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MEDICATION ADMINISTRATION PHASES 
 

The below phases represent essential steps that must be performed each time medication is given in a child 
day program to meet the minimum standard of safe medication administration. 
 
PREPARATION PHASE 

 At the beginning of each day, you should review the written medication consent forms for all children 
receiving medication in your care. Make note when medicine is to be given so you can schedule your day.  

 

 Check the child’s Log of Medication Administration to be sure that the medication has not already been 
given. This also includes verifying if any doses were given before the child arrived at the program. 

 

 Wash your hands. 
 

 Verify the right child. Make sure the child is ready to take the medication and then bring the child to 
the medication administration area.  

 

 Bring the child’s Written Medication Consent Form to the medication storage area.   
 

 Remove the correct medication from the medication storage box or refrigerator by comparing the    
Five Rights on the medication label to the child’s Written Medication Consent Form.  

 □medication  □time  □dose  □route  □child’s name  
 

 Never leave the medication unattended once removed from the medication storage area. 
 

 Check the expiration date on the medication container or pharmacy label. (Some prescription 
medication may not have an expiration date but should only be used for the prescribed number of days) 
 

ADMINISTRATION PHASE 

See Handouts 5.1- 5.18 
for route specific administration steps. 

 

DOCUMENTATION PHASE 
 Complete the final check of the Five Rights by comparing the child’s Written Medication Consent Form 

against the medication label to make sure you gave the medicine exactly as instructed. 
□ medication  □time  □dose  □route  □child’s name 
 

 Document the administration in the child’s log of medication administration before returning the 
medication to the safe storage area or returning the child to the group. 

 

 Return the medication to the safe storage area immediately after documenting the administration. 
Never leave medication unattended. 

 

 Assist the child in rejoining the group. 
 

 Wash your hands again. 


