Medication Administration and Delegation
MCSR Application Instruction Guide

Following are general instructions to apply for:
1. School Health Controlled Substance Registration (Medication Delegation)
2. School Epinephrine Controlled Substance Registration (Epinephrine Training)

The application process is completely online through the Health Professions Licensing
System website. MDPH School Health Services is unable to accept applications or the
required documents for registration via email

The application process does not involve renewing or linking past registrations/licenses.
It is a new application even for those previously registered.

Key resource: MDPH Medication Administration and Epinephrine Training Registration
Guidance Document

This document outlines the application process and contains links to the two required SHIELD
medication program courses

Registration Steps:

1. Create an account on the Health Professions Licensing System. See this instructional
video on how to set up the account: https://vimeo.com/752306883. Note this is the
same system used to renew your RN license. To keep your school’s MCSR account
separate from your personal account, use your school/work email address to apply for
the MCSR(s).

2. Once you set up your account, you will be able to apply for two (2)
separate MCSR applications: School Health Controlled Substance Registration
(Medication Delegation) and/or the School Epinephrine Controlled Substance
Registration (Epinephrine Training). If you are applying for both medication delegation
and epinephrine training, you will need to complete both applications.

3. When you log in to your Health Professions Licensing System account:

e Select "Apply for a New License"

e On the next page that appears, scroll down until you come to the Massachusetts
Controlled Substance Registration selection. Click on the blue "View More" button
on the lower right corner of that selection.

e On the next screen, scroll down to find the
two different School MCSR application choices:

1) School Health Controlled Substance Registration (Medication Delegation);
and
2) School Epinephrine Controlled Substance Registration (Epinephrine Training)

e Complete the online application; Upload the required documents in the appropriate

sections; Select to submit the application.
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https://cme.bu.edu/sites/default/files/media/2024-10/MDPH%20Medication%20Administration%20and%20Epinephrine%20Training%20Registration%20Guidance%20Document%20%2810.2024%29.pdf
https://cme.bu.edu/sites/default/files/media/2024-10/MDPH%20Medication%20Administration%20and%20Epinephrine%20Training%20Registration%20Guidance%20Document%20%2810.2024%29.pdf
https://healthprofessionlicensing.mass.gov/login-register
https://urldefense.com/v3/__https:/vimeo.com/752306883__;!!CPANwP4y!UNxObndQRuYHUX5AK34REBLQ-kPqupH_n8xtz0ckf1R3K63qIax8-QHVM7ev35hVsI7kN2eNhp7tJHTu7Ig_gZaVd_gOmdbzSg$
https://healthprofessionlicensing.mass.gov/
https://healthprofessionlicensing.mass.gov/
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Tips for completing the Medication Registration Staffing Spreadsheet

Column E: # Students
Be sure the numbers in all your buildings adds

up correctly to the total number of students
in your district.

Number of students in the
district =

Sum of students in all
buildings

Include only the names of staff who work in

Nimes Halt Offce

Column F: Health Office Staff ol et your Health Offices. This will help MDPH see
Include only the names of staff who . o who is actually working in your health offices
work in your Health Offices S and if you have enough nurses and related

Do not include school i O health personnel to ensure safe medication
administrators or office staff. E%Z:: ma nagement_

The question Column J is asking is: Are nurses
. on call or available for consultation for the full

Column J: On Call Coverage OvheTine > . . . . . .
e o " time that medication is being delivered? The
Times nurses are available for R . point here is you must attest that a nurse will

consultation (e.g., coverage of

before or after school programs W ﬁ%‘ 4 be on duty for consultation anytime

or residential schools) pusan medications are being given. If you have

Don'’t use NA e et ‘ before and after school programs that you are
covering, put the hours of coverage here. If

you never delegate outside of the school day,
leave this column blank. Don’t write in NA
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