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Medication administration checklist
The purpose of this document is to help facilitate the training and documentation provided by the registered nurse (RN) on medication administration to unlicensed assistive personnel (UAP).
The items provided include important and best practice topics to include in medication administration training. Additional areas should be added to include district specific policy and procedures. 
Please refer to the School Health Services (https://www.health.state.mn.us/people/childrenyouth/schoolhealth/index.html) webpage for more information including nursing delegation and medication administration in Minnesota schools. 
	UAP medication administration checklist	
	RN initials
	UAP initials
	Date

	Federal and state laws
	
	
	

	Data privacy
	
	
	

	Districts must have a medication administration policy
	
	
	

	District medication policy and procedure
	
	
	

	Principles of nursing delegation and assignment  
· Contact nurse before new medications are administered
· Contact nurse with questions
· Never re-delegate or reassign
	
	
	

	Authorization – this may vary based on local school policy
· Parent – for all medications
· Provider – for all prescription medications
· District procedure for over-the-counter and self-carry
· Contact the nurse if parent requests to discontinue med
	
	
	

	Accepting medication at school 
· Contact nurse before administering any new medication
· Match authorization to medication
· Original container
· Check expiration date
· Check allergies on health record
· Process for documentation (paper and/or electronic)
	
	
	

	Medication handling 
· Handwashing before and after administration
· Avoid touching medication with hands
· Dispense in lid or measurement container
· Count controlled substances when dropped off/sent home
· If medication is dropped or contaminated, discard and document in Medication Administration Record (MAR), and fill out medication error report
	
	
	

	Medication storage
· Medications should be locked and in a secure location 
· Refrigerated medications must be locked – no food stored where refrigerated medication is stored
· Controlled substances should be double locked
· Emergency medications and access
	
	
	

	Medication type, purpose, and side effects 
· When to contact the RN
	
	
	

	Emergency care plans (ECPs)
	
	
	

	Abbreviations
	
	
	

	Field trips
	
	
	

	Self-carry
	
	
	

	Medication error report
	
	
	



	Six rights of medication administration
	RN initials
	UAP initials
	Date

	Right student
	
	
	

	“What is your name?”
	
	
	

	Right medication
	
	
	

	Verify medication matches the MAR - Check three times
	
	
	

	Do not set up medication in advance
	
	
	

	Right dose
	
	
	

	Verify dose with label and MAR
· Use standard medication dosing instruments – not measuring cups, droppers or kitchen utensils
	
	
	

	Right route (note applicable route)
	
	
	

	Verify route with label and MAR
	
	
	

	· Topical
	
	
	

	· Rectal
	
	
	

	· Optical (eye)
	
	
	

	· Nasal
	
	
	

	· Otic (ear)
	
	
	

	· Oral
	
	
	

	· Buccal (cheek)
	
	
	

	· Auto-injector
	
	
	

	· Inhaled
	
	
	

	Right time
	
	
	

	Verify correct time with MAR 
· 30 minutes before or after the prescribed time unless specified, as noted in MAR
	
	
	

	Right documentation
	
	
	

	Promptly and legibly on MAR after administration
	
	
	

	Medication error
	
	
	

	· Follow medication error procedure 
· Complete medication error documentation
· Process if student does not take medication
	
	
	

	Demonstration to UAP
· Return demonstration from UAP
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