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1. Section 1

1.1. Introduction
1.2. Purpose and Scope of this policy
1.3. Definitions of the terms used in the policy



rather than expert opinion alone, as the basis for advisor materials. (HSE
2011)

Medication
administration
compliance
aids/monitored
dosage systems

Different names are used to describe medication administration systems.
Administration compliance aids, such as, monitored dosage systems, blister
packs, compliance medication systems, unit dose packages, multi-dose
packages and aids/monitored dose administration aids.

Medication A structured critical examination of the supported individual’s Medications

review with the objective of reaching an agreement with the individual about
optimising the impact of Medications and minimising the number of
medication-related problems and reducing waste.

Medication A medication system is an organised system designed to ensure safe and

(Medications) accurate dispensing, packaging and administering of medication.

System

Must A command/s the action a person is obliged to take from which no deviation
whatsoever is allowed.

Nurse A person whose name is entered on the register of NMBI (Nurses Act, 1985).

Omission Failure to do something that a person has a moral or legal obligation to do.

Pharmacist A registered member of the Pharmaceutical Society of Ireland.

Prescribe To authorise in writing the dispensing, supply and administration of a named

medicinal product (typically a prescription - only Medications, but may include
over the counter medications) for a specific person supported.

Prescription

Is issued by a registered medical practitioner for the medical treatment of an
individual, by a registered dentist for the dental treatment of an individual, or
by a Nurse Prescriber for the medical treatment of an individual subject to
Article 3A of the Regulations (Misuse of Drugs (Amendment) Regulations,
2007).

PRN (as
required
Medications)

Pro Re Nata is a Latin phrase that is commonly used in medication
management to mean 'as required' or 'as the situation arises’. It is generally
used as the initialism PRN to refer to those prescribed Medications that are
not scheduled on a regular basis.

PRN An agreed procedure for the administration of PRN medication.

Management

Plan / Protocol

Procedure A written set of instructions that describe the approved and recommended
steps for a particular act or sequence of events. (HSE 2011)

Protocol A written plan that specifies procedures to be followed in defined situations. It

represents a standard of care that describes an intervention or set of
interventions. Protocols are more explicit and specific in their detail than
guidelines, in that they specify who does what, when and how. (HSE 2012)

The individual's

The independent/supported use of prescribed Medications by individuals we

Self support in a manner that supports the safe management and administration of
administration their Medications.
Standards Authoritative statements developed, monitored and enforced by local,

national and international independent/governing bodies that describe the
responsibilities and conduct expected of nurses and authorised/delegated
persons and their involvement with Medications across all healthcare settings.

Transcription

An act by which medicinal products are written from one form of direction to
administer to another.

Transportation
of Medications
Unregulated

A person who is not statutorily regulated and is employed within a healthcare,
residential or community setting and whose role includes a component of
direct individual care and the performance of delegated care activities,
supported by an organisational policy.




Healthcare

Worker

Transdermal Across the skin, particularly with reference to the absorption of drugs applied
topically for systemic effect.

Transdermal A drug-impregnated adhesive patch applied to the skin for controlled release

patch

of the active compound.




2. Section 2

2.1
2.2.
2.3.
24,
2.5.
2.6.

Specific Responsibilities — Organisation

Specific Responsibilities — WCl Manager/PIC/Team Leader

Specific Responsibilities — Registered Authorised Person

Specific Responsibilities — Registered Nurse

Specific Responsibilities — Emergency Medication of Adrenaline for Anaphylaxis
Specific Responsibilities — Designated Staff in Emergency Medication for Epilepsy
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2.1.

2.1.1.

2.1.2.

2.1.3.

2.1.4.

2,15,

2.1.6.

2.1.7.

2.1.8.

2.1.9.

2.1.10.

2.2.

2.2.1,

2:2.2;

2.2.3.

Specific Responsibilities — Organisation

Ensure that the Medications management/administration policy and procedure is in line with and
adhering to current best practice guidelines. That the review and implementation of guidelines and
protocols are promoting and supporting autonomy for the people we support in a holistic person-
centred manner.

Maintain overall responsibility for assigning medication management/administration duties to
Nurses, authorised and designated staff and assumes overall responsibility for the administration
of medication by such staff. This includes Nurses who give guidance to authorized/designated
employees on the administration of PRN medications.

It is the responsibility of each employee to familiarize themselves with the Administration of
Medication Policy and Procedures.

Aurora (Kilkenny) has a responsibility to provide regular training for employees in the
administration of medication. Even when permitted to do so, employees must only undertake
those aspects of support in which they have been trained, are competent, and have demonstrated
their competence.

Be responsible for selecting employees and assigning responsibility to these employees to
manage/administer medication.

Be responsible for providing training to employees, ensuring that all authorised and designated
employees have completed an approved training programme.

Maintain a register of authorised employees and ensure that these employees receive certification
and renew this certification every two years or earlier if required.

Maintain a register of designated employees for the administration of Emergency Rescue
Medications and ensure that these employees receive current and updated training in all aspects of
Emergency Administration in specific areas e.g., Epilepsy, Diabetes and Anaphylaxis (as
appropriate).

Maintain a register of Registered nurses.

Monitor and investigate near misses, critical incidents and hazards and take appropriate action.

Specific Responsibilities - WCI Manager/PIC/Team Leader

WCI / PIC / T/L are responsible for ensuring that this policy is made available, in each house/area
on the Q drive.

Respond to every employee who seeks clarification on any area within the policy that is not clear to
them.

Maintain an up-to-date list of authorised signatures and initials to accompany the Medication
Recording Documentation maintained in the Kardex folder.

11



2.2.4.

2.2.5.

2.2.6.

2.2.7.

2.2.8.

2.3.

2.3.1.

2.3.2,

2.3.3.

2.3.4.

2.3.5.

2.3.6.

2.3.7.

perform audits to ensure the Medications Management of their area, ensuring that policies and
procedures are safe, appropriate, consistent and effectively monitored.

Monitor any medication errors / discrepancies and near misses, Appropriate action must be taken
as necessary and these events to be reported to the Director of Services. It is vital that learning is
an outcome from these incidents.

WCI/PIC and T/L are responsible for identifying third part agency staff to complete safe and
responsible medication management training. These employees must partake in quality
conversations and team meeting with the PIC have direct oversight in the employee to ensure that
they follow policy and maintain their training and arrange for their assessments to be carried out
by Nursing staff.

Ensure that Nurses, authorised employees and designated employees who require further support
or training are facilitated to do so.

Ensure that the policy is upheld in their respective areas.

Specific Responsibilities — Registered Authorised Person

The Authorised Person is an employee who has completed an approved training programme with
current certification and is registered within the Service to conduct medication management.
Training shall be provided by a suitably competent healthcare professional with the appropriate
clinical and educational training. Training shall be supplemented by competency assessment and
refresher training completed at appropriate intervals, in line with peoples’ changing needs. (HIQA
2015). Once you have completed all components of the training you can administer medication
with in Aurora only. This training does not cover medication management or administration with in
another service.

Shall report immediately any concerns when involved in the practice of Medication Management,
to their WCI/Team Leaders and registered prescribing Practitioner or pharmacist if appropriate.

Shall know the indications and contraindications for the medication and its desired effect for the
individual. Be aware of the main action of the medication, the dose, frequency, route of
administration and potential side effects.

If a prescription is unclear, incomplete, inappropriate or difficult to read, the Authorised Person
MUST NOT PROCEED. In this instance the Authorised person shall seek advice from senior staff, the
registered prescribing Practitioner or the pharmacy staff (as appropriate).

shall have knowledge of the Kardex folder, including common abbreviations and terms used within
Aurora Service.

Shall record their registered name and number in the Authorised Person form at the front of the
Kardex of the person supported.

Authorised person will have access to medication information folder that are created in each
location with the medication leaflets for the medication prescribed at each location. All staff
working in each location have the responsibility to keep these folders up to date.

12



2.4.

Specific Responsibilities — Registered Nurse

2.4.1.

2.4.2.

2.4.3.

2.4.4.

2.4.5.

2.4.6.

2.4.7.

2.4.8.

2.4.9.

2.4.10.

2.4.11.

24.12.

2.4.13.

2.4.14,

Ensure that your name is maintained on the live register of N.M.B.I. Failure to do so will be deemed
as a breach of contract.

