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Medication Administration

The purpose of this policy is to establish a safe, hygienic and effective procedure for the administration of all medication to
Clients under Midway Community Care, care.

Objective

Midway Community Care recognises its duty of care to ensure that safe hygienic and effective procedures are in place for the
administration of all medication to Clients under Midway Community Care, care – including non-prescribed medications i.e.
sunscreen, Betadine etc.

Under no circumstances are employees permitted to take it upon themselves to cease or change any prescribed medication
without written authorisation from a doctor.

It is the individual employee’s responsibility to ensure all medication is administrated exactly according to the doctors or
pharmacists direction and correctly record and sign for on the appropriate form. It is also the individual employee’s
responsibility to correctly date and record all Doctors and/or Dentist visits on the appropriate form.

 

Documents relevant to this policy

Incident Report Flow Chart

Regulations relevant to this policy

NDIS (Quality Indicators) Guidelines 2018 (Cth)

National Disability Insurance Scheme Act 2013 (Cth)

NDIS (Provider Registration and Practice Standards) Rules 2018 (Cth)

Medicines and Poisons Act 2014

Procedure

The following procedures are to be implemented to ensure that employees administer all medications (including non-
prescribed medications) to Clients in the safest, most hygienic and effective way possible whilst strictly following all doctors
or pharmacists instructions.

Medication Administration Policy

Purpose     

To establish a process for the safe, hygienic, and effective administration of medication to Clients under the care of Midway
Community Care.
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Policy         

Midway Community Care recognises its duty of care to ensure that safe, hygienic and effective systems and procedures are in
place for the administration of medication to its Services Users.

In all instances, medication administered to Clients must be in accordance with the direction and authorisation of a qualified
medical practitioner.

Midway Community Care acknowledges that in many cases the Client may require support to manage and administer their own
medication. It is therefore the responsibility of Midway Community Care and its employees who are charged with supporting
individuals to ensure that prescribed medication is administered as directed.

Where employees are required to administer medication Midway Community Care will ensure that training is provided and
that employees will be required to demonstrate their competency before administering medication unsupervised.

Dispensing Medication Procedure
1. All prescription tablet medications are to be dispensed in a Webster pack, sachets or individually by the pharmacy.
2. To avoid mistakes, one staff member is to take responsibility for the administration of all medication to the Client they

are assisting on their shift. This is in instances where more than one support worker is working with the Client on a
shift.

3. Before commencing administration of medication, staff are required to wash and dry their hands thoroughly.
4. Before any staff member administers medication to a Client the following steps must be completed each time.

Identify the person
Check the time medication is to be given
Check the name of medication
Check dose of medication – total amount of each medication prescribed by the doctor
Check strength of the medication – the amount of medication contained in each tablet, eg. Dose = 400mg
Tegretol, Strength = 200mg in each tablet, there for person has 2x 200mg tablets
Check the route the medication is to be taken
Medication should be given using a container or a spoon and not by hand.
Check the medication is within expiry date.
Ensure you understand the reason why the client is having the medication to check if it is working effectively.
Ensure the right documentation is completed, signing sheets and/or PRN signing sheets where necessary.

5. If any of the above steps are in-consistent with the information in the Clients file or detailed on the Webster pack then
the medication is not to be administered. In the event that this occurs, contact either the Client’s Team Leader or
dispensing pharmacy as named on the Webster pack.

6. When administering medication do not allow any interruptions. This is often how mistakes happen.
7. Many Clients are able to take their medication independently. In this instance staff need to supervise the Client in

checking the correct medication is taken, observe the medication being taken and record this.
8. For Clients requiring assistance staff are to provide support and supervision as required. The medication should be

given to the person in the most independent manner possible however; you are ultimately responsible to ensure that
the person has taken their medication. Do not leave the person until you are certain they have completely swallowed
their medication.

