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INSTRUCTIONS for Completing the

Health Care Plan for the Administration of Medication for Legally-Exempt Provider


Who should complete the Health Care Plan for Administration of Medication?

The Health Care Plan for Administration of Medication should be completed by those legally-exempt child care providers,
· Who want to be permitted to give medicine to children receiving subsidy, and
· Who must be authorized by the New York State (NYS) Office of Children and Family Services (OCFS) to give medicine other than topical ointments, sunscreen and topically applied insect repellent, to children receiving subsidy. 
Who does not need to complete this Health Care Plan for Administration of Medication?

· Any legally-exempt provider who will not give children any medicine other than over-the-counter topical ointments, sunscreen and topically applied insect repellent,

· Any legally-exempt provider who is also a physician, physician’s assistant, registered nurse or nurse practitioner.

· Legally-exempt providers who are exempt under NYS Education Law and are not required to have an approved Health Care Plan for Administration of Medication in order to give medicine to children in care, including:

· Relatives within the 3rd degree of consanguinity, or
· In-home providers.
· Legally-exempt group providers who are operating under the supervision of another State, Federal or local agency (for example, summer camps operated by the Department of Health.)

Who can you help complete this form?

Your local Child Care Resource and Referral (CCRR) agency can help you complete this form and help you with other things related to the administration of medication.  Ask your enrollment agency for the CCRR’s number. 

How to Fill Out the Health Care Plan for Administration of Medication

Section I:  Provider’s Information

Give the information requested.

Please note, the Health Care Plan for the Administration of Medication is site (place)-specific.  If you give child care at different places, then you must complete a Health Care Plan for the Administration of Medication and an enrollment form for each place.

Section II:  Provider’s Policy on Administration of Medicine to Children in Care 

	Background:  The Nurse Practice Act (NPA) limits the practice of “administration of medication” to certain medical professionals.  There are several categories of individuals who are exempt from the NPA.  These are listed in Education Law, Title 8, Article 139, Section 6908.  Some persons listed in the exemption are permitted to give medication without special training, based on their relationship to the child, family or household.  Others must have training and meet additional OCFS requirements.  Any person who is not authorized to give medication by NYS Law, or who is not exempted from this requirement, may not give medicine other than topically applied ointments, sunscreen and topical insect repellent.  

The following groups of legally-exempt child care providers are permitted to give medicine to children receiving subsidized care.

1. Medical professionals with a valid, current, NYS license in one of the following professions:  physician, physician’s assistant, registered nurse or nurse practitioner may give medicine to children within the scope of their licenses. 

2. Medical professionals with a valid, current NYS license in the profession of practical nurse or certification in the profession of advanced emergency medical technician may give medicine to children in a child care setting in accordance with an approved Health Care Plan for Administration of Medication.  

3. Legally-exempt child care providers who are certified in medication administration training and who are authorized by OCFS, under an approved Health Care Plan for Administration of Medication.  
4. Persons who are exempt from the Nurse Practice Act and who are not required to have a health are plan for administration of medication, including:  

a. A “person employed primarily in a domestic capacity,” such as a child care provider employed by the parent/caretaker to provide child care in the child’s home;

b. A member of the child’s household; and

c. Family members who are related within the 3rd degree of consanguinity to the child’s parent or stepparent.  A relative within third degree of consanguinity of a parent is defined in 18 NYCRR section 413.2 (a)(1) and includes the following:


A relative within the third degree of consanguinity of the parent or step-parent includes:  the grandparents of the child; the great-grandparents of the child; the great-great-grandparents of the child; the aunts and uncles of the child, including the spouses of the aunts and uncles; the great-aunts and great uncles of the child, including the spouses of the great-aunts and great-uncles; the siblings of the child; and the first cousins of the child, including the spouses of the first cousins.


You must have policies and procedures for giving medicine that follow the OCFS regulations.  Show that your policies and procedures follow OCFS regulations by answering the questions in this plan.  Place a check in either the “yes” or “no” box, to show if you understand and agree with each statement.
You must tell parent/caretaker the policies and procedures regarding administration of medicine at the time the child is signed up and when the plan changes.  You should give a copy of your Health Care Plan for the Administration of Medication to the parent/caretaker.  You must let a parent/caretaker read your plan whenever a parent/caretaker asks.

