
1 

 

 

 

EXE EAR CARE 

 

 

07533 126317 

info@exeearcare.com 

exeearcare.com 

 

 

 

POLICY TITLE – Complaints Process 

POLICY NUMBER – 014 

Date authored – 24/09/2024   Next review – 23/09/2025 

 

 

REFERENCE 

  

A. Medicines Act 1968 

B. The Human Medicines Regulations 2012 

C. The Care Act 2014 

 

 

PURPOSE AND SCOPE 

 

1. This policy sets out the standards and procedures for the safe and effective management 

of medicines within Exe Ear Care. It applies to all employees responsible for the 

administration, handling, supply and management of medicines in clients' homes and 

care homes.  

 

2. The medicines used by Exe Ear Care are limited to Olive Oil ear drops, Sodium 

Bicarbonate ear drops, and Acetic Acid 2% ear drops. This policy ensures compliance with 

relevant UK legislation and guidance on medicines management, safeguarding client 

safety at all times. 

 

 

 

 

 

 

https://www.legislation.gov.uk/ukpga/1968/67
https://www.legislation.gov.uk/uksi/2012/1916/contents/made
https://www.legislation.gov.uk/ukpga/2014/23/contents
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LEGAL AND REGULATORY FRAMEWORK 

 

3. This policy complies with the following UK legislation and guidelines: 

 

a. Medicines Act 1968 

b. The Human Medicines Regulations 2012 

c. The Care Act 2014 

d. National Institute for Health and Care Excellence (NICE) Guidelines 

 

 

STAFF ROLES AND RESPONSIBILITIES 

 

4. All employees handling medicines must receive appropriate training in the management 

and administration of ear drops. 

 

5. Employees must adhere to the procedures outlined in this policy, ensuring that clients 

receive the correct medication in the correct dosage and at the correct time. 

 

6. Only qualified staff members authorised by Exe Ear Care will be permitted to administer 

medication. 

 

7. Staff must maintain accurate and up-to-date records of medication administration, as 

detailed in section 17 of this policy. 

 

 

CONSENT AND COMMUNICATION WITH CLIENTS 

 

8. Before any medication is administered, the client’s consent must be obtained. If the 

client lacks capacity to consent, appropriate decisions should be made in line with the 

Mental Capacity Act 2005 & the consent policy, and recorded in the care plan. 

 

9. Information about the purpose and administration of ear drops should be provided to the 

client (or their carer) in a clear, accessible manner. 

 

 

STORAGE AND TRANSPORTATION OF MEDICINES 

 

10. Medicines should be stored in accordance with the manufacturer’s guidelines and at 

appropriate temperatures. 

 

11. Staff must ensure that ear drops are kept in a clean, dry environment, away from direct 

sunlight and not accessible to unauthorised individuals. 

 

12. When transporting ear drops to a client’s home or care home, medicines must be carried 

securely and in a way that maintains their integrity. 

 

13. Expiry dates must be checked before administration. Expired medicines must not be 

used and should be disposed of appropriately. 
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ADMINISTRATION OF MEDICATIONS 

 

14. Olive Oil Ear Drops 

 

a. Purpose: To soften ear wax. 

b. Administration: Apply 2-3 drops into the affected ear(s) 1-2 times a day as directed by the 

client's care plan. 

 

15. Sodium Bicarbonate Ear Drops 

 

a. Purpose: To dissolve and soften ear wax. 

b. Administration: Apply 3-4 drops into the affected ear(s) 2-3 times a day as directed by the 

care plan. 

 

16. Acetic Acid 2% Ear Drops 

 

a. Purpose: To treat and prevent ear infections (particularly outer ear infections). 

b. Administration: Apply 2-3 drops into the affected ear(s) 2-4 times a day as directed by the 

care plan. Avoid prolonged use beyond the recommended duration (usually up to 7 days 

unless otherwise advised by a healthcare professional). 

 

 

RECORD KEEPING 

 

17. A comprehensive record must be maintained for each client, detailing the medication 

administered, the dosage, the date, and the time of administration. This should be 

recorded immediately after each administration to ensure accuracy. 

 

18. Records should include the batch number and expiry date of the medication used. 

 

19. Any adverse reactions or errors must be reported and recorded in accordance with the 

Incident Reporting Procedure. 

 

 

DISPOSAL OF MEDICINES 

 

20. Any unused or expired ear drops must be disposed of safely, following local healthcare 

waste disposal guidelines. 

 

21. Staff must ensure that no medication is left in the client's home or care home if no 

longer required or past its expiry date. 

 

 

INCIDENT REPORTING AND MANAGEMENT 

 

22. In the event of a medication error, including incorrect dosage, wrong medication, or 

missed doses, staff must report the incident to the patient immediately. 

 

23. An incident form must be completed and the client’s GP (or other healthcare 

professional) contacted if required. Immediate action must be taken to ensure the 

client's safety. 

 

24. Any adverse reactions to medication should be reported using the Exe Ear Care reporting 

system and in accordance with the Yellow Card Scheme. 
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AUDITING AND REVIEW 

 

25. Regular audits of medicines management practices will be carried out by Exe Ear Care to 

ensure compliance with this policy. 

 

26. Any changes in legislation or best practice guidance will be reflected in updates to this 

policy. 

 

27. This policy will be reviewed annually or earlier if required. 

 

 

AUTHORITY 

 

28.  Under the Human Medicines Regulations 2012, Regulation 221, GSL medications may 

be supplied and sold as long as;  

 

a. Condition A - They occupy the premises (the patient’s residence) where the public 

is excluded.  

b. Condition B – The product is unopened and in its original packaging.  

c. Condition C – it is presented for sale in accordance with the requirements 

specified.  

 

29. This policy was written today the 24th September 2024 and is enacted with immediate 

effect. All directors and employees of Exe Ear Care are to follow the guidance and 

direction within. 

 

 

 

 

 

R. J. Toon 

CEO. 

 

 

 

 

 


