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ADMINISTERING MEDICATIONS TO STUDENTS 
 
 

Medication should be administered to school children by parents/guardian at home whenever 
possible.  However, when requested by parents/guardian, physician-prescribed medications and 
nonprescription medications may be administered by school under the following established 
conditions.   
 
Before any prescription medication can be administered to a student, school personnel must receive 
written parental/guardian consent and written instructions from the students’ physician or dentist.  
Non-prescription medications may be administered with written parental/guardian consent only.   
 
Any student possessing prescription or non-prescription medication without following the procedures 
set forth in this policy may be subject to disciplinary action. Sharing/dispersing of prescription or 
non-prescription medications may result in immediate suspension. Sale of medications will result in a 
recommendation for expulsion. 
 
All written instructions and consent forms will be filed in the school office.  The school nurse shall 
be responsible for reviewing the written medication instructions.  The building principal and his/her 
designees will be responsible for maintaining complete and accurate medication records, and storing 
all prescription and non-prescription medications in a safe and secure place.  School personnel 
authorized to administer medications to students will be provided appropriate instruction and training 
by the school nurse. 
 
The following procedures shall be adhered to when administering medication to students in grades 
PreK-12. 
 
Procedures for Administering Medication to Students: 
 

1. Definitions 
 

• Administer – Medications which are in the possession of the school and given to the 
student by designated school personnel. 

 
• Medication – Medication includes any drug or remedy for illness.  Prescription, non-

prescription (Over the Counter – OTC), and herbal treatments are all considered 
medication. 

 
• Medication Error – Medication errors include:  administering the wrong medication 

or doses of medication, administering the medication at the wrong time, 
administering a medication by the wrong methods or route (i.e. orally instead of 
injection) or failing to administer the medication. 

 
• Pupil – Any person who is enrolled in the Evansville Community School District as a 

student, on a full or part-time basis in an approved instructional or co-curricular 
activity. 

 
• School – A pupil is in school when in attendance at an approved instructional or co-

curricular activity, whether held on or off school premises. 
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2.  Prescription Medications 
 

a.  Prescription medications will not be administered to a student until the following steps are 
completed: 
(1) The parent/guardian provides the school with a completed parent/guardian consent 

form. 
(2) The school receives a completed physician order form for administering medications. 
(3) Staff have been trained to administer medications. 

 
b. Prescription medications must be in the original container from the pharmacy.     
    Information printed on the container must include: 

• Student’s full name 
• Name of medication and dosage 
• Time medication is to be administered 
• Physician name 

 
c. Prescription medication will be stored according to manufacturer’s guidelines.  

Prescription medications will be kept in a locked cabinet or drawer that is not accessible 
to students or where food is stored.  Only a limited quantity of the prescription 
medication is to be kept at school. 

 
d. Only school district employees who are designated by the principal of each school will be 

able to administer prescription medications.  Except in an emergency, the only other 
people who may administer prescription medications to a student include: 

• Student’s parent/guardian 
• School nurse 
• Emergency response worker 

 
e. The length of time for which a prescription medication is to be administered will be 

specified in the written instructions from the prescribing physician. The maximum length 
of any written instruction will be until the end of the current school year.  Any time there 
is a change in dosage, number of doses, or time of administration a new written statement 
from the prescribing physician is necessary. 

 
f. School personnel will communicate with parents/guardians when the supply of 

medication at school needs to be refilled.  The current medication container will not be 
sent home for the parent/guardian to refill. 

 
g. With medications that are to be given at a specific time during the day, there is a leeway 

of 60 minutes before to 60 minutes after this specific time within which the medication 
can be given.  

 
h. The Evansville School District will have the building principal, school nurse, and school 

medical advisor review all requests for the administration/dispensing of injectable 
medications by school personnel in order to maintain the physical, emotional, and mental 
health of pupils and staff members while they are at school or at school sponsored 
activities. If it is determined acceptable, the school nurse will train and supervise the 
administration/dispensing of the medication by the school personnel.  Only medications 
for emergency needs will be considered by the school district.  This policy does not 
preclude students who self-administer prescription medications from continuing this 
practice.   
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i. The following non-emergency situations should be reported to the Rock County Health 
Department nurse who will follow-up with parents/guardians and/or physicians. 

 
• The color or shape of a refill medication is different from the last prescription.   
• Information on the medication permission form from the doctor is different from 

the information on the label of the medication container. 
• A parent/guardian gives permission for school personnel to give a medication at a 

time other than the scheduled time.  Do not give the medication; this situation 
requires a change by the physician on the medical consent form.   

