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Why do we need this procedure? 
It’s important that our Workers follow the same principles of medication administration to ensure 
the health and safety of the people we support and to also minimise the occurrence of 
medication incidents. 

 
Who is this procedure for? 
This procedure is for all direct care Workers across all service areas.  People who self- 
administer their medication may also want to refer to it so they are clear about their own 
responsibilities and that of the people supporting them. 

 
What do we want to achieve with this procedure? 
We want the people we support to receive their medication at the right time, frequency, route, 
method and quantity whether they rely on our employees to administer their medication or 
whether they do so themselves. We also want processes in place which will minimise and, in 
time, eradicate medication incidents. 

 
Medication Administration Processes 
Medication Documentation 
In accommodation services, the use of a medication management system provides the 
documentation required to provide an effective, safe service.  This includes: 

• Primary Medication Chart 
• Signing Sheet and Administration Record (packaged medication) 
• Non-packaged regular medication signing sheet 
• PRN medication signing sheet 
• Antibiotic and short-term signing sheet (when required) 

 
In community and respite services the Primary Medication Chart may be absent but the other 
documents outlined above remain. 

 
Signing sheets 
All medication and treatments are detailed on the person’s signing sheet.  The medication 
details on this sheet must correspond with the details on the blister pack and/or the container. 

 
If you are unable to get a signing sheet from the dispensing pharmacy, contact Kiara Pharmacy 
and send the following: 

• Prescription medication – send duplicate medication labels or a signed copy of the 
medication record. 

• Non-prescription medication – the person’s family or carer complete and sign the 
Signing Sheet Request for Non-Prescription Medication form. 
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Kiara will then send a signing sheet to the service you work at.  Kiara’s contact details are on 
page 6 of this procedure. 
 

 
Case Study 
If a situation arises when a person we support has been away from their home and returns 
with prescription medication without a signing sheet, and after Kiara Pharmacy’s normal 
hours, staff are authorised to give as per the medication label until they can obtain a signing 
sheet at the earliest opportunity. To ensure earliest contact ring Kiara Pharmacy as soon as 
possible and arrange for medication to be packed and a signing sheet to be issued. 

 
 
Medication Storage 
All medication must be stored in a designated locked cupboard or medical box in accordance 
with the requirements of the medication. The key to the locked cupboard or medical box must 
be in the possession of a staff member at all times. 
 
Medication requiring refrigeration is stored in a locked box that sits in the fridge or in a 
separate, locked fridge. All medication when not being directly supervised (being administered 
or checked) is to be secured. 

 
For community outings, medication is stored in a cooler bag.  People who self-administer 
medication may keep their medication with them, preferably in a lockable backpack. 

 
For In-home Service, medication is stored in a secure place accessible by direct care staff. 

 
All Schedule 8 medication is stored in a locked box within a designated locked medication 
cupboard or locked fridge. 

 
Changes in medication 

Changes made by a GP should be faxed to the pharmacy so they are able to reissue the 
signing sheet and medication profile.  
 
Any changes in medication are to be noted in the communication book in red, recorded in 
shift report, and importantly must be mentioned in staff handover. Where medication is on the 
primary medication chart and no longer used, the support worker should request that the GP 
amends the primary medication chart to reflect current medications (done as required or at 
annual GP review) 

 
Administering medication 
All direct support staff receive appropriate medication training and are able to competently 
administer medication. At all possible times, an employee witnesses and checks the 
administration process.  
 
Best Practice is that two employees check medication administration whenever possible. 

 
For Schedule 8 medication, two staff members must be present to check, administer and sign 
for the medication. 
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Do not attempt to administer a medication if you are distracted. 

 
All medication is administered at the correct time. 
 

1. Wash and dry hands before assisting with or administering medication for each person. 
2. Correspond the correct person against the medication by matching the photograph/ 

name on the blister pack or container with the name on the signing sheet.  If they do 
not match, do not administer. 

3. Check the medication has not been administered already by reading the signing sheet 
and by checking the blister pack.  If good practice is followed and medication is signed 
for as soon as administered then this should not be an issue. 

4. Check the time, frequency, route, method, number and description of the medication on 
the blister pack or container matches with the signing sheet. 

5. Use a Pill Bob to remove tablets from the appropriate blister pack.  The use of a Pill Bob 
is recommended as it minimises contact with hands and risk of dropping or losing 
tablets. Check that all medication has been removed from the blister pack. 

6. Administer or apply the medication and stay with the person to ensure the medication is 
swallowed, ingested or applied. 

7. Record the administration of the medication by initialing the signing sheets. 
8. Return the medication to the locked cupboard or medical box. 
9. Make sure all documentation is checked and completed as necessary. Wash hands 

ready to administer medication to the next person. 
10. If some or all of the medication is lost in the process of removing medication from the 

blister or there are tablets missing from the blister do the following: 
• Do not give the medication 
• Check the number and description of the medication on the blister pack with the 

signing sheet 
• Contact Kiara Pharmacy or Poisons and ask if you are able to use any of the 

remaining medication. Follow their instructions as to which blister to use. 
• If unable to contact Kiara Pharmacy or Poisons, go to the last equivalent dose in 

the blister pack if available. 
• If no equivalent dose is available contact the Pharmacy as soon as possible and 

follow their instructions. 
• Complete a Medication Incident Report Form 

 

Good Practice 

Have all the medication, health care plans, signing sheets and charts ready for each person 

prior to administering medication.  