Adhere to the Code of Professional Conduct for each Nurse and Midwife (N.M.B.1.).

Accountable to the people we support, to the Organisation, to N.M.B.I., and Irish laws (Reference
1).

Develop and maintain your competence with regard to all aspects of Medications Management,
ensuring that your knowledge, skills and practice are up to date and providing support
documentation of Continuous Professional Development (CPD) regarding evidence-based practice
in Medication Management.

Be aware of what medicinal products are contraindicated for the people you support.

Follow the procedure outlined in 'The Guidance to Nurses and Midwives on Medication
Management (A.B.A. 2007) and all relevant medication management documentation governing
local practice.

Not proceeding if the prescription is unclear, incomplete, inappropriate or difficult to read.
Registered Nurse should seek verification and amendment from registered prescribing practitioner
or pharmacy personnel.

Check all Kardex prescriptions are written up correctly and check them against the main
prescription sheet as prescribed by the registered prescribing practitioner.

Have knowledge of Medications management abbreviations and terms used.
Mentor and share knowledge with authorized and designated employees as required.

Assess employees who have undertaken training in medication management / medication
administration.

Only registered Nurses who are on the live register are authorized to administer medications
intramuscularly (IM), Naso Gastrictly (NG) or by subcutaneous (Sub cut) methods under this current
policy. The nursing staff member will be assessed as having the capability (physical and mental
capacity) to do so.

There will be an agreement from the multi professional team (minimum General Practitioner (GP)
and registered nurse) that it is appropriate course of treatment for the person supported. The
Nurse will have completed the necessary training and is considered competent by a healthcare
professional and feel confident to administer medication Via the appropriate route.

Nursing staff where and when available should administrate medication. If the nurse is not
available then the authorized staff trained should administer medication.
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2.4.15.

2.4.16.

There will be an agreement from the multi professional team (minimum General Practitioner (GP)
and registered nurse) that it is appropriate course of treatment for the person supported. The
Nurse will have completed the necessary training and is considered competent by a healthcare
professional and feel confident to administer medication Via the appropriate route.

Nursing staff where and when available should administrate medication. If the nurse is not
available then the authorized staff trained should administer medication.
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2.5. Specific Responsibilities — Emergency Medication of Adrenaline for Anaphylaxis







3. Section 3

3.1.
3.2.
3.3.
3.4.
3.5,
3.6.

Confidentiality

Medication Training

Training Pathway

Administration of Medications (Ten Rights)
Self-administration of medication

Medication for People Supported in the Day Service
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3.1.

Confidentiality

All employees shall ensure they are aware of the importance of keeping information confidential as outlined in
Aurora (Kilkenny) Contract of employment, the National Safeguarding Policy 2015 & Trust in Care 2007 and the
GDPR National Guidelines set out in 2018.

3.2,

3.2.1.

3.2.2.

3.2.3.

3.24.

3.2.5.

3.2.6.

3.2.7.

Medication Training

Aurora (Kilkenny) has a responsibility to provide regular training for employees in Safe Medication
Management and Safe Medication Administration.

Aurora employees only administer medications when they have had the approved training and are
assessed as having the skills necessary to carry out this task safely. Training will be provided by a
suitably competent healthcare professional with the appropriate clinical and educational training.
Training will be supplemented by mentorship and assessment and refresher training completed at
appropriate intervals, in line with the changing needs of people supported.

Safe medication management training consists of theory section completed online with a Quiz with
an 80% pass rate. This is then followed by a practical thought half day training. Registered Nurses
and authorized staff in Aurora will facilitate identified employees to develop their skills in Safe
Medication Management, through mentorship and by carrying out the minimum of 3 assessments
pertaining to the training provided. An employee must observe medication been administered at
least five times before arranging for a medication assessment to be complete post initial training.
This training will last for two years and the full training, including three assessments must be
repeated every two years.

The training will cover ordering, receipt, storage, administration, recording errors and returning to
pharmacy i.e., the medication management cycle. Post this training and after a period of
mentorship, employees will be authorized to administer medication when they have been assessed
by a nurse as having the skills to do so safely.

Medication Administration via PEG training will be provided to employees who support a
person/people who have a PEG in situ. PEG Training will be provided by a suitably competent
healthcare professional with the appropriate clinical and educational training. Training should be
supplemented by mentorship, assessment and refresher training completed at appropriate
intervals, in line with the changing needs of supported people. Employees will only be authorised
to administer medications to people via PEG once they have been assessed by a suitably qualified
nurse as having the skills to safely do so. Aurora has a detailed eternal feeding policy for staff to
refer to.

Team Leads / Nursing staff in each area shall ensure that staff who do not have the necessary skills
to administer medications safely, despite completing the required training, do not administer
medication to supported people and are encouraged to seek further training.

Team leaders shall have accurate and up to date training records of the employees working in the

specific houses. Team Leaders shall ensure that all employees have completed training
requirements and mentorship prior to being entered onto the service register.

18



3.2.8.

3.2.9.

3.2.10.

Stock Checks will be carried out on a weekly basis by an authorized staff member who has the skills
to carry out the stock checks within the area they currently work in. Authorized staff that is
proficient in Stock Checking should mentor authorized staff that require upskilling until such time
as they have the required skills to carry out the stock check.

Students on work experience programs facilitated within Aurora (Kilkenny) are not permitted to
administer medications. Student nurses/midwives may administer medication under the
supervision of a registered nurse/midwife and should follow the principles of supervision. The
registered nurse/midwife retains accountability for the administration of medical products.
N.M.B.I. (2007)

Student nurses who are employed as HCA on fulltime or relief basis in Aurora (Kilkenny) are to
follow the Medication Training program as outlined in this section

19



3.3. Training Pathway |

Step 1: Complete online modules and Quiz

Step 2: Complete classroom based practical and assessments

Step 3 Complete in house observation and mentoring on safe medication
practice

Step 4: Complete in-house assessments (3 required - more if deemed
necessary) within 6 weeks of course completion

Step 5: If person does not pass 3 medication assessments they MUST
repeat both online and in person training with 3 new assessments after in
person training.

Step 6: Online, in person training and 3 in house assessments are
completed every 2 years.
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3.4. Administration of Medication (Ten Rights)

3.4.1. The Ten Rights of Administration (Elliot and Liu 2014); should be applied as the guiding principles
for good practice in Medication administration as outlined in the following.
3.4.2. When the person supported refuses to take their prescribed medication following reasonable

encouragement, this refusal should be noted in the individual’s daily notes and in the MAR sheet
(Medication Administration Record). Where persistent refusals occur, or where administration
poses a difficulty, it should be brought to the attention of the registered prescribing practitioner
and Team Leader and addressed to seek the best outcome for the person supported.
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3.5.

3.5.1.

3.5.2.

3.5.3.

self-administration of medication

Each supported person will have a Self administration of Medication Assessment (appendix 4),
which is agreed by the supported person, Team Leader, and keyworker. The finding of this
assessment will be incorporated into their My Medication Management plan.

The Self-Medication Assessment will identify the levels of support required by the person regarding
all aspects of administration of their medication up to and including “Self-Administration”.

This is a dynamic process and categories of support can change over time and with different

medication. The assessment should be reviewed frequently to reflect changes and My Medication
management plan updated accordingly .
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3.6.

-

Medication for People Supported in Day Service

This medication shall be provided to the day service by the staff of the house or a family member of the

supported person.

Receipt of the medication should be recorded by a day service employee in the relevant day service

Medication Stock book.

Only authorized employees are permitted to administer medications to supported people in day services.

B

In order for authorised staff in Aurora day
service to administer regular or short term
prescribed medication to people supported,
the family must get the GP or prescribing
practitioner to complete an Administration
of Medication Agreement form and chart the

" medication on the MARS sheet.

This should be completed in full and provide
to the Day Service prior to
administration of medications by day service
authorised staff.

any

-

In order for authorised Aurora to administer un-
prescribed medication the Family/ Guardian needs
to complete an Administration of Non-Prescribed
Medication Agreement form (Appendix 21 &22)

This should be completed in full and provide to the
Day Service prior to any administration of
medications by day service authorised staff.

All medication needs to be provided in its original
packaging. Staff of the day service cannot
medication that has been pre dispensed or not in its
original packing.




