
Dear Parent and/or Guardian, 
 
Giving medicine to children at school is important and serious business.  State law establishes 
the precautions that must be taken to make sure that any medicine given at school is done 
safely. Please review the procedure below and be sure to take all of the needed steps should 
your child require medication during school hours.  We need to work together to follow the law 
and provide for the safe distribution of medicine. 
 
Medication will be given during school hours if absolutely necessary.  If you can, please 
schedule the doses so they may be given before and after school.  If this is not possible, the 
following instructions must be followed before any medication will be given to your child. 
 
Guidelines for prescription medication (short term): 

1. Medication container must have label attached by a pharmacist and/or 
physician and will include: 
a. Child’s name 
b. Name of medication 
c. Dosage of medication 
d. Name of doctor 

2. Written reason and permission for taking the medication (parent and/or 
physician information) 

3. Time of day for medication to be administered. 
4. Dosage limited to one day supply (bottle will be returned home with student 

daily).  This will be the student’s responsibility. 
 

All long-term medications (10 days or more) and emergency medications must 
have the form (attached to this letter) completed by the physician and parent and 
returned to the school nurse or principal. 
 
Guidelines for non-prescription (over the counter) medication (short term): 

A written request from a physical is required for all non-prescription (over 
the counter) medicines dispensed through the school office. 

1. Over the counter medications must come in their original container. 
2. Child’s name on medication container. 
3. Dosage limited to one day supply and the container will be returned home 

daily.  This will be the student’s responsibility. 
4. Only the instructions listed on the medication container will be followed unless a 

physician requests in writing different instructions for administering the medication. 
5. Written reason and permission for taking the medication from parent/guardian. 

 
MEDICATION WILL NOT BE GIVEN IF THE ABOVE GUIDELINES ARE NOT FOLLOWED. 
 
The school nurse will be responsible for giving the medication if she is in the building.  If she is 
not in the building, the principal, secretary or designated person will given the medication. 
 
THANK YOU FOR YOUR COOPERATION 
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