Guidelines for the
Administration of Medication
Portland Parks & Recreation (PP&R) tries it’s utmost to ensure each child that has a signed
Authorization for Medication Administering by Portland Parks & Recreation will receive the
correct medication, dosage at the correct time. In case of a medical emergency, PP&R staff will
call 911 and then contact the parents.

1. Full-time and part-time staff must be trained to be allowed to administer medication. In
situations staff will administer medication off-site, see procedure #12
2. Portland Parks and Recreation will provide medication administration training to all full-time
employees and to part-time employees who may be called upon to administer medication on
fieldtrips and off-site activities.
3. Authorization for Medication Administration by Portland Parks and Recreation form and a
Medication Dispensing Information form must be filled out, signed by the parent/guardian
and turned into the community center, community school or recreation program where the
individual will be participating, before the administering of medication.
4. The signed forms will be kept at the site where the participant is registered for the activity. If
the participant signs-up for another activity at a different site, then a new Medication
Dispensing Information form must filled and signed by the parent/guardian. The
Authorization for Medication Administration by Portland Parks & Recreation will be kept on
file for one year at the originating site.
5. A parent/guardian must bring the medication daily to the program. A community center,
community school or recreation program will not store more than a daily dose of medication.
A Senior Leader will collect the medication and then turn it over to a full-time employee to
store in a locked cabinet. When the leader collects the medication from the parent/guardian,
they will count the medication in the presence of the parent/guardian to ensure that the right
amount of medication is brought to the activity. The number of pills will then be
documented on the appropriate form. At the end of the activity, the leader will count, and
document, the number of tablets that are left in the bottle on the appropriate form. Medication
must be in the original bottle. On the first day of the activity, the Senior Leader will verbally
review the Medication Dispensing Information form with the parent/guardian. If changes
have occurred since the first form was filled out, then a new form must be filled out and
signed.
6. The staff person administering the medication must follow all written directions on the
Medication Dispensing Information form and any information contained on the original
container label. In the event that conflicting dispensing information exists, medication
should not be administered until the parent/guardian or physician is reached to obtain specific
instruction.

7. The full-time staff who is responsible for dispensing medication will initial the Medication
Documentation form after the medication has been given. These forms, after the activity has
been completed, will be kept on file at the community center, community school or
recreation program for one year at the conclusion of the program.
8. If the participant refuses to take their medication, the full-time staff person will notify the
parent/guardian and document the refusal on the Medication Documentation form. No
attempts will be made to administer medication to a participant who refuses PP&R
administered medication.
9. If a participant arrives at the program without their medication, the Senior Leader will
encourage the parent/guardian (either in person or by phone) to retrieve the medication from
home and bring it to the site. If the parent/guardian is unwilling to bring the medication, then
the full-time staff person will document that the medication was not given on the Medication
Documentation form (reason sited: “medication not present at site”). After the first
occasion that medication is not brought to the activity, the parents of the participant
will be notified that the child will not be able to come back to the activity without bring
their medication.
10. If a medication error occurs (medication not given, medication administered to wrong
participant, administering wrong medication or incorrect dose, administering medication by
wrong route, administering medication at wrong time), the staff person administering the
medication needs to report it to their immediate supervisor, contact the parent/guardian
immediately and document the medication error on the Medication Documentation form. If
contact cannot be made with parents, then 911 will be called.
11. Participants, between the ages of 13 and 17 may self-medicate themselves if they are deemed
behaviorally and cognitively able to perform the act. Participants who are deemed able to
self-medicate themselves must have a Self-Medication Agreement form signed by a
parent/guardian and submitted to a full-time employee at the community center, community
school or recreation program where the person will be participating. The medication must be
kept in an appropriately labeled container. The participant may have in his/her possession
only the amount of medication needed for that activity. Self-medication of prescription and
non-prescription medication is not allowed for participants who are 12 years of age or
younger.
An exception to the age limit is made when a participant under the age of 12 must carry such
medication on his/her person for immediate access.
12. If an activity will be off site, then a trained employee at that site where the
activity originates will collect the medication from the parent/guardian in the appropriate
container. This employee will store the medications in a secure (locked, if possible) area.
This leader will administer the medication to the participant(s). The employee will then
document that the medication was given and will carry copies of the Authorization for
Medication Administration form, the Medication Dispensing Information form and the
Medication Documentation form.