4. Section 4

4.1. Medication system, Receipt, check and logging medication

4.2. Prescribing Practitioner

4.3. Prescriptions and Records of Individual’s Medications:

4.4, Altering, crushing chewing and liquid medication

4.5. Emergency Procedure for obtaining prescribed medicines from Medical Practitioners (GPs) over the
phone.

4.6. Covert Administration of Medication

4.7. Medication Monitoring and reviews

4.8. Transcribing of Medications
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4.1.

4.1.1.

4.1.2.

4.1.3.

4.1.4.

4.1.5.

4.1.6.

4.1.7.

4.1.8.

4.1.9.

4.1.10.

4.1.11.

4.1.12.

4.1.13.

Medication system, Receipt, check and logging medication

Medication System

The Venalink System - medications are dispensed in unit dosage cards. These are dispensed by the
pharmacist on receipt of a prescription by the G.P. or another authorised prescriber e.g.,
Psychiatrist, Dentist or registered Nurse prescriber.

Whilst the system provides some safety controls, it does not eliminate the possibility of human
error. Medication Management is never without some risk - the unit dose system is about
minimising the risk in administration, providing a more manageable system for individuals who are
supported by authorized and designated employees and/or self-administering; maximising the
therapeutic benefit to people supported.

PRN Medication is not suitable to be dispensed in this system.

Newly prescribed Medications will not be dispensed in this System to allow for monitoring of
adverse reactions. Medication may need to be discontinued abruptly and would necessitate
returning these medications to the pharmacy. When the medication becomes established and well
tolerated, then it can be dispensed in this system.

Medication not suitable for the unit dose system will be dispensed and administered using the
standard method.

The System will carry the same labelling as required for standard medication dispensing, but also
carries information re the identification of each medication in the unit dosage.

Aurora (Kilkenny) will continue to research new and safer methods of Medications Systems to
ensure the safest possible system is used.

Receipt, check and logging medication

Receipt of Venalink Packets. On receipt of the Venalink Packets from the pharmacy, check the
labels on the top of each pack and then cross reference the labels against the Medication
Prescription Recording Documentation in the supported person’s Kardex.

If there has been any change made by the registered Prescribing Practitioner check that the change
has been made by the pharmacist. If you note any discrepancy at this stage, check with the
pharmacy.

Make a visual check of the medications in each blister against the labels attached to the packs.

Record any communication with the pharmacist at this time in daily notes.

When you are satisfied that the medication is visually correct enter the stock in the Medication
Stock Check Book.

Medications received as loose medications and short-term medications shall be entered into the
Medication Stock Check Book.
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4.1.14.

4.1.15.

4.2,

42.1.

4.2.2.

4.2.3.

4.24.

4.25.

4.2.6.

A medication prescription should not have any written amendments. If there are changes in the
medication, dosage, frequency, route or method of administration etc. the prescription should be
discontinued and re-written by the authorised prescriber.

Use the twenty-four hours clock in all written recordings and documentation of administration of
Medications.

Prescribing Practitioner

Medication is prescribed by a registered Prescribing Practitioner only.
Medication can only be administered with a prescription.

The prescription is the official instruction by the registered Prescribing Practitioner as to how the
Medication/s prescribed is to be dispensed and administered.

Medication shall be prescribed by registered Prescribing Practitioner e.g.

e The individual’s G.P./Care Doc/Locum
e Hospital Consultant

e Psychiatrist

e Dentist

e Nurse Prescriber

¢ Home Care Team

All written prescriptions must be legible. Where a prescription is illegible; the medication must be
withheld, the prescribing registered Prescribing Practitioner should be contacted immediately and
requested to reissue a legible prescription (if it is a paper prescription).

The prescription shall include all the following information:

e The person supported name

e Date of birth

e Prescription/Recording Sheet in use within the service.

e The date when Medications is to commence

e The generic name of the medication

e The dosage / strength of medication

e Frequency and Time of administration

e Route and method of administration

e Allergies - Known or None Known must be completed

e Prescribing Medical Practitioner's signature (PIN number essential)

e Discontinuation date (if known e.g., short-term medication)

e All recordings on medication documents should be written in black pen and legible
handwriting.
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4.2.7.

4.2.8.

4.3.

4.3.1.

43.2.

4.3.3.

4,34,

435,

4.3.6.

4.3.7.

4.3.8.

4.3.9.

4.3.10.

4.4.

44.1.

The Medication Prescription Recording Documentation should not bear any written amendments.
If there are changes in the Medications, dosage, frequency, route or method of administration etc.
the prescription should be discontinued and re written.

When prescriptions are discontinued, a line should be drawn diagonally using a black pen through
the complete row. The registered Prescribing Practitioner should enter his/her initials and end date
in the prescription sheet dispensing history area.

Prescriptions and Records of Individuals Medications

The prescription will be forwarded to the pharmacy by the GP (Prescriber) physically of by
electronic means and will be reviewed by the pharmacist before the medicinal product is
dispensed. The pharmacist will keep the original prescription or record of the prescription.

The Pharmacist will transcribe the medication required onto the Kardex.
The GP (Prescriber) will not be required to sign the Kardex.

A copy of the original prescription must be printed in the pharmacy and attached to the Kardex to
provide evidence of changes or of new prescription.

Prescriptions should be reviewed by the registered Prescribing Practitioner at agreed review times
in conjunction with the supported person and support employees where appropriate.

When a Medication Prescription is re written (and signed by the registered Prescribing
Practitioner), a new Prescription/MAR Sheet should be started to avoid confusion with numbers
and codes.

In the event of a short-term medication specified (e.g., Antibiotics), prescriptions will be clearly
indicated for definite period of time i.e., 1/52, 1 by 5 days etc. A MAR sheet must be ordered for
this medication from the Pharmacy i.e., copy of the prescription sheet to be brought to the
pharmacy.

All known allergies to be clearly highlighted on the prescription.

Only HSE approved abbreviations (frequently used abbreviations within the service, identified in
(Appendix 1) may be used in the Kardex.

A registered Prescribing Practitioner can contact the Pharmacy directly via email/” health mail”
with the prescription, the name of the medication prescribed, the dosage, the time of
administration, the route of administration and the prescriber name/signature. The Pharmacist will
then transcript the prescription on to the Kardex. | copy of the prescription must be requested and
kept in the Kardex folder.

Altering, crushing, chewing and liquid medications

Employees should NOT change the presentation of medication prescribed, e.g., splitting tablets,
tablet crushing, or opening capsules. Crushing renders medication unlicensed. This action is legal
only when it has been authorised in writing by the registered Prescribing Practitioner.
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4.4.2.

4.4.3.

Where swallowing difficulties are present, employees must contact the registered Prescribing
Practitioner to explore alternative applications, (e.g., liquid preparations). In the event that there is
no alternative and the medication is necessary for the individual, the prescriber must provide
written approval that the medication can be safely crushed or opened before an employee can
proceed with the crushing or opening of the medication.

Whenever medications are altered, the alteration must be approved by the registered Prescribing
Practitioner and recorded on the individual’s Medication prescription record/Book/registered
Prescribing Practitioner’s Prescription.
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4.5. Emergency Procedure for obtaining prescribed medicines from Medical

Practitioners (GPs) over the phone.

This procedure only relates specifically to emergency situations where availability and access to the GPs is limited

to phone contact.

Where the GP is available to do so, he will write the change of medication onto the Kardex, this should be clear

and legible and in black pen

Aurora recognises and ensures that safety is the overriding principle in accepting verbal or telephone
orders. Verbal and telephone instructions have higher potential for errors as these orders can be misheard,

misinterpreted and/or mis-transcribed.

&

When taking details of a prescription over the phone the
authorised person/nurse must read back to the authorised
prescriber the following prescribing instruction:

e The justification and rationale for accepting a verbal or

telephone medication order.

The supported person’s name and DOB

Drug name and spelling of the drug to avoid an error due
to sound alike drugs.

e Dosage, pronouncing it in single digits (e.g. 15mg should
be read as one five)

Frequency (e.g. three times daily, not TID)

Route of administration

The indication (why it is required) for the medication to
assist in avoiding errors.

e Questions the authorized prescriber if there is any
uncertainty regarding the order.

e The authorised person/nurse should keep a written
record of this discussion on the ‘Over the Phone
prescription Record Sheet’'(see Over the Phone
Prescription Record Sheet- appendix 5)

e The authorised prescriber should then confirm this
information

e Generic drug names should be used when drug orders
are given

e Abbreviations should be avoided when an order is
given or received

The GP must forward the signed
prescription to the pharmacy, -either
physically or by electronic means. (some
medications will require the physical
prescription only i.e. controlled drugs). This
must be agreed with the GP and entered on
over the phone record sheet).

