

ADMINISTER MEDICATION POLICY & PROCEDURE


POLICY
Island Respite Care recognises that administering medication is a serious responsibility. It requires knowing which medication is to be given, to whom, when it should be administered, and how it must be delivered—whether by tablet, liquid, or intravenous method. Managing all of this information can feel overwhelming, but it is essential to remain attentive, organised, and precise.
To safeguard both our clients and our staff, Island Respite Care has adopted the Seven Rights of Medication Administration. These rights are fully integrated into our organisational procedures, and it is vital that all staff members responsible for administering medication adhere to them consistently.
QUALIFICATIONS
Firstly, no staff are to administer medication to clients without prior medical training in administering medication. 
Staff that have a minimum qualification of Assist Clients with Medication can administer medication to our clients. However, if you are within 3 months of holding the qualification you will be under supervision for the first 3 months that you administer medication by one of our qualified and experienced staff. 
PROCEDURE
7 RIGHTS OF MEDICATION ADMINISTRATION
1. Right Individual
2. Right Medication
3. Right Dose
4. Right Time
5. Right Route
6. Right Documentation
7. Right Response
Check, Check & Double Check
RIGHT INDIVIDUAL
Make sure that you have the right individual for the medication that you are about to administer. The standard is to check with the person, ask them their name and check on the medication that you have the right name. You may also check with another support worker that you have the correct person before administering medication. The most experienced of staff member can make a mistake if tired, overworked, or managing several clients at once. Despite your level of experience, you are to always verify that you are giving the right person the right medication.




RIGHT MEDICATION
It is imperative that you ensure you have the right medication. Check the medication on the bottle or package against what is listed on the form. Different clients have different medical allergies, adverse reactions, and unexpected symptoms that could lead to disastrous results. Read the label of the medication, triple-check the clients medication form and make sure you are administering the correct medication for that patient. 
RIGHT DOSE
Administering the correct dose is incredibly important, the wrong dose could lead to overdosing the client and possibly harming them. The correct dose should be noted on their medication form, you can also check the medication package or bottle to double check. Check how the dose is to be administered, are they taking tablets, liquids or injection. All of these methods require various doses.
RIGHT TIME
Many medications have specific times that they need to be administered. This may be due to the client’s other medications or meals but not all medication has specific times, it is your responsibility to know which ones do and don’t. Every time you administer medication to a client it needs to be recorded so that if anyone else treating them is aware what medication was administered, when it was last administered and how much was administered.
RIGHT ROUTE
In this instance the word “Route” is referring to where and how the medication was administered to a client. Although most medications are taken orally, this is not always the case. When the medication is administered it is vital to keep accurate, concise and clear notes. This is extremely important for other support workers or management who may need to go back on your notes at a later date. Though most medication is taken orally, medication can also be administered through the eyes, in the ears, intravenously etc. This leaves a lot of room for error if not correctly communicated. 
RIGHT DOCUMENTATION
The person administering medication has the sole responsibility to properly document that administration. Without proper documentation, communication can get lost between medical professionals. Always check, check and double check your documentation making sure that all details are correct and present. 
RIGHT RESPONSE
Anytime that a patient is given medication, if their response to the medication has adverse effects, these effects may be the client becoming overly tired or lethargic, extremely aggressive or abusive or violent. Your observations should be recorded in the Progress Notes for the day and a note made on the medication form referring to your Progress Notes. Then you are to fill out a First Aid form with the details, forward the form to the Island office, then record it in the incident report register for follow up. The recording of this information is to keep track of medication that may not be working for the client, and the information forwarded to the client’s carer/parent for medical review by their doctors. 


CHECK, CHECK AND DOUBLE CHECK
Administering medication is an area that carries a lot of legal responsibility. It is imperative that as the responsible person and for your own accountability you check, check and double check each step of the 7 Rights of Medication Administration. 
When you administer the medication make sure you are of presence of mind, focussed, quieten yourself inwardly, and organise yourself properly. Find a quiet area to arrange the medication, check the medication form and the medication register prior to having the client present themselves to you. Make sure you advise your buddying support worker that you are going to do medications and arrange for them to keep the other clients occupied away from you while you administer the medication. Then remember that check, check and double check is your friend, use it often. 

DISPOSAL OF EMPTY MEDICATION PACKETS
It is Island policy to return all empty medication packets, bottles or containers back to the parents/carers and record on the individual’s medication sheet the details prior to return. Have a senior staff member sign off the return.

CHANGE OF MEDICATION
As part of our duty of care, all medication changes have to have the appropriate authority change by the client’s administering health professional. Parents/carers are not to make any medication changes without first having sought approval by the appropriate medical professional ie: Doctor, Paediatrician etc. 
If you pick up a client and the parent advises that the client has had a medication change. You are to enquire if our office has been informed of the change, ring the office immediately to verify the change. If the change has not been received by the office, ask the parent/carer for the proof of change by the doctor, take a snapshot of the form and send by email immediately into the office then ring the office to verify that they have received the form. The office will then update the medication register with the new information and they will send to you electronically. You are to administer the medication for that client according to the new form and medication.  

APPROPRIATE PACKAGING OF MEDICATION
All medication is to come in an appropriate packaging. All Island staff are not to take loose medication without being in a bottle or packet that clearly states what the medication is, the dosage required for the client and the client’s name on the packaging. 
 If you are faced with a situation where the parent/carer does not have the medication in the appropriate packaging, you are not to take the client. Advise the parent/carer that you are unable to have the client come to respite until the packaging requirements are met. This is to protect Island and you against court action. 
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