitor breathing, CPR if not 
breathing.  

• Monitor for shock. Cover with blanket, 
have lie down.

• If symptoms continue and paramedics 
do not arrive use a new Epipen and 
re-inject after 15 minutes.

• Victim must go to the emergency room 
or physician.

• Complete incident report.
• Request school nurse to follow up with 

parent to prepare Health Care Plan.

Are the symptoms severe? 
    
Lung: Short of breath, wheeze, repetitive 
cough.
Heart:  Pale, blue, faint, weak pulse, 
dizzy, confused
Throat: Tight, hoarse, trouble breathing or 
swallowing
Mouth:  Obstructive swelling (tongue or 
lips)
Skin:  Many hives over body
 
Combination of symptoms from different 
body areas:  Hives, rashes, swelling, 
vomiting, cramping pain.

For a person with symptoms but no known allergy 
follow the Stock Epipen plan: 



Stock EpiPen Emergency Kit 

• Unexpired EpiPen auto 
injectors

• Flow chart response protocol
• gloves
• Doctor’s standing order
• Medication Log
• Incident report
• Copy of CDE standards and 

Ed code 49414
• Copy of training record or 

notice of who on site is 
trained to administer



Emergency Care 
1. If there is indication per the plan or protocol, then 

quickly administer the EpiPen. **Note time given **
2. Do NOT leave the person alone, keep calm.
3. Call 911, family, school administrator, and school 

nurse.
4. If due to insect sting, remove stinger and apply ice.  
5. Cover with a blanket to keep warm in case of shock.
6. Monitor breathing. **Start CPR if needed**
7. If symptoms continue, administer second dose 5-15 

minutes after first dose.
8. Follow-up care must be given at the hospital. **Send 

the Epipen to the hospital with EMT **



After an Event

1.  Call nurse and administrator

2.  Complete Accident/Incident Report

3. Nurse will follow up with parents to check status, plan 
reentry to school, and  determine if new Health Plan or 
revision to current plan is required.
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