The ‘over the Phone Record Sheet’ should
be kept with the supported persons Kardex.

A copy of the original prescription should be
kept with the supported persons Kardex.

In addition, where a Doctor orders a change
to a supported person’s regular medicines,
the doctor must also communicate the
change to the Pharmacy either by
prescription or by other electronic means
(fax, healthmail, phone or text).

The pharmacy will update the Kardex to
reflect the change and produce a new Mar
sheet, and make changes to medicines as
appropriate and reprint labels with new
instructions as per the Doctor's new
directions.




4.6. Covert Administration of Medication
All medication including crushing medications (in line with swallow care plan) and administering Medications with
food or drink to make it more palatable or easier to swallow does not constitute covert administration if the
individual has been made aware of the medication present in the food or drink. This detail needs to be included in
the My Medication management plan.

Covert administration is disguising medication in food or drink, or where an individual is not aware that they are
getting medication. Where no attempt has been made to inform them that the medication is present or the
administration of medication via any route without the person been informed and provided with the relevant
information in accessible format.

Disguising medication in food or drink should not be a routine practice, whether it is with or without the consent of
the individual.

It is recommended that medication will not be given covertly unless clearly agreed by the Multidisciplinary Team

Conventional administration methods have been unsuccessful.
: N That different form of the medication are offered e.g. Liquid.
A geclsion 1o Sdm|nister - " e There is evidence that the individual i icati
medication covertly should ] i = Al prescribed the medication
only be taken when the is actively refus.mg medication. We should assume that
following criteria has been gveryone GADEINE Eonsent. i
iwathad: e Itis clearly to the benefit of the individual and there is
significant risk of harm associated with not administering the
l medication.

A clear written record must be kept in the individual’s notes, which must also include:

Record of the decision reached in the MDT minutes

A description of the procedure for the covert administration of the relevant medication. This is recommended as
an appendix to be added to the medication management plan, as an advanced medication support plan

A documented review date.

The length of time before reviewing this practice will depend on the initial reason for deciding upon the covert
administration of medication (minimum of 4 weeks period).

Permanent situations or situations for an extended period will be reviewed less regularly and 3-6 monthly
reviews may be adequate. A written record must be kept of the review and the decisions reached.




4.7.

4.7.1.

4.7.2.

4.7.3.

4.7.4.

4.7.5.

4.7.6.

4.7.7.

Medication Monitoring and reviews

Medication review is an essential component of medication management. It should be undertaken
in a proactive and planned manner by the interdisciplinary team. A structured approach to
medication review should be implemented and continuously evaluated, decision made to continue,
change or discontinue medication.

The medication review should take place in line with the relevant legislation or more frequently
where there is a significant change in the individual’s care, medication or condition. A full
medication review of both regular and PRN should take place every six months and should involve
the individual, his or her representative as appropriate, registered Prescribing Practitioner,
pharmacist, nursing staff and other relevant members of the health and social care team where
possible.

The medication review will involve reviewing all prescribed, over-the-counter and complementary
medications used by the person. The person’s medication adherence, side-effects, adverse drug
events and monitoring test results form part of the review.

The medication review will be documented in the person’s medication review form (appendix 6)
detailing changes that have been made or that no changes have been made. Prescription and
administration records should be updated following such reviews to reflect any changes that have
been made. All relevant changes to medication following the review are clearly documented and a
note is also made if no changes are to be made.

HIQA (2015) recommends that more attentions should be paid to the following:
e Antipsychotic medication
e Sedative Medicines
e Maedicines for the management of depression
e Antiepileptic medicines
e Analgesia or pain medicines
e laxatives and treatments for constipation
e Anticoagulant and anti-platelet medicines
e Antimicrobial medicines
e Diuretic Medicines
e Influenza and pneumococcal vaccines
e Non - Steroidal anti-inflammatory drugs
e Drugs with drug-nutrient interactions

For Aurora to have over sight on the medication system the medication system is audited every six
months during the provider audit and identified actions assisted.

For the PIC to ensure a safe system is maintained an inhouse audit of the medication system should
be completed monthly, these audit and action will be review during the provider audit.
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4.8.

4.8.1.

4.8.2.

4.83.

484,

Transcribing of Medications

Transcribing is an act by which medicinal products and instructions are written from one form of
direction to another. It is recognised that transcribing of any clinical information is a high-risk
activity and there are serious risks of inadvertent mistakes in transcription, omissions or
duplication of Medications

Best practice indicates that the responsibility for documenting the prescription or Medication’s
order is with the registered Prescribing Practitioner to prevent the possibility of error by another
individual.

The decision to transcribe a prescription should only be made in the best interests of the people.
NMBI agus Cnaimhseachais has issued guidance to nurses and midwives in relation to transcription
and stated that a nurse or midwife who transcribes is professionally accountable for his or her
decision to transcribe and the accuracy of the transcription.

Transcribing may only be carried out by registered nurses with a second person (also a staff nurse)
checking the prescription transcribed in order to minimise the risk of error. Social care staff/Health
care assistants must not transcribe medication orders. Transcribed orders should be signed and
dated by the transcribing nurse, the second nurse must co-sign the signature and a copy of the
prescription must be present in the Kardex file within 72 hours.
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5. Section 5

5.1. Non-Prescriptive Medications — OTC (Over the counter medications)
5.2. Non- Regular Medication (P.R.N)

5.3. Sedative Medications (Pre-Med) Prior to Procedure

5.4. Controlled Drugs

5.5. Guidelines of the administration of Oxygen (02)
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5.1.

5.1.1.

5.1.2.

5.2.

5.2.1.

5.2.2.

5.2:3.

5.2.4.

5.25.

5.2.6.

5.2

5.2.8.

Non-Prescriptive Medications — OTC (Over the counter medications)

Aurora (Kilkenny) aims to facilitate a supported person’s requests for over-the-counter medication.
However, in the interests of the person’s safety, all access to over-the-counter medication should
be obtained on foot of a written prescription,

All medication supplied or administered to a supported person must be prescribed by a registered
Prescribing Practitioner.

Non- Regular Medication (P.R.N)

The prescription should state: circumstances, interval, and maximum dose in 24 hours, review date.
PRN medication is only given for the indicated reason.

PRN medication must be supplied in the original box rather than a monitored dosage system. In the
event the pharmacist dispenses medication in alternative packaging, this packaging must be clearly
labelled with the pharmacy label. It must also clearly indicate the expiry date.

The decision to administer is taken by the authorized staff member based specifically on the person
supported request or on their clinical need as indicated in their PRN Protocol. Authorised staff will
contact senior cover personnel, Designated personnel (TL/PIC/WCI/ Emergency governance
person) regarding decision to administer PRN medication. Designated personnel do not make the
clinic decision to administer medication but are a second person to ensure that the right procedure
is followed.

WCIM, PIC and Team leader (of their house only if not a nurse) may also advise on administration
of PRN medication if they feel competent to do so or will redirect staff member to a nurse for
advice if they feel this is necessary.

PRN medication must only be offered or given at the times listed on the medication administration
record. As it is for occasional use, the person should be offered the medication at the times they
are experiencing the symptoms, either by them telling their support staff or by staff identifying the
person’s need as outlined in the PRN protocol. The exact time the medication was given and the
amount given must be recorded on the medication administration record.

The PRN Protocol must have the correct information to inform the employee what the medication
is for and to enable them to make an assessment on whether the person requires the medication.

PRN protocol (appendix 8) must be developed by a nurse or manager and all PRN psychotropic
medication protocols (appendix 9) must be signed by the prescribing doctor. Please see PRN
protocol pathway at then end of section 5.2.

Medication with an ‘as required’ dose (PRN) is usually prescribed to treat short term or
intermittent medical conditions i.e.; it is not to be taken regularly. if PRN medication is given
regularly, then a referral to the registered Prescribing Practitioner should be considered for a
review of the person’s medication, as their medical condition may have changed, and the
treatment required may need altering. Similarly, if the medication is not having the expected

34



5.2.9.

