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DIVISION OF RECREATION

MEMORANDUM

Date:
January 29, 2012


To:
Daisy Staff / C.I.T’s / Volunteers 


From:
Janice Tangen-Pennington, Coordinator, Daisy Recreation Program


Re:
Staff Medication Policy

Staff must provide the current, appropriate medications and required forms to the Daisy Recreation Program nurse before they may begin work. 

Those members of the Daisy Recreation Program staff, whose physicians have completed the appropriate forms for them to self administer an asthma inhaler, self administer epinephrine through an auto-injector or “epi-pen”, or self administer insulin injection if needed and may carry and self administer as required. 
Those members of the Daisy Recreation Program staff, whose physicians have not completed the appropriate forms for them to self administer an asthma inhaler and or self administer epinephrine through an auto-injector or “epi-pen” must give their medication to the Daisy Recreation Program nurse upon joining the program for the day. All medication shall be kept in a locked cabinet or other location where it will not be available without supervision.

Before placing a staff member’s medication in the locked cabinet, the program nurse shall verify that it is in its original prescription container and that the prescription label indicates the prescription number, patient's name, name of medication, dosage, date of prescription, physician's name, as well as the pharmacy's name, address and telephone number. 

Any "over-the-counter" medication must be in its original bottle or container. The program nurse will attach a label indicating the individual's name, etc. before placing it in the medicine cabinet. All medication including prescription as well as non-prescription medication will be held by the program nurse until such time as the "staff member" shall require it. The staff member is obligated to come to the nurse's office or other location to be designated and there they will be given their medication.

All staff medication is under the supervision of the program nurse if administration will take place on the program grounds. 

In the event the "staff member" will be leaving the program grounds, the program nurse will carry the medication and return it to the individual for them to take under their supervision. The program nurse shall hold the medication until the group has returned from the off-site activity. Immediately upon returning the medication shall be returned to the locked cabinet until the individual leaves the program for the day.
The "staff member" must take responsibility to ensure that they take their medication at the appropriate time and that they alert the nurse, coordinator, assistant coordinator and their division leader that their medication must be taken from the premises before they leave the program grounds for an off-site activity.

CC:Michael Reissner, Director, Division of Recreation, Parks and Community Service
______________________________________________

Please Print Your Name
_________________________________________  /  ______________

Signature





Date

_________________________________________  / ______________

Signature of Parent/Guardian if staff



Date

member is under eighteen years of age.