9. After administering the medication, sign that the medication has been given and swallowed by the Client. This is a
legal requirement. Report in the communication book if the Client cannot swallow or has refused to take their
medication. In the event that a Client refuses or has not swallowed their medication, staff are required to call the
Health Direct, the client’s pharmacist orP. Staff are to follow the instructions given by Health Direct or Pharmacy and
monitor the client. Staff are required to report medication incidents to their Coordinator or on call Coordinator and to
complete a medication incident report to be submitted as soon as practicable to the office.

10. Only medication prescribed for the person should be given to that person, do not use it for anyone else, it is illegal
and it may be dangerous.
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11. Observe the person for any side effects particularly if they have commenced a new medication or it has been
administered with a PRN medication “as and when required” e.g. Panadol for headaches or if an existing medication has
been increased or decreased.

Storage of Medications

All medications are to be stored in a place agreed with the Client in the Client’s home. The designated area must be dry, out
of direct sunlight and not provide easy access to unauthorised persons. Once medication is administered the medication is to
be returned immediately to the agreed storage place.

When Clients are in the community and are required to take medication staff are to follow the steps for dispensing
medication. Staff are to ensure the Client has the required medication with them prior to leaving home. The medication
where appropriate can be carried by the Client or the support worker but only the dose required should be taken out along
with the signing sheet.

Filing prescriptions

When appropriate Clients are to attain and fill their own prescriptions for medications. When necessary support staff are to
assist Clients with filling their prescriptions, monitoring supply and making doctor’s appointments to renew prescriptions. All
tablet medication is to be dispensed into Webster packs, sachets or individually according the client’s preference

Administering non-prescription medication

Clients may use over the counter or non-prescription medications. Discuss with the Client the reason for the medication and
who advised the Client to take the non-prescription medication. If there are concerns about the appropriateness of the non-
prescription medication discuss with a pharmacist or the Team Leader.

If Clients require support when administering non-prescription medication; staff are to read and follow the directions provided
with the medication. Take note of any warnings and monitor the Client for adverse reactions. Record that the non-prescription
medication was administered. Staff are not to make any recommendations to Clients on non-prescription medications.

Other Agencies administering medication

Support staff are to be aware of other agencies’ role in administering medication to Clients (e.g. clients attending a day
placement). If other agency staff fail to attend or if there is a concern about medication given, staff are to contact Health
Direct and follow advice given or if required, emergency services. If an immediate medical issue is identified, then contact
the Service Manager. If no immediate medical issue is apparent, then complete an incident report and notify Team Leader.

Medication Incidents

If there is an error, missed medication or adverse reaction to medication administered, staff are required to call the Health
Direct, the client’s pharmacist or G.P. Staff are to follow the instructions given by Health Direct or Pharmacy and monitor the
client. Staff are required to report medication incidents to their Team Leader or On call Service Manager if an immediate
medical issue arises. A medication incident report from is to be submitted within 24 hours.
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Client Allergies

Client allergies are to be recorded in the Clients file with their medication information. Staff are to familiarise themselves
with this and what to do should an allergic reaction occurs.

Medication Plans

Client allergies are to be recorded in the Clients file with their medication information. Staff are to familiarise themselves
with this and what to do should an allergic reaction occurs.

Medication Plans

When Clients require support to manage their medication Midway Community Care are to provide a medication recording
chart. The medication recording chart is to detail the time and date medications are given and signed by the support staff.
The medication chart is to be held in the Client’s in-home file.

 

**Failure to comply with this policy will be viewed seriously and may,

    result in disciplinary action, that may include dismissal

Review and Evaluation of this Policy and Procedure

This policy and procedure will be reviewed within the framework of Midway Community Care’s quality assurance and
continuous improvement process. Process performance and policy and procedural effectiveness will be measured against
Midway Community Care’s standards, objectives, and practices as part of a scheduled review of the policy, procedure and
related documents based on the level of risk to individuals and the organisation.

Policies, procedures and related documentation will be evaluated based on whether they are meeting the overarching
standards of the organisation in regards to quality, best practice, consistency, efficiency and effectiveness affecting service
provision and organisational capacity.