5.2.10.

5.2.11.

5.2.12.

5.2.13.

5.2.14.

effects the registered Prescribing Practitioner should be contacted. In both cases, the PRN
Administration Response Sheet should be clearly completed.

Where medication is prescribed on a PRN basis, the same procedures should be followed as for
prescribing, dispensing, supplying, administration and recording all other medication/s.

Restrictive practices include physical, mechanical, environmental or chemical restraint. Chemical
restraint which is the use of medication to control or modify a person's behaviour for the purpose
other than the safety and health of the person supported (i.e operational), or where the treatment
is not necessary, indicated or prescribed for a condition. An example of chemical restraint which is
not acceptable in any designated Centre is: "Administering sedatives to a person who wanders
during the night primarily for the convenience of staff" (HIQA 2016) People we support may be
prescribed Psychotropic Medications therapeutically by a psychiatrist. When this medication is
administered for the intended purpose, it is not deemed chemical restraint.

P.R.N. Medication for these reasons should only be used as indicated by the Prescribing
practitioner and it is expected that possible alternative strategies are to be used first if they are
appropriate. All persons prescribed such psychotropic Medications must have a Behavioural
Support input and where necessary a Behavioural support plan that identifies all alternative
strategies to be implemented, prior to the dispensing and administrating of such medications.
These strategies must be documented on the-individual’s PRN Protocol. There may be indication
that medication be administered earlier to support the person with known triggers this intended
purpose must be detailed in the indications on the Kardex and protocol for the medication.

PRN medication are reviewed at six monthly intervals, in order to maintain the effectiveness of the
medications for the person and safe guard their quality of life. Additional supports can be
requested from relevant members of the MDT. PRN protocol are reviewed yearly or soon if there is
a change in the indications of why it is prescribed.

All PRN documentation is recorded on pink paper to distinguish it from other medications.

Overall PRN usage is reviewed by the Medication Manager Community Liaison Co Ordinator
Monthly, to identify and track, inappropriate use. This information will be feed back to the WCI
mangers and discussed with PICs.
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PRN Protocol Pathway

Psychotropic PRN medication

PRN Protocol is to be developed by
Nursing staff or manager under the
guidance of the Prescribing Doctor

PRN protocol is to be signed by the Nurse
or manger whom developed the protocol
and the Prescribing Doctor

Protocol and PRN medication is reviewed
at the medication review every six
months by both the pharmacist and
Doctor. This date is recorded on the PRN
protocol in section 6.1

Reviewed and signed by the prescribing
Doctor at least once a year. Staff are
advised to bring the protocol to review
with prescribing doctor to request them
to review and sign.

All other PRN medication

PRN Protocol is to be developed by
Nursing staff or manager under the
guidance of the Prescribing Doctor

PRN protocol is to be signed by the
Nurse or manger whom developed it
and the Manager

Protocol and PRN medication is
reviewed at the medication review every
six months by both the pharmacist and
Doctor. This date is recorded on the PRN
protocol in section 6.1

Reviewed and signed by a Nurse or
manager at least once a year
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5.3.

53.1.

5.3.2.

5.4.

5.4.1.

5.4.2.

5.4.3.

5.4.4.

5.4.5.

5.4.6.

5.5.

5.5.1.

Sedative Medications (Pre-Med) Prior to Procedure

The requirement for a sedative Medication (Pre-Med) for a person, prior to procedure, is assessed
by the PIC and support staff and a Risk Assessment is completed, outlining the justification for
same, e.g., in order to support the person and to reduce their anxiety. This information is then
discussed with the registered Prescribing Practitioner.

Pre-Med Medications are prescribed by the registered Prescribing Practitioner as a STAT dose (for
immediate use) and details are clearly written on the Kardex, including the circumstances in which
to administer the Medications. The Nurse / Authorised Person should monitor the individual as
appropriate, post sedation, and during and after the procedure.

Controlled Drugs

Controlled Drugs, as defined in the Misuse of Drugs (Amendment) Regulations 2007. Require
additional precautions regarding their storage and administration as follows.

Storage: Upon receipt of Controlled medication, the employee receiving them must immediately
count the amount received. This amount received must be recorded then in the individual’s
Controlled Drugs Recording book (DDA or Dangerous Drugs Act book).

Controlled drugs must be stored in a double-locked press/cabinet. The key to this press must be
held by the senior staff on duty or must be securely locked away at all times.

Where a direct handover occurs, from one employee to another, a count of the amounts of
controlled drugs will be carried out by both employees who will both agree the amount and co-sign
same.

In situations where employees do not handover directly to another employee e.g., low support
houses, a local protocol for auditing the amounts of controlled drugs, must be developed to ensure
best and safe practice.

Administration: Where possible, two employees must sign for the administration of the drug and
for the amount remaining in stock.

Guidelines of the administration of Oxygen (02)

Oxygen is regard as a drug and prescribed to maintain target SpO2 level. Specific protocols should
be in place including procedures on the management and administration of Oxygen. Recording of
Oxygen administration is complete on PRN recording sheets in Kardex folder and on a person Daily
notes.

37



5.5.2.

5.5.3.

Oxygen delivery systems in Aurora are in two forms: portable oxygen tank and electronic
oxygenator. These must adhere to safe storage of oxygen due to increased potential for a fire
hazard when combined with heat and it is compressed gas therefore prevention of cylinder been
hit or knocked over, weekly checks of cylinders to be completed; on medication stock book.
Portable oxygen but be secure in transport to the wall or floor of the vehicle or in a hard protective
case. Signage is required to notify oxygen is in use storage transportation.

Portable oxygen cylinders are taken with the person out of the house in the event of a fire. Ceeps
needs to be update to include the location of all Oxygen cylinder in the event that they cannot be
removed during a fire evacuation.
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6. Section 6

6.1. Medication Errors/Near Misses

6.2. Adverse Drug Reaction Reporting

6.3. Support a person with their medication while away from the person home:

6.4. Complimentary Medications

6.5. High Alert Medicines

6.6. Medication administration via enteral feeding tubes (PEG) and Nasogastric Tube (NG)
6.7. Transdermal Patch Application /Disposal

6.8. CBD Oil
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6.1.

6.1.1.

6.1.2.

6.1.3.

6.1.4.

6.1.5.

Medication Errors

Medication error is the most common type of error affecting the supported person’s safety and is
the most common single preventable cause of adverse events. Medication errors and near miss
events should be viewed as opportunities to assess practices, identify what went wrong, learn from
mistakes and institute changes to the medication system.

All medication error or near misses are recorded on NIMS. When reporting a medication error on
NIMS it is necessary to provide a severity rating to be allocated to the error to ensure adequate risk
management and actions of same. Following is a guide in rating the severity of the error or near

miss:

Near Miss (error did not reach the person e.g., medication dropped on floor,
documentation error, popping out the wrong medication)

No injury (error reach the person but on harm caused e.g., not receiving Movicol, multi
vitamin)

Injury not required first aid (error reached the person and necessitated monitoring,
antiepileptic medication not administered or wrong dose administered)

Injury or illness, required first aid (person missing a number of doses of medication that
may require support from GP or Doctor as result)

Injury requiring medical treatment (person receiving the wrong medication or medication

that they have allergy or are sensitive too)

Long term disability/ incapacity (inc. Psychosocial)
Permanent/ incapacity (inc. psychosocial)

Death

It is essential that managers address medication errors to ensure the person supported safety and
maintaining trust with the employee team and other stakeholders. Here are steps that can be
taken for effectively managing and preventing medication errors:

For a medication error / near miss where no harm has reached the person the manger should sit
with the staff member and complete an Action Learning Analysis, this can help identify contributing
factors that may have led to the Error or near miss and share this learning with the Team to avoid
the same issue happing in the future.

For all other medication errors an Immediate Response and Reporting is required:

Open Disclosure with necessary Stakeholders in line with Patient Safety Act is imminent.

Assess the persons health: Inform the person of the error using their preferred form of
communication and the steps taken to address the error. This should be documented in the
person’s daily notes. If a medication error occurs, prioritise the person's immediate health.
Evaluate for any adverse reactions and provide first aid if needed. Call a nurse with in the
service to seek advise regarding future action.
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The Nurse will document their decision on the daily notes and this should be included in the
daily handover. The information will be review by team leader/ PIC through the medication
errors process on NIMS.