• Parent/guardian calls the school or sends a permission slip to school requesting 
the dose of medication be changed.  Do not give the medication; this situation 
requires a change by the physician on the medical consent form. 

• The label on the front of the medication container requires a tablet to be cut.  Do 
not give the medication. The school district is not responsible for the cutting or 
breaking of pills. If pills are already split, they may be administered. 

 
j. It is the responsibility of the school to insure that prescription and non-prescription 

medications, which are administered by school personnel, be provided to the correct 
student, at the designated time. The only exceptions would be if the student refuses the 
medication, or is absent from school. A student’s refusal to take medication should be 
documented and the parent/guardian informed. Notification of parent/guardian will also 
be documented. It is also the responsibility of the school employee administering 
medications to witness the student taking the medication in his/her presence. 

 
k. When a school staff person identifies that medication the school is administering is 

missing, the building principal and school nurse will be notified. The school staff person 
will document on the medication log the date, time, amount, and medication name that is 
missing.  The principal, or designee, will contact the student’s parent/guardian to inform 
them of the missing medications.  If the medication is a controlled substance (i.e. Ritalin, 
Adderall, Methylphenidate, etc.), a report must be filed with the Director of Pupil 
Services and the Evansville Police Department. 

 
l. When a medication error is noted by school staff, it must be documented with the school 

building principal and school nurse. Appropriate medical contacts will be consulted and 
such contacts documented. 

 
3.      Non-Prescription Medications and Herbal Treatments 
 

Designated personnel will administer non-prescription (over-the-counter) medication and 
herbal treatments only with parental approval as indicated by written consent on the 
Parental/Guardian Consent Form for Medication.  Non-prescription or herbal treatments 
must be in an original container and labeled with the child’s name, why the medication is 
needed, when to use the medication/treatment and amount of medication/treatment to give. 
 
If the dosage for non-prescription medications or herbal treatments is higher than the 
recommended dose for the student’s age/size, the nurse will contact the parent/guardian and 
request a statement from the health care provider to support the need for a higher dosage. 
 

4.      Adverse Side Effects 
 

Any school staff person who observes adverse side effects to a medication or has concerns 
with behavioral or physical changes of a student should report these concerns to the 
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parent/guardian and building principal and appropriate medical contact made if necessary.  If 
a student is exhibiting side effects to a medication, the nurse will be contacted to follow-up 
on the concerns. If a change in medication is made by the doctor, verbal orders can be taken 
by the nurse and followed up with written orders to both the doctor and parent/guardian.  If 
the parent/guardian requests changes in the medication, the only change the school can make 
is to stop administering the medication.  If this is the case, school staff will provide the 
parents/guardians with a new medication consent form to be completed by the physician.   

 
5. Self-Medication of Non-Prescription Medications for High School Students 

 
High school students may self-administer non-prescription medication in the school with 
prior permission (Medication Consent Form 453.4 Form). Current state law allows a student 
to carry an inhaler if the school receives a written request from the parent/guardian and 
doctor.  Parents/guardians will be notified if the privilege to carry an inhaler and/or self-
medicate is suspended or removed. 
 

6. Disposing of Medication 
 

Before the end of the school year, the District health clerk will send a letter home to 
parents/guardians indicating they are responsible for coming and picking up remaining 
medications at school.  Medications, with the exception of inhalers, will not be sent home 
with students.  Medications that are not picked up by parents/guardians will be collected by 
designated staff.  Each medication (both prescription and non-prescription) will be listed on a 
manifest along with the student’s name.  For prescription medications, the number of pills 
will also be added to the manifest.  A manifest will be completed for each school.  Two 
persons must sign off on the completed manifest.  Nonprescription medications will be 
collected, placed in a container, sealed and discarded. Prescription medications will be placed 
in a Sharps container and incinerated by the local pharmacy or MacNeil Environmental 
Services. 

 
The Emergency Nursing Manual (Appendix A) will provide direction and more detailed process 
information.  School personnel should under no circumstances provide aspirin or any other medicine 
to students without meeting stated criteria.  An accurate and confidential system of record keeping 
shall be established for each student receiving medication. 
 
 
Legal Ref.:  Sections Wisconsin Statutes 
            118.29 
            118.291 
            121.02(1)(g) 

PI 8.01(2)(g) Wisconsin Administrative Code 
 

Local Ref.:  Appendix A, Emergency Nursing Manual 
 
 