Section II A:  Qualifications Of The Person(s) Designated To Give Medication

OCFS regulations require that you designate (choose) at least one person, who is legally permitted to administer medicine, to give medicine to children in your care.  This person is usually the provider, but it can be a staff member: an employee or volunteer.  In this section you tell who you have chosen to give medicine.  Then you list the person’s qualifications.

IIA, Part A) Name:  

Write the name of the person who you have chosen to give medicine to children in your care. 

IIA, Part B) Title:  

If the person chosen to give medicine has a title, write it here.

IIA, Part C) Basic Requirements: 

Show that the person you have chosen meets the basic requirements by placing a check next to each requirement that is met.  He or she must:

· Be at least 18 years of age, 

· Be able to read, speak and understand the language that the medicine instructions and permissions are written and spoken in.

IIA, Part D) Qualifications:  

The person giving medicine may have completed OCFS training requirements or may be a medical professional.  Choose either 1 or 2, to show how this person is qualified to give medicine.  Under each choice additional information is required.

Choice 1:  Certified to Give Medicine-The person designated to give medicine meets OCFS training requirements.  

Choose this if the person has completed the 3 required trainings:  Cardio-pulmonary Resuscitation (CPR), First Aid and Medication Administration Training (MAT).  

1. Check off the box in front of the training course to show that it has been completed.

2. Fill in the certification date for each training.  This is the date the designated person completed training.  It is found on the training completion certificate.   

3. Fill in the expiration date for each training.  This is the date that the training certificate expires.  For example, the MAT certificate will expire three years after the certification date.  An expired certificate is not valid.  

4. Attach original certificates of training to the Health Care Plan for Administration of Medication.
Please Note:  You must make sure the person giving medicine gets re-certified, in each area, before the certificates expire.  You must update this part of the plan with the new information, by attaching a page.  You must keep the original training certificates and re-certifications for MAT, CPR and First Aid to prove the qualifications of the person designated to give medicine. 
Choice 2:  Authorized-The person designated to give medicine is a trained medical professional with a license issued by NYS Department of Education or certification issued by the NYS Department of Health.

Specified trained medical professionals are not required to attend the MAT, first aid or CPR trainings. Choose this option if the person chosen to give medicine has a current, professional license under NYS Education Law in the profession of:

· practical nurse, 

· physician, 

· physicians assistant, 

· nurse practitioner, or

· registered nurse.

Also choose this option if the person has a certification from the NYS Department of Health as an advanced emergency medical technician.  

The medical license/certification must be issued by NYS and must be current.  The designated person may not administer medicine if the professional license or certification is expired.  

1. Provide the requested information. 

· Type of license or certificate:  This is the person’s professional occupation, as found on the license.  

· License or certificate number:  This is the individual’s license/certificate number as is found on the license/certificate.

· Expiration Date:  This is the date that the license or certificate expires and is found on the license.  If the license/certification has expired, then it is considered invalid.

2. Attach a copy of the medical license to the Health Care Plan for Administration of Medication.

3. You can confirm that a medical license is valid by contacting the NYS Education Department, Office of the Professions. 

Telephone: (518) 474-3817

Internet Site:  http://www.op.nysed.gov/opsearches.htm
Mailing Address:  


New York State Education Department, 

Office of Professions  

State Education Building - 2nd floor

89 Washington Avenue

Albany, NY 12234  

Please note: If the child care provider is the person designated to give medicine and is also a physician, physician’s assistant, nurse practitioner or registered nurse then the provider is not required to complete the Health Care Plan for Administration of Medication.  However, if the provider designates a qualified employee to give medicines and that employee is a NYS licensed physician, physician’s assistant, nurse practitioner, registered nurse, then the provider must have a Health Care Plan for Administration of Medication.

Section II B:  Administering Medication 

The person giving medicine is allowed to give medicine in only certain ways that are listed in this section.  When medicine must be given in a way not included on the list, the provider must have an Individual Health Care Plan for a Child with Special Health Care Needs to follow.  This is discussed in section II H.  