 
Staff members who are on shift at that time have clear roles and responsibilities so everyone 

knows what they are supposed to be doing. 

 
Documentation is taken to each person as medication is administered. 

Each medication is signed for once administered. This prevents medication incidents. 
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Schedule 8 Medications (S8) 
Schedule 8 drugs and poisons, otherwise known as Controlled Drugs, are substances and 
preparations for therapeutic use which have a high potential for abuse and addiction. They 
therefore need to be handled in the following way: 

• They must be clearly marked as ‘Schedule 8’ or ‘S8’. 
• Tablet schedule 8 medications require two staff to record the number of tablets 

administered and the number of tablets remaining after administering each dose. 
• All S8 medication must be counted and the number recorded on S8 signing sheet at the 

end of each shift. The signature of the staff member handing over and the new staff 
member on shift is a legal requirement (i.e. two persons must check and sign). 

 

PRN Medication 
Staff must be familiar with any prescribed PRN medications for each person and the 
indications/symptoms for which they may be administered.  These medicines should only be 
given in these circumstances.  This is clearly documented in the person’s Health Care Plan/ 
Support Plan/Primary Medication Chart. PRN medication may require a protocol, for example 
seizure management. 

 
Check the PRN Medication Signing Sheet to clarify if and when the medication has previously 
been administered. If the medication has been administered previously in the short term, ensure 
the appropriate length of time has elapsed since the last dosage. 

 
Increasing frequency of symptoms and failure of the PRN medication to control them may 
result in a visit to the GP.  If this is the case, review the person’s Health Care Plan, discuss the 
situation with their parent or carer, and seek medical assistance if required. 

 
Where respite services are given at a person’s home, PRN medication cannot be administered 
without a signing sheet. Verbal consent from a parent is not sufficient.  The presence of a 
signing sheet assures us that the medication has been approved by a GP who has also 
considered any existing medication the person may already be taking. The signing sheet also 
serves as a double check to ensure the medication is administered in the correct way. Without 
a signing sheet staff have nothing to check the medication against. 

 
There may be emergency situations where we have to give PRN without a signing sheet.  As to 
what constitutes an emergency can be difficult to describe.  If in any doubt, the staff member 
contacts either their Team Leader or Clinical Nurse for clarification.  To help prevent this 
situation occurring, use the PRN Administration Health Care Plan to help prepare for future 
cases. 

 

 
 

 

 

Case Study 
A mother drops off her son at one of our respite services and has provided Webster packed 
Epilim.  She then goes to straight to the airport as she is going on holiday.  The next day, when 
administering medication to the child, staff notice that all the medication is out of date. They 
ring the Poisons Hotline and follow their advice regarding use. 
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Non Packaged Medication 
This includes eye drops, inhalers and cough mixtures/liquids.  Non packaged medication is 
listed on the Primary Medication Chart and Signing Sheet (accommodation) or the Non 
Packaged signing sheet (Community and Respite).  

 

Checks must be made against the signing sheet to ensure the medication has not already been 
given and needs to be documented once applied or administered.  For creams or ointments, 
maintain the person’s dignity by providing a private area for the application of the medication 
and use disposable gloves, applicators, etc as required. 
 
Wash hands and dispose of any gloves and applicators immediately to reduce any risk of cross 
infection. 
 
Self-administration 

For people who administer their own medication, staff are not required to check or sign for the 
taking of medication, but may assist in removing medication from packaging if they have 
functional problems. 

 
Where requested, staff can provide a verbal prompt for regular or PRN medication that is being 
self-administered.  In some cases, at a person’s request, staff can check the quantity of 
medication taken/remaining to ensure the medication is being taken correctly. 
 
Other related documents 

• Going to hospital Guidance 
• Health Care Plan 
• Hospital Admission Checklist 
• Hospital Transfer Form 
• Medication Administration Policy 
• Medication Incident Procedure 
• Medical Treatment Form 
• PRN Administration Health Care Plan 
• Seven Rights of Medical Administration 
• Signing Sheet Request for Non-Prescription Medication 

 
How do we know we’re getting it right? 
All our policies and procedures are measured against the National Standards for Disability 
Services and the Community Care Common Standards. 
We will also monitor the following measures: 

• The PRN Health Care Plans are in use and all are signed by the Nurse. 
• Hospital Transfer forms are being completed for individuals who are likely to be admitted 

to hospital. 
• The checklist on the Medical Treatment form is being followed and completed. 
• Medication incidents are being correctly recorded on both the forms and the 

spreadsheet. 
• Staff medication incidents are being actioned every time by the Team Leader. 
• Families are informed of any medication incident by either the House Senior or 

Team Leader. 
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• Success of staff following the medication administration policy and procedure is
reflected in a reduction of medication incidents and, in particular, multiple staff
incidents.

Do you need to know more? 
Kiara Pharmacy 

• Telephone:  9279 1114
• Emergency out-of-hours:  0422 292 297
• Email:  healthlink_kiara@westnet.com.au

Poisons 

Relevant guidance: 
• Operation Directive

http://www.health.wa.gov.au/circularsnew/attachments/900.pdf Storage and
Recording of Restricted Schedule 4 Medicines – Government of Western
Australia Department of Health.

Please contact the Policy Officer if you have any questions regarding policies, procedures 
and/or review details.  If you would like to be involved in our policy development programme 
please also use the contact details below: 

• Telephone: (08) 9474 3303

mailto:healthlink_kiara@westnet.com.au
http://www.health.wa.gov.au/circularsnew/attachments/900.pdf
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