Notify Manager or Emergency Governance in managers absence. (For a medication error
consult with person and manger to ensure the persons family is advised (as required with
honesty and compassion, providing a clear explanation of the errors and any steps being taken
to address it.)

Documentation: Record the details of the incident, including the date, time, medication
involved, type of error, and any immediate interventions taken. Accurate documentation
ensures transparency and is critical for future reviews.

Conduct a thorough Investigation: Manger or designated staff to examine what led to the
error, including factors like staffing, training, environment, and processes (have safe
medication practice been followed). Manger may use Action learning Analysis template to
help guide this process once complete send ALA on to medication manager community liaison
Co-ordinator).

Implement Corrective and Preventive Actions: Where a staff responsible for the error cannot
be identified, the manager may introduce a daily loose medication count to monitor the
medication on a daily basis.

Enhance Staff Training: Provide ongoing training on safe medication practices, OJM can be
provide by a nurse on the Team or Medication manager community liaison Co Ordinator. This
should include clear instructions on how to manage medications for individuals if they need
special accommodations (like liquid medications for those with swallowing difficulties), safe
medication practices and additional guidance and support on aspects of medication
management that require additional support.

Adjust Environmental Factors: Ensure that the medication administration environment is
organised, quiet, and free of distractions, and that proper storage. Ensure Kardex folder is
clean and organised, with the Kardex clear and request pharmacy to reprint if there has been a
lot of changes or number of medications discontinued.

If the same member repeatedly responsible for medication errors, manger may request that
staff member to re training in safe and responsible medication management training. Manager
also have the option if staff continue to have issue despite support and retraining complete
additional practical assessment, completing topic specific quality conversation and requesting
that medication be only administered under supervision.

Foster a Culture of Safety and Accountability and Encourage Open Communication: Cultivate
an environment where staff members feel comfortable reporting errors without fear of
punitive consequences. This encourages learning and transparency.

Emphasise Accountability: While avoiding punitive measures, emphasise the importance of
responsibility and adherence to safety protocols.

Continuous Monitoring and Quality Improvement: Regular Audits are scheduled and
completed by Medication manager or designated person in each house in line with six monthly
provider audits. The actions will be included in the action plan provider audit. If the is
dangerous practices observed they will be addressed immediately with staff PIC/ T/L.

Review and develop action plan: Regular Review Meetings can be scheduled meetings with
the PIC/ Team Leader and medication manager community liaison co-ordinator for locations
that have a number of medication errors.

These are to review past medication errors develop a plan to support the team, analyse the
effectiveness of the changes made. This fosters a continuously improving process.

Monthly, quarterly and annual reports are developed by the medication manager community
liaison Co Ordinator to help identify trends, and develop target support and adjust training if
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6.2.

6.2.1.

6.2.2.

6.2.3.

6.2.4.

6.2.5.

6.2.6.

6.2.7.

6.3.

6.3.1.

6.3.2.

required. These reports are reviewed by the Senior management team, Director of Services
and Wellness Culture and Integration manger and discussed with PIC and teams as required.

¢ Implement a Quality Improvement (Ql) Plan: Use feedback and error reports to refine
procedures continuously and create a safer medication administration system.

e In the case of the day service attendees, the person's family should be contacted and informed
of the situation and any action that may be required at home.

Adverse Drug Reaction Reporting

Although prescription drugs must meet certain safety standards before they are approved for the
market, unexpected adverse drug events (ADEs) can occur after a drug is used in a larger
population over a longer period of time. Reporting of ADEs in the residential care setting is thus a
vital component of drug safety.

Health and Social care professionals should be aware of the indications for the medication’s
intended use for the person and have knowledge of the desired effect and potential undesirable
effects of those Medications.

A serious reaction is defined as one which is fatal, life threatening, results in persistent or
significant disability or incapacity, and results in or prolongs hospitalization.

To maximise the value of the adverse drug reactions reporting system in ensuring drug safety,
prescriber vigilance is essential. The possibility of adverse reactions must continually be borne in
mind.

If suspected, all adverse drug reaction reporting should be reported by the PIC/Team Leader firstly
to the person’s registered Prescribing Practitioner and the IMB using the Adverse Reactions Form
available from Pharmacies or G.P. surgery or the Health Products Regulatory Authority (HPRA) at
this website address www.hora.ie

A copy of the completed form should be held on file and an incident form sent to the WCI.

Adverse drug reactions have been identified as a leading cause of morbidity and mortality. As part
of their everyday care of the supported person, Nurses, Authorised employees and the team are in
prime positions to observe and report on suspected adverse reactions.

Support a person with their medication while away from the person home:

Aurora aims to facilitate all the people supported with receiving their medication while away from
their home as part of their personal plan partaking in supported employment, social outing or
another reason without issue.

A detailed individualized SOP will need to be developed with all the details to ensure the person
receives their prescribed medication in a safe and timely manner. A generic SOP on supporting a
person with medication while away from the home can be located on the Q drive. This can be
individualised to each persons need. Away consider your safe storage of medication, signing
medication out of the medication stock book and the recording of medication administered.
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6.4.

6.4.1.

6.4.2.

6.4.3.

6.4.4.

6.5.

6.5.1.

6.5.2.

6.5.3.

6.5.4.

6.6.

6.6.1.

Complimentary Medications

There is a growing recognition that alternative/complementary medications have a role to play in
services for people with intellectual disabilities. it is essential however; that consultation occurs
with the relevant registered Prescribing Practitioner prior to commencing any
alternative/complementary medication, in case of any contraindications or potential harm.

Advice regarding the use of all complementary/alternative therapies must be gained from the
relevant professionally qualified and registered complementary therapy practitioner.

Complementary therapies include but are not limited to, acupressure acupuncture, aromatherapy,
herbalism, homeopathy, massage therapy, reflexology and yoga' (N.M.B.1.2015).

Prior to the commencement of any therapy, consultation must take place with the PIC/Team
Leader, and the relevant registered Prescribing Practitioner. Minutes or notes form these
consultations must be kept on record.

High Alert Medicines

High Alert medicines are medicines that contain a heightened risk of causing significant harm to an
individual when used in error. Although mistakes may or may not be more common with these
medicines, the consequences of an error are more devastating to individuals (ISMP, 2017)

HIQA (2015) Service providers will have clear policies and procedures in place for high-alert
medicines. They mention insulin, digoxin, and methotrexate and state this is not an exhaustive list.

There is evidence of harm, including serious harms, associated with excessive or prolonged use of
low-dose codeine-containing products. This includes psychological and physical dependence.
Serious harms can occur from over exposure to the paracetamol or ibuprofen component of low
dose codeine-containing products, when these products are used in excessive doses.

For individuals who have been taking low-dose codeine-containing products regularly, assess the
appropriateness of continuing this medicine at their next scheduled medication review. Consider
advising the use of alternative analgesia where suitable, e.g. paracetamol or ibuprofen. These
medicines may continue to be prescribed, dispensed and administered if the prescriber and person
agree that this is the most appropriate treatment option for an individual. This is review at a
minimum every six months at the medication review by the pharmacist and prescribing doctor.

Medication administration via enteral feeding tubes (PEG) and Nasogastric
Tube (NG)

Medications can be administered via the PEG / NG once they have been prescribed by the persons
registered Prescribing Practitioner.
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6.6.2.

6.6.3.

6.6.4.

6.6.5.

6.7.

6.7.1.

6.7.2.

6.7.3.

6.7.4.

Medication can be administered via enteral feeding tubes — PEG and NG - by staff and those who
have completed the relevant training to administer medication via enteral feeding tubes (PEG and
NG) Training should be provided by a suitably competent healthcare professional with the
appropriate clinical and educational training.

Training should be supplemented by competency assessment and refresher training completed at
appropriate intervals, in line with peoples’ changing needs. (HIQA 2015). A robust Eternal Feeding
Policy is in place to support authorised staff in the administration of medication via PEG. Registered
Nurses only administer medication via NG tube.

Any person, who may require enteral feeding is severely compromised, and it is of paramount
importance that suitably competent professionals maintain the patency of the enteral feeding
tubes, at all times. Where the oral route of drug administration is not feasible, the interdisciplinary
team should consider all other methods, i.e., rectal, transdermal, before making the decision to use
the enteral feeding tube.