The person designated to give medicine does not have to be on-site at all times.  However, if he/she is not, then you must have a good plan in place to meet the medicine needs of each child.  For example, a provider could employ a registered nurse to stop by each day and give medicine at a specific time.  

Section II C:  Who May Administer Medication 

You must show who can give medicine to children in your program.  Parents/caretakers may give medicine to their children.  They may also choose a member of the child’s household or a relative to give medicine to their children.  The relatives who may be chosen by a parent/caretaker to give medicine are the child’s:

	· grandparent

· great-grandparent

· great-great-grandparent

· aunt/uncle and spouses
	· great aunt/uncle and spouses

· brother/sister

· first cousin


The parent/caretaker must inform you, in writing, whenever he or she is authorizing another person to give medicine to his or her child while at your child care program.
Section II D:  Parental/Caretaker’s Permission and Health Care Provider’s Instructions Before Giving Out Medicine

This section discusses getting parental/caretaker’s permission and health care provider instructions before giving medicine.  The two OCFS forms, the Written Medication Consent Form and the Verbal Medication Consent Form, must be used to record the parent’s/caretaker’s permission and the health care provider’s instructions.  

Section II E:  Keeping Track of Medicine Dosages and Time

In this section, you show what information you will record about giving medicine and the child’s response to medicine.  You must also tell what you will do if there is a mistake or another unusual situation.  

1. You must keep a separate log for each medicine that is being given to each child in the child care program.  The Log of Administration must be used for this purpose.  

2. The log must include the following information:

a. Child’s name

b. Name of medicine

c. Each time a medicine is given the following must be recorded:  

· Date given

· Amount given (dose)

· Who gave the medicine

· Time the medicine was given  (include AM or PM)
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d. If any “side effects” are noted, include a description of them, and how and when parent/caretaker were notified.

e. If an “as needed” medicine is given, the designated person must record a description of the child symptoms that required the administration of medicine and state how and when parent/caretaker were notified.
3. If any medicine is given in error, you must notify the parent/caretaker immediately and advise them to notify the child’s health care provider.  You must also notify the regional office of the Division of Child Care Services (DCCS) Office of Children and Family Services or, in New York City, notify the Bureau of Day Care of the NYC DOHMH, by the following business day.  To find the office name and address where you must submit the report, refer to Figure 1, Where to Send Reports of Medication Errors.  Use column one to locate the county in which the child care site is located, and send the report to the office listed in column two. 

4. The child care provider must have a method in place to alert the person designated to give medicine when the health care provider has changed the instructions for giving a medicine (for example, changing the amount of the dose or the frequency) and the label on the medicine container does not match the current instructions.  You must describe your method for doing this.  For example, you could attach a red dot sticker to the medicine container whenever the health care provider has issued instructions that are different from those on the container.  The red dot would signal to the person designated to give medicine that the instructions have changed.  The designated person would then refer to the child’s chart for the current medicine administration instructions.

Figure 1:  Where to Send Reports of Medication Errors.
	Contact Information for Regional Offices and NYC DOHMH  

	County/District 
	Office/Phone/Address

	Albany, Clinton, Columbia, Delaware, Essex, Franklin, Fulton, Greene, Hamilton, Montgomery, Otsego, Rensselaer, Saratoga, Schenectady, Schoharie, St. Regis, Warren, Washington
	Address Until June 27th, 2008
Division of Child Care Services, Albany Regional Office
(518) 402-3038

155 Washington Avenue, 3rd Fl.
Albany, NY 12210-2329

	New Address After June 28th, 2008:
Division of Child Care Services, 

Albany Regional Office
(518) 402-3038
52 Washington Street, Rm 309 South 

Rensselaer, NY 12144

	Allegany, Cattaraugus, Chautauqua, Erie, Genesee, Niagara, Orleans, Wyoming
	Division of Child Care Services, Buffalo Regional Office

