
        

Medication Authorization Guidance 
A few reminders: 

• The Medication Authorization Form must stay with the medication. 

• Medication will be returned to the child’s parent or destroyed when the parent determines it is no longer needed or it 

has expired. 

• Emergency medications (EpiPen, inhaler) are always stored out of the reach of children but are always quickly 

accessible (rescue medication should not be stored in a locked box).  

• When emergency medications are stored in a backpack, ensure that the backpack is hung high enough to keep it out 

of the reach of children. 

• Non-emergency medications will be kept out of the reach of children and secured in a lock box.  Lock boxes will be 

used in the classroom, in the refrigerator, and on the bus. 

• Medication cannot be added to a child’s beverage or food unless indicated on the prescription label. 

• The staff member administering the medication must sign (full signature is required) the record each time. Do not use 

initials. 

• If medication is used “as needed,” there must be additional instructions noted in box 13. Describe when the 

medication will be needed (wheezing, soreness in the muscle, etc.). 

• Describe error/reaction in detail on the Illness/Incident Report.   

• If a child is seen by a doctor or goes to the emergency room, complete and Illness/Incident, make a verbal report to 

Licensing within 24 hours. Complete the Incident Report State of Michigan form (BCAL 4605) within 72 hours.  

• A program must submit reports, as appropriate, to the responsible HHS official immediately or as soon as practicable, 

related to any significant incidents affecting health and safety of program participants or any matter for which 

notification or a report to state or local authorities is required by applicable law, including at a minimum: 

• Administration staff will refer to the Special Investigations and OHS Reporting form for additional documentation 

requirements when following up with the Office of Head Start. 

• Written authorization for triple antibiotic ointment, sunscreen, insect repellant, diapering cream, and hand lotion is 

obtained annually on the Parent/Guardian Release. Ensure the parent/guardian signature is on the release before 

using these products on a child. If the release is signed, it is not necessary to complete this form for items listed in this 

bullet. Triple antibiotic ointment and diaper cream must be labeled with the child’s name. 
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