If prescribed Medications are to realise their therapeutic potential, professionals need to focus on
the details of drug administration when administering via the enteral feeding tube. A specific
registered Prescribing Practitioner’s order is required for the administration of any drug via a
feeding tube: a specific direction is also required for any tablets that must be crushed.

Transdermal Patch Application /Disposal

It is always preferable that medication is prescribed for oral use. However, situations may arise
where other routes of administration are required. Transdermal patches may be a useful
alternative for people, where the clinical condition prohibits the oral route e.g., dysphagia or
uncontroiled nausea and vomiting. Patches may also be considered where adverse side-effects
have been encountered with oral medication, where there are compliance issues, or where it is
more convenient and comfortable for the person.

Due to the delayed onset of action, patches should not be used to treat acute symptoms. Since
there are significant physiological skin changes associated with ageing, transdermal patches should
only be prescribed for the older person following a comprehensive review and, on a case, -by-case
basis.

Please ensure that when applying a new patch that the old patch has been removed and disposed
of (This can be done by folding the patch and placing in the clinical waste bin or return to pharmacy
box.)

Check the transdermal patch against the prescription sheet of the medication administration
record to ascertain the following:

¢ name of medication

e dose

e date and time of administration

® route and method of administration

¢ signature of the prescriber
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6.7.5.

6.8.

6.7.6.

6.7.7.

6.7.8.

6.7.9.

6.7.10.

Transdermal patches should not be written (dates put on) this information should be documented
in the supported persons MAR sheet as with all other medications. The intervals between
reapplication of medication should prescribed and documented by the prescribing doctor.

Cannabidiol (CBD) Oil

Aurora recognises that Cannabidiol (CBD) oil may be considered as part of a clinical treatment plan
under specific circumstances. CBD oil must be prescribed by a registered medical practitioner
under the prescriber’s personal responsibility, as it is currently an unlicensed medicine in ireland.

The product must:
e Contain no detectable THC
e Be sourced from a reputable supplier through pharmacy or approved medical channels
e No over-the-counter or family-supplied CBD oil will be administered under any
circumstances.

CBD oil will only be used when:
A person may be prescribed CBD oil after the person’s medical practitioner has assessed that
conventional treatments are unsuitable or ineffective.

Prescriptions must clearly specify:
e Product name and supplier
e Dosage and frequency
e Copy of the prescription must be keep in the Kardex folder for reference if required

Procurement of CBD oil must be handled through the service’s pharmacy arrangements or
approved supplier routes.
e Products must be stored securely, in line with standard medication storage in the locked
medication press.
e Products must be clearly labelled.
e CBD oil must be administered by trained staff, in line with the prescription instructions.
e The recording of the administration on the CBD oil will be recorded on a MARS (medication
administration record sheet)
e Staff must observe for effects or adverse reactions after administration in line with all
medication administered.
e  Weekly stock check is complete and recorded in the individuals stock book.
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7.3.
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Storage of Medications

Out of Date and disposal of Medications

Policy for the Disposal of Sharps

Needle-stick Injury

Antimicrobial Stewardship Monitoring form
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7.1. Oral Nutritional Supplements (ONS)

7.1.1. These are commercially produced products for the purpose of providing extra nutrition to meet the
individual's nutritional requirements and/or supplement their present nutritional intake. In some
instances, nutritional supplements may be the sole source of nutrition.

7.1.2. Oral Nutritional Supplements are recommended by the dietician by prescribed by the authorised
prescriber on an individual basis as a full /part component of the nutrition therapy.

7.1.3. The ONS will be written up in the drug KARDEX/Regime Prescription by the registered Prescribing
Practitioner. Staff must ensure that the recommended ONS is given as prescribed.

7.2. Thickening agents

7.2.1. Thickening agents can be used to modify the consistency of thin liquids to IDDSI (International
Dysphagia Diet Standardisation Initiative) levels 1-4 (Please see image below to describe the level).
A thickening agent are available in tubs with a scoop or sachets of powder to be added to liquid to
achieve the desired consistence. Example of thickening agents are Nutilis, Swalloweze, Thick and
Easy etc. (This is not a complete list).

(The IDDSI Framework and Descriptors July 2019)
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7.2.2,

7.2.3.

7.24.

7.2.5

7.2.6.

Thickening agents are not licensed as medicines. They are non-medicine items received via GMS
intended for the dietary management, under supervision.

Thickening agents are not required to be prescribed on the Kardex and MARS are not required.

Storage to thickening agents: Thickening agents are not medicine items and not food items, for
this reason they must be stored in a press separate from food items, labelled with an open date
and never left unsupervised. As this is not a medicine item but has a risk of asphyxiation if
consumed, a risk assessment must be completed in each location. The risk assessment will
ascertain if these items require to be stored in a locked press.

If the thickening agent is assessed to require storage in a locked press this must be identified as a
restrictive practice. All restrictive practice and associated documentation (Aurora Restrictive
Practice policy 2024) are reviewed by the restrictive practice committee annually or as required.

When may a thickening agent be required? There are three categories where individuals require
thickening agents in the fluids:

® When a person’s swallow has been assessed by Speech and Language Therapist (SALT) and
identified that they have dysphagia which is a swallowing disorder. This is characterised by
difficulty in oral preparation for the swallow, or in moving material from the mouth to the
stomach. Consequences of dysphagia can be very serious and include aspiration, choking,
malnutrition and can negatively impact on a person quality of life.

® Afterassessment by SALT a texture modified diet and/or modified fluid consistency is
recommended and this recommendation can be found in a person swallow care plan
provided by SALT.

e When SALT following extensive reviews and assessments, may deem a person as not safe
for oral intake (NPO) and may, in consultation with the person, their support team, family,
GP and / or Consultant, discharge the person from their care in relation to oral intake. A
decision may be made) to support the person to continue oral intake with the GP and / or
Consultant overseeing the supported person’s feeding, eating, drinking & swallowing
(FEDS) management.

® This scenario constitutes supporting the person to eat/ drink at risk. A Support Plan is put
in place outlining the safest constituency, texture, of food / fluid and other environmental
controls to best support the individual with their nutritional intake and minimize associated
risks.

* When a person’s oral fluid intake falls below an outlined amounts the person may be
recommended by the GP or prescribing participator to received fluids thickened to aid in
hydration. In this instance a person will have the thickening agent on the person PRN
Kardex and a PRN protocol outlining the guidance for its use.
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7.3.

7.3.1.

7.3.2.

7.3.3.

7.4.

7.4.1.

7.4.2.

7.4.3.

7.4.4.

7.4.5.

7.5.

#.5.1.

1.3.2.

7.5.3.

7.54.

Medication Reconciliation

Medication reconciliation is a formal process of obtaining and verifying a complete and accurate list
of each person’s current medication and comparing the list to those in the person’s record or
Medication’s order. It includes names of medications, dosage, frequency and route, in order to
identify any discrepancies and to ensure any changes are documented and communicated. This
results in a complete and accurate list of medication.

This reconciliation is done to avoid medication incidents such as omissions, duplications, incorrect
dosing, or drug interactions. Medication reconciliation aims to provide peoples and professionals
with the correct medication at all transitions in care, within and between health and social care
services. Transitions in care include changes in setting, service, practitioner, or level of care.

Medication reconciliation is considered complete when each medication that a person is taking has

been actively continued, discontinued, held or modified at each point of transfer, and these details
have been communicated to the next care provider (HIQA 2014).

Delivery/Collection & Storage of Prescribed Medications

All medication in Aurora (Kilkenny) services is dispensed by Community Pharmacies.

Procedures must be in place for the ordering of medicinal products from the pharmacy and the
immediate reporting and investigating of discrepancies in medication products stocks.

Prescriptions are brought to the pharmacy by an authorised person or emailed by a named person
in the Service.

Dispensed medication (Venalink packs) and loose medication bottles and creams and tablets will be
collected by an authorised person and should be secured until checked.

All medication is to be signed for on collection and the name of the person collecting must be
recorded.

Storage of Medications

Appropriate safe and secure storage should be provided for all Medications products. The place of
storage should not exceed 25 degrees.

Medication is stored in a locked press.
As directed by the pharmacy some medication may need to be stored in a fridge.

