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Medication administration policies are written to encourage communication between parents, the child’s health care   
provider and those caring for the child. It helps to assure maximum safety when giving medication to a child who requires it 
during the time the child is in child care. Assuring the health and safety of children is a team effort. This is particularly true 
when medication is necessary. An understanding of each person’s responsibilities is critical to meeting that goal. 
 
Whenever possible, it is best that medication be given at home. Division of doses can frequently be done so that the child 
receives medication prior to going to child care, and again when returning home and/or at bedtime. The parent/guardian 
should be encouraged to discuss the possibility of dividing doses to 12 hours with the child’s health care provider whenever 
a medication is ordered to be given during the day. 
 
The first dose of any medication should always be given at home and with sufficient time before the child returns to child 
care, so that the parent can observe the child’s response to the medication, but also be aware that sometime there might 
be a delayed negative response or subsequent exposure that triggers a negative reaction. Ask the parent to provide a copy 
of the package insert with medication side effects, so that you will know what to be aware of. 
 
When a child is ill due to an infection that requires medication as treatment, the health care provider may require that the 
child be on a particular medication for 24 hours before returning to child care. When the child returns the parent should 
provide the Center with a signed note on the health care providers’ letterhead, with a clear signature and phone number 
for easy verification. The “return to care” note should also state that the child is no longer infectious. This is for the 
protection of the child who was ill as well as the other children in child care. If medication or medical treatment is required 
during the hours that the child is in care, only one person should be assigned to administer it. This is in order to lessen the 
chance of errors. 
 
Sometimes “Action plans” are required for a specific child with a specific chronic illness. This is a written document 
containing rules, policies, procedures, and orders for the conduct of care in various stipulated medical situations. It must 
include directions for the Centers’ use, and must be provided by the primary care provider who is responsible for modifying 
the plan as needed. Action Plan orders for medication should only be allowed for individual children with a documented 
medical need.  When a special action plan is provided by the child’s primary care provider in conjunction with the standing 
order for medications, the primary care provider must provide specific instructions that define the child, the condition and 
methods for administration of the medication. Signatures from the primary care provider and one of the child’s legal 
parents/guardians must be obtained on the special care plan. Care plans should be updated as needed, but reviewed and 
signed at least yearly by the health care provider. 
 
Centers should not administer folk or homemade remedy medications or treatment. Center should not accept folk or home 
remedies as adequate treatment for any illness. Centers should not administer a medication that is prescribed for one child 
in the family to another child in the family. Facilities should not stock OTC medications. Documentation that the 
medicine/agent is administered to the child as prescribed is always required.  
 
Any topical products, such as diaper ointment, sunscreen or insect repellant, whether supplied by the parent or by the child 
care center, must be approved by the parent in writing prior to use on the child. 
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 Maintaining Confidentiality in Child Care Settings 
 
 Child care staff routinely handle confidential information about enrolled children, families and other staff. When managing 
sensitive information, it is important for child care directors, administrators and staff to be aware of their ethical and legal 
responsibility to protect the privacy of individuals and families.  
 
 Confidential information is personal details from our lives which we may not want to share with others. This might include 
any spoken, written, videoed or photographed information about a child to anyone. This includes pictures, videos and posts 
on the Internet and in electronic texts. Amanda Crespo 
 
Files containing confidential information should be accessible only to program staff who must know the information in 
order to care for the children.  
 
Make sure you follow the guidelines set-up by IDCFS, the authority that licenses your program, and your employer.  These 
regulations cover what information must be shared (such as certain medical conditions, or the side effect of a medication 
that is given at home, or allergies) and what should be kept confidential. Read IDCFS Section 407.80 Confidentiality of 
Records and Information. 
 
Don’t Gossip. 
When you work in a child care facility, you may hear about divorces, affairs, illnesses, money problems, drug addictions, as 
well as other pieces of personal and sensitive information.  All of this information needs to be handled very carefully. The 
faculty and staff of a child care center should never start, participate in, or promote gossip. 
 
It’s important to know that any criticism of a particular person, adult or child, that isn’t respectfully intended for their 
benefit is gossip. Consulting privately with colleagues about your most challenging child is smart and a good way to 
brainstorm ways to help improve their behavior. But grumbling about students by name, referring to them sarcastically, or 
exchanging stories of their most recent misbehavior or family dysfunction, for amusement or stress relief crosses the line 
from professional talk to gossip. 
 
When you share information, make sure the information is in a concise and informative manner with the people who need 
to be informed only.  For example, say “Billy’s mom wanted me to let you know she is getting a divorce and she would like 
it if we could give him some extra attention and patience as this will be a difficult time for his family.”  It is unprofessional 
and inappropriate to gossip about a child or his family.  Don’t say, “Did you hear Billy’s mom is getting a divorce?  What do 
you think happened?" 
 

