


Insulin by Pen 

Considerations:
· The school nurse or other qualified health care professional must review the procedure with staff to ensure that they have the skills to perform insulin administration competently.
· Because insulin doses depend on blood sugar, food intake and activity levels, it is critical to give the exact dose ordered.  
· It is best practice to have a second person double check the dose you dial in on the insulin pen before administering it to be sure it is correct; check with your school nurse or the student’s health care provider if you are unsure if a double check is needed. 
· Insulin is administered subcutaneously. This is the tissue between the skin and muscle mass, typically known as the fat layer.  
· Insulin is best absorbed when injection sites are rotated. The common injection sites are abdomen, upper arm, upper buttock, and outer thigh.  
· Be sure to check with the student or the student’s parent/guardian to discuss preferred injection sites and rotation of sites.  
· The insulin pen contains a clear vial with insulin inside the cartridge and a clear protective cap with a cover that protects the needle. 
· If the student is old enough and has been trained in their diabetic care, encourage them to assist to help the student learn self-care skills, according to the child’s care plan and the school nurse’s direction.  
· Remember to keep health care information confidential. 

Medication storage considerations:
· Check the drug manufacturer’s instructions on how long an insulin pen can be used once it is opened. 
· Most opened insulin pens can be used for either 10, 14, or 28 days, but there are some pens that can be used for 42 or 56 days, depending upon the type of insulin in the pen.

Supplies:
· Insulin pen
· Gloves
· Alcohol swabs
· Unopened needle
· Insulin cartridge (may be inside insulin pen)
· Sharps disposal container
· Health care provider’s orders/Diabetes Medical Management Plan (DMMP) and student’s Individualized Health Care Plan (IHCP)
· Parent/Guardian authorization form

Procedure for medication administration:
1. Explain the procedure to the student at their level of understanding
2. Assemble the needed supplies and place on a clean surface   
3. Review the student’s Diabetes Medical Management Plan/health care provider’s order to ensure the proper dose of insulin is given
4. If you have any questions regarding the insulin dose, DO NOT GIVE THE MEDICATION, consult with the school nurse/health care provider, and parent/guardian before giving insulin
5. Determine where the injection will be given on the student, with the student’s assistance as appropriate
6. Check the six rights of medication administration to ensure that it is:  
a. The right student
b. The right medication
c. The right dose
d. Being given at the right time
e. Being given by the right route
f. Being given for the right reason
7. Ensure the medication has not expired
a. If the medication has expired do not administer it, follow up with the parent/guardian and the health care provider
8. Review the student’s allergy status
9. Ensure proper documentation of parent/guardian authorization to administer medication
10. Check the insulin pen to see if the insulin cartridge is loaded into the insulin pen
a. If not, load the insulin cartridge into the pen  
11. Wash your hands
12. Put on gloves
13. Review the six rights again to ensure that it is:  
a. The right student
b. The right medication
c. The right dose
d. Being given at the right time and
e. Being given by the right route
f. Being given for the right reason
14. Prepare the pen per the pen manufacturer’s instructions
15. Wipe the top of the insulin pen with an alcohol swab if instructed to do so
16. Attach a new capped needle onto the pen by screwing or clicking the needle into place (according to manufacturer’s instructions)  
a. A new needle is required for each dose administered 
17. If indicated, roll the insulin pen to mix the insulin 
a. Clear (fast-acting, long-acting) insulin generally does not need to be mixed
18. Hold the pen with the needle pointing up and remove the outer needle shield
a. Keep the shield during needle removal
19. Remove the inner needle shield and discard  
a. Be sure to not touch the needle
20. Prime the insulin pen: 
a. Turn the dose knob clockwise until the number 2 is seen in the dose window
b. Hold the pen with the needle pointing up
c. Tap the clear cartridge holder gently so any air bubbles collect near the top
d. Using your thumb, push the injection button firmly while counting to 5
e. You should see a stream of insulin come out of the top of the needle
i. Depending on the insulin pen, the dial should return to zero (0) or a diamond (♦) will appear in the center of the dose window
21. After priming, turn the knob clockwise until the correct dose needed is seen in the window
a. If you pass the correct dose amount, simply turn the knob backward until the correct dose is seen in the window
22. If the student has dialed up the dose, have the student verify the correct dose with you
23. If staff is administering the insulin, verify dose with a second Trained Diabetes Personnel  
24. Make sure the skin is clean
a. It is generally not necessary to wipe the skin with alcohol before injecting
25. Cleanse the injection site with soap and water, or an alcohol swab, and allow it to air dry; never fan or blow on the area cleansed with the swab
26. For those with limited body fat, it may be necessary to gently pinch a one to two-inch portion of skin and fat between your thumb and first finger
27. With your other hand, hold the pen like a pencil at a 90 degree angle to the skin and insert the needle with one quick motion
a. Make sure the needle is all the way in 
28. Let go of the skin pinch before you inject the insulin 
29. Use your thumb to slowly push the button at the end of the pen to inject all of the insulin
30. Keep pressing and wait 10 seconds while keeping the insulin pen and needle in place to ensure that the insulin dose is given
31. When the injection is complete, the dial should return to zero (0) or have a diamond (♦) in the center of the dose window (depending on manufacturer)
32. Remove the needle at the same 90-degree angle at which you inserted the needle
33. Do not rub the injection site but press a clean gauze or cotton ball on the injection site with your finger for 5-10 seconds to keep insulin from leaking out
34. Do not recap the needle.  Have the student replace the outer needle shield
35. Direct student to remove the capped needle by turning it counterclockwise
36. Have student dispose of the needle in an approved sharps disposal container
37. If the student is not able to complete this step, leave the needle on the insulin pen and use the one-handed scoop method to recap the needle with the outer needle shield
a. Place the needle shield on its side on a flat surface
b. Hold the insulin pen in one hand and keep the other hand at your side
c. Slide the needle into the outer needle shield and using only one hand, snap into place; or push the capped needle gently into a solid surface to secure the shield
d. Once insulin needle is recapped, remove the capped needle from the insulin pen by using a needle pliers or hemostat, and dispose of the needle in the sharps disposal container
38. Remove gloves and wash hands
39. Document insulin administration, including date, time, dosage and site of injection
40. Return supplies to appropriate location
41. Follow-up with parent or guardian and health care provider, as needed
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