(716) 847-3828

295 Main St., Room 545

Ellicott Square Building

Buffalo, NY 14203

	Nassau, Suffolk
	Division of Child Care Services, Long Island Regional Office 

(631) 342-7100

Courthouse Corporate Center

320 Carleton Avenue-Suite 4000

Central Islip, NY 11722


	Chemung, Livingston, Monroe, Ontario, Schuyler, Seneca, Steuben, Wayne, Yates
	Division of Child Care Services, Rochester Regional Office

 (585) 238-8531

259 Monroe Avenue, 3rd Floor

Monroe Square

Rochester, NY 14607

	Broome, Cayuga, Chenango, Cortland, Herkimer, Jefferson, Lewis, Madison, Oneida, Onondaga, Oswego, St. Lawrence, Tioga, Tompkins
	Division of Child Care Services, Syracuse Regional Office

(315) 423-1202

The Atrium Building

Suite 350, 100 South Salina Street
Syracuse, NY 13202

	Dutchess, Orange, Putnam, Rockland, Sullivan, Ulster, Westchester
	Division of Child Care Services, Spring Valley Regional Office

(845) 708-2400
11 Perlman Drive, Pascack Plaza
Spring Valley , NY 10977

	Bronx, Kings (Brooklyn), 

New York (Manhattan),

Queens, Richmond (Staten Island)
	New York City Department of Health and Mental Hygiene, 

Bureau of Day Care
212 676-2444
2 Lafayette Street, 22nd Floor

New York, NY  10007


Section II F:  Storage and Disposal of Medicine

In this section you show your procedures for storage and disposal of medicine.  

Section II G:  Stock Medication Procedures

This section is to be completed only by those providers who wish to have a supply of stock medications for the program’s use.  Only non-prescription medicines can be stock medications.  You will only be allowed to use stock medicine if the health care consultant indicates approval of these procedures on the approval page. 

Section II H:  Individual Health Care Plan for a Child

You must have and follow an Individual Health Care Plan for a Child with Special Health Care Needs for: 

· A child who has special health care needs;

· A child who has special medication needs;

· Any child who needs medicine that cannot be given through the allowed “routes” listed in Section II, for example, a child who requires medication by injection; and

· Any child who independently administers his or her medication while in the care of the provider.

According to 18 NYCRR, Section 413.2 (am) “Children with special health care needs means children who have chronic physical, developmental, behavioral or emotional conditions expected to last 12 months or more and who require health and related services of a type or amount beyond that required by children generally”.  A child with special health care needs can also be any child whose health care provider or parent/caretaker identifies the child as having special health care needs. 

To develop an Individual Health Care Plan for a Child with Special Health Care Needs you must work with the child’s parent/caretaker and health care provider to: 

· identify the child’s special health care needs,

· state how those needs will be met while the child is in your care, and 

· identify skills and training that you need to meet the child’s needs while in your care.  

If the plan says that you need additional skills or training, then you must obtain these skills and training to care for the child.  The child’s health care provider may be able to give you the instruction you need or refer you to someone who can do this.  

You can get the Individual Health Care Plan for a Child with Special Health Care Needs form from your enrollment agency, your local CCRR, or, you may download it from the OCFS website, using the following link: http://www.ocfs.state.ny.us/main/forms/day_care/
Section III:  Emergency Procedures

You must have a procedure in place to get emergency health care for children who need it.  You must also make sure that the children remaining in your child care program have proper supervision while the other child is receiving emergency care.  You must describe how this will be done.

Section IV:  First Aid Kit 

You must have a well stocked first aid kit, and keep it restocked as things are used up.  List the items kept in the first aid kit. 

Section V:  Infection Control Procedure 

You must read, sign and date this attestation that you have reviewed the materials provided with the enrollment packet which address how to control infections.   

Section VI:  Changes to the Health Care Plan for Administration of Medication

In this section, you indicate that you understand the types of changes that may occur regarding the Health Care Plan for Administration of Medication and how to address them.