 

 

 

If you get CEU’s from NCI, don’t forget to search for your name hidden somewhere in this newsletter. If you find it and call our      

office before the end of April 2017, a check for $50.00 is waiting for you. 

This information is produced for the guidance of child care staff and parents of NCI contracted Centers only. The contents should not be regarded as a 
statement of NCI policy, nor relied upon as a comprehensive statement of best practice, but as common sense guidance on issues of topical interest 
based upon authoritative statements of best practice in the relevant field, at the time of preparation; and which may be of assistance to child care staff 
and parents when reviewing practices and policies. The information presented here is in no way intended to treat, cure or prevent any disease, illness, 
or accident/incident from occurring. Specific medical advice should come from a licensed health care provider. 

 
* You can receive 1 CEU for this information, but only a completed quiz can be accepted for CEU’s, along with a $3.00 processing fee for each 
certificate. No personal checks, unless the check is made out by the Center owner. Certificates of completion for this module will be mailed to the 
Center of employment only. You are responsible for reporting to Gateway and maintaining copies. Only certificate including the NCI stamped gold seal 
are valid.  NCI always encourages you to check with your licensing body to assure approval of this and all trainings. This educational unit is valid until 
05/31/2018. 
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QUIZ 
 

Name ____________________________________ Date _________________________ 
 
Center of Employment ____________________________________________________ 
Please print clearly                                              In order to complete this quiz read IDCFS rule 407.80 and 407.360 

 
1. Why are Medication policies written? 

_______________________________________________________________________ 
_______________________________________________________________________  
 

2. In your opinion, why is it important for parents to give the first dose of medication at 
home? ________________________________________________________________  
______________________________________________________________________  
 

3. When medication is given at home, is it important for child care staff to know the side 
effect of this medication?     Circle one              YES  or   NO 

 
4. Reason for your answer to question number 3 

______________________________________________________________________ 
______________________________________________________________________  
 

5. If medication is given in child care, why is it important that only one person is assigned   
the responsible of administering it? 
__________________________________________________________________________
__________________________________________________________________________ 
 

6. A parent hands you an unlabeled jar and says that it is a mixture that the parent 
prepared for a certain condition that the child has. What is your response? 
______________________________________________________________________  
______________________________________________________________________  
 

7. Define gossip. 
______________________________________________________________________ 
______________________________________________________________________  
 

8. List 4 situations in which you would not administer a medication 
1.________________________________________________  
2.________________________________________________ 
3. ________________________________________________ 
4. ________________________________________________  

 



A Note to Parents 
About 

 Medication Policy Review and Confidentiality 
 

 

Medicines can be crucial to the health and wellness of children. They can also be very dangerous if the wrong type or wrong 
amount is given to the wrong person or at the wrong time. Medication administration policies in day care are intended to 
ensure the safe administration of medication to children with acute or chronic health issues.  
 
Administration of medication can pose a liability and an extra burden for staff and having medication in the Center can 
present a safety hazard. Many medications can now be prescribed in doses that are divided, so that they can be given when 
the child is at home. Child Care staff still need to be aware of what side effects may occur even when a medication is not 
given in the Center. Make a copy of the package insert for the person responsible for the child’s care. 
 
 An Action Plan is a written plan that tells us how to treat symptoms of a specific illness such as Asthma, Diabetes, Seizure 
disorders etc. The plan helps those caring for the child deal with sudden increases in the child's  symptoms. When an action 
plan is required, it should be reviewed by the Health Care Provider at least once per year and whenever changes are 
needed. 
 
Medication will not be given in Child Care Center if; 

1. It is not in the original container and appropriately labeled 
2. Beyond the expiration date of the medication or  
3. Beyond expiration date of the parental or guardian consent 
4. Without written permission 
5. Without written instructions provided by the Licensed Health Care Professional 
6. In any manner not authorized by the parent or legal guardian. 
7. For non-medical reasons, such as to induce sleep. 
8. Is a folk or homemade medication or treatment. 
9. Is not the discretion of the Center 

 
Any medication brought into the Center must be given to the director for review and approval. 
 

Confidentiality 
As the parent or guardian of a child in Child Care, you may come across information that could be harmful to others. 
 Don’t share information with people who don’t need it. This is gossip. 
 
Don’t gossip.  
A gossiper is a person who has privileged information about people and proceeds to reveal that information to those who 
have no business knowing it. Gossipers often have the goal of building themselves up by making others look bad and 
exalting themselves as some kind of bearers of knowledge.  
 
 If you have a concern or information about something or someone in the Center; allow the Center director to make the 
decision of whether it should be shared. Discuss your concerns with the Center director, not with other parents; since 
children mimic what they see and what they hear. They are learning from you. 
 
Each of your communications with Center staff or other parents should affirm your ethical approach to respect, 
trustworthiness, and fairness. When you are wrong, demonstrate accountability by admitting it and apologize. Always 
remember that the children are watching YOU! 
 

 

http://www.webmd.com/asthma/guide/asthma-symptoms
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