There are four kinds of changes to the plan:

1. Updates to qualifications of the person designated to give medicine- You must make sure that the person designated to give medicine updates his or her training in the three areas before each certificate expires (or renews his or her professional certificate or medical license before it expires).  When each training certificate is renewed, record the new certification date and the new expiration date on a piece of paper and attach this to your Health Care Plan for Administration of Medication.  Keep the original certificates on file to show your health care consultant at the time of your plan’s renewal.  If the designated person is authorized to give medicine through the NYS Department of Education or certified to give medicine through the NYS Department of Health, then you must obtain a copy of the renewed license or certificate prior to expiration of the previous license or certificate.  

2. Renewal-The plan must be renewed within two years of your plan’s previous approval.  This means your health care consultant must visit the child care site; review your policies 
and procedures, in practice and as written in the plan; verify the qualifications of your person designated to give medicine; and approve your plan.  

Submit a copy of the approval page of the renewed plan and any required documentation to your enrollment agency or in New York City, whichever agency is responsible for the cases you are providing care for:  the Human Resource Administration (HRA) or the Agency for Children’s Services (ACS).

3. Amendment-The plan must be amended when your policies and procedures change.  For example, if you want to designate an additional qualified person to give medicine, you must add new information to your plan.  This is done by completing an amendment to your plan.  The amended plan must be reviewed and approved by the health care consultant.  

Submit a copy of the approval page of your amended plan to your enrollment agency or in New York City, HRA or ACS, whichever agency is responsible for the cases you are providing care for. 

4. Revocation means that your consultant withdraws his or her approval of your Health Care Plan for Administration of Medication.  Your consultant has the authority to revoke your Health Care Plan for Administration of Medication if he/she finds that it is inadequate or is not being followed.  If this happens, you must not give medication other than topical ointments, sunscreen and topically applied insect repellent and you must immediately notify the parents/caretakers of all children in your care and your enrollment agency, or in New York City, HRA or ACS of this change.

Section VII:  Certification and Signature of the Provider

This section restates several key points of the Health Care Plan for Administration of Medication.  You must read this section and sign the attestation at the bottom.  You may request a copy of the applicable administration of medication regulations, 18 NYCRR, Part 415.4(f)(7)(iv)(z) and 18 NYCRR Part 418-1.11, by contacting the local CCRR or the Regional Office.  

Section VIII:  Approval of Health Care Plan for Administration of Medication

This section is completed by the Health Care Consultant (HCC).  The consultant is responsible for reviewing the plan, and approving the plan upon verification that it meets the requirements of the Office of Children and Family Services.  As part of the process the HCC must make sure you have developed a safe and reasonable plan to give medicine and you have designated a qualified person to give medicine.  The Health Care Consultant may also request a copy of the applicable administration of medication regulations as stated previously, under Section VII.

Your health care consultant may be any health care provider who has a current valid New York State license to practice as a physician, physician assistant, nurse practitioner, or registered nurse.  If you would like help in locating a consultant, the local CCRR can help with this.  

The consultant certifies that he/she has a valid professional license as a physician, physician assistant, nurse practitioner or registered nurse thereby meeting the requirements to be a health care consultant.  The HCC must fill out the bottom of the certification section: 

· Sign and date (the date signed is the approval date for the plan),
· Print his or her name, and title,

· Provide his or her professional license number with license expiration date, and 

· Provide his or her address and phone number.

The professional qualifications of a health care consultant may be verified by contacting the NYS Education Department, Office of the Professions. 

Telephone: (518) 474-3817

Internet Site:  http://www.op.nysed.gov/opsearches.htm
Mailing Address:  
New York State Education Department, Office of Professions

State Education Building - 2nd floor

89 Washington Avenue

Albany, NY 12234

Section IX:  Enrollment Agency Review

Submit a copy of the approval page of the Health Care Plan for Administration of Medication to the enrollment agency, or in NYC, ACS or HRA, whichever agency is responsible for the case.  If the person designated to administer medication has a professional medical license or certification which allows him or her to administer medication, you must send in a copy of the license or certification with your approval page.

Authorization to Administer Medication

When a qualified health care consultant approves the Health Care Plan for Administration of Medication, the designated person who is certified to give medicine becomes authorized to give medicine only to subsidized children and only within the framework of the Health Care Plan for Administration of Medication for children in your care.
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