In the case of only one medication requiring refrigeration in a home, this medication can be stored
in a small locked cash type box in the fridge. The temperature should be kept between 2-8 degrees
(HIQA 2015). The keys of this should be attached to the medication keys in the designated
medication key safe, with pin lock, in the person’s house. The box is clearly labelled and locked at
all times.
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7.5.5.

7.5.6.

7.5.7.

7.6.

7.6.1.

7.6.2.

7.6.3.

7.6.4.

7.6.5.

7.6.6.

7.6.7.

7.6.8.

7.6.9.

7.6.10.

7.7.

0

Temperature of the fridge must be recorded daily and documented on a recording chart.
MDA scheduled controlled drugs will be stored in a separate locked press within the Locked press.

Keys for the press are the responsibility of the authorised person and must be kept secured in a key
box and the code only known by authorised staff

Out of date and disposal of medications

Weekly and Monthly stock of medications should be checked on a weekly basis and a record of this
weekly check should be evident in the Aurora Stock Check Book. It is important to check the
storage area weekly for expired, damaged, or unused medicines and record the check.

The expired stock, discontinued stock should be kept separate from other medicines, and are
disposed of and not further used in accordance with the relevant national legislation or local
policies.

Medicines may require to be disposed of when an individual’s treatment changes or when
treatment is discontinued. The remaining supply should be safely disposed.

Once a medication comes in contact with any bodily fluid it should be disposed of on site. Should a
person supported for e.g., spits out, regurgitates a medication these medicines should not be
returned to pharmacy as they are contaminated and can be disposed of on-side.

This disposal should be signed by two employees into the disposal of medication on site page in the
back of the medication stock book.

Expired stock and medicines no longer prescribed or required will be returned to the supplying
pharmacy for disposal.

A complete record for the disposal of medicines should be made.

In the event an expiry date is not detailed on the label contact should be made with the dispensing
pharmacist for clarification and a record kept of the clarification received (Email).

In Day Services, if medication has expired, it must be sent home for replacement and a record
made of this.

All excess medications and medications for disposal should be returned to pharmacy by an
authorized employee. The stock book should be signed and stamped by the pharmacist in the
stock check book.

Suspected or discovered defective medication

When a defect in a medication is discovered or suspected, staff must, as soon as practicable, report
the defect to Senior governance and person in charge.
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7.7.2.

7.7.3.

7.7.4.

#:2.5.

7.8.

7.8.1.

7.8.2.

7.8.3.

7.8.4.

7.8.5.

7.8.6.

7.8.7.

7.9.

7.9.2.

All suspect medicine must be labelled so it can be easily identified and inadvertent use prevented
then retained in a safe place separate from the current stock of medication ideally return to
pharmacy box.

Return the medication to the pharmacy as soon as possible.

The staff member who discovers or suspects the defect must complete a Medication error/Near
Miss Report Form.

The report must fully identify the product, the defect and the person discovering the defect and
any other important information.

Policy for the disposal of sharps

Sharps are defined as needles, ampoules and syringes.
Needles and syringes should be discarded as a single unit, where possible.

All relevant areas should have a sharps box that should be used for the disposal of needles,
syringes and ampoules only.

All needles, syringes and ampoules should be placed in this box after use.
No items should be forced into this sharps box, as this may cause an injury.

Any needle stick injuries should be immediately reported as per reporting procedure. Please refer
to needle stick injury guidelines.

It is the personal responsibility of the person using a sharp to dispose of it safely.

Needile-stick injury

In the event of a needle stick injury please refer to HSE Guidelines on the HSE website. See
also pathway at the end of this document Appendix 3.

Action to be taken following a sharp’s injury:

e Encourage the wound to bleed.

e The recipient should not suck the injury site.

e Irrigate the wound thoroughly with running water.

e Dryand cover the wound with a waterproof dressing if necessary.

e Seek medical advice.

e Report incident to Senior Management and complete incident form.
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7.10.

7.10.1.

7.10.2.

7.10.3.

7.10.4.

Antimicrobial stewardship Monitoring Form

Antimicrobial stewardship (AMS) involves coordinated interventions designed to promote the
optimal use of antimicrobial agents, including antibiotics, to improve outcomes for all people
supported in Aurora, reduce resistance, and ensure the sustainability of effective therapies.

Each person has an antimicrobial stewardship monitoring form in their Kardex. This form is to be
completed each time a person is prescribed an antibiotic (appendix 10).

The HSE preferred antibiotic use in community setting table will be filed alongside the antibiotic
monitoring form in the Kardex folder (appendix 11).

The aim of the monitoring form is to have the antibiotic history to hand when discussing with the
prescribing doctor; such as, if antibiotic therapy is indicated. The preferred first line choices of
antibiotics that are likely to be effective, have fewer side effects, and are less likely to lead to
resistant infections.
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8. Appendix 1 Abbreviation of Common Medications Management Terms

e 1/52 = e 1 week

e 2/52 e 2 weeks

e 1/12 = e 1 Month

e Dailly @ e Once a day

e Mane = - Morning

e Tarde W = —oemmmeeeee Evening

e Nocte = @ - Night

e OD = eeemmeeeee Once Daily

e B.D./BID. e Twice a day

e TID./TDS.  -oommeeeee Three times a day

e QID./QD.S.  -mmmeemmmee- Four times a day

e AltDays ~ @ - Alternate days (would be specified on request by prescribing doctor).
e STAT  —eemeeeeeee Once only at time specified

e PRN. = e Pro Re Nata — when required
e 60 e Six hourly

e PO. e Orally by mouth

e SL 0 e Sub lingual — under the tongue
e PR = s Per Rectum

e PV. = e Per vagina

o Top = eeemememeee- Topical

e Cap = - Capsule

o SC. = e Subcutaneous

e Tab = e Tablet

e M. e Intra-muscular
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Appendix 7 Medication Assessment

’7 1. Employees name

2. Assessor Name

3. Date of this assessment (within 6 weeks from training)

4. Date completed safe administration training

5. House Name

6. Assessment completed while observing administration to
following people supported

7. Yes NO

8. Perform hand hygiene as per hand washing technique

9. The staff checked “My Medication management Plan”

10. Check that information on Kardex is complete, correct
and legible

11. Check is the person prescribed short term medication
currently

12, Check Kardex for Person’s name and DOB are clearly
written on each page and that there is a photograph
attached to Kardex.

13. Check the name of each prescribed medication on the
Kardex matches

14. Check that each medication has not been discontinued.

15. The staff has knowledge of therapeutic use of each
medication and where to check information on its
normal dosage, side effects and contraindication

16. The staff checks does person have any known allergies

17. The staff checks the prescribed time each medication is
to be administered

18. The staff checks when was medication last administered
is this as prescribed?

19. The staff checks the prescribed dose of each medication

20. The staff checks the prescribed route and form of each
medication

21. The staff selects the appropriate medication/ venalink
from the press and reads the name and strength on the
pack does this match the Kardex.

22, The staff uses medicine pots, cups or spoons to avoid
making contact with medication

66



23, Where medication needs to be crushed, the staff
confirms this is authorised in written for each medication
that requires crushing.

24, The staff double checks the name of medication and
dosage with Kardex and MARS and measures or counts
the correct dose prior to administration

25. The staff locks medication press before leaving to
administer the medication

26. The staff verifies the person’s identity prior to
administration/ knows Person’s identity

27, The staff communicates information sensitively to person
prior and during administration of medication

28. All medication administered persanally by staff
dispensing medication immediately following
preparation

29. The staff stays with person until the medication is
swallowed

30. The staff signs MARS after administering medication?

31. If the medication is delayed, refused or omitted, is staff
aware of appropriate coding to document this?

32. The staff is aware that any delay/ omission is
documented in person’s daily notes?

33. The staff is aware that any delay/ omission is reportable
to medical practitioner?

34. Staff have knowledge of where non-administered and
waste medication are disposed of and where it is
recorded.

35. The staff is aware that if medication is signed for but not
given, the staff needs to put line through the mistake and
initial?

36. The staff cleans their hands between preparing
medication for each person

37 The staff is aware of 10 rights of medication

38. If liquid medication is measured, the staff will measure it
eye level using a measuring cup or syringe

39. Clean and sanitise work station after completion

40. Has person signed medication policy

41. The staff is aware of PRN medication administration
protocol

42. The staff is aware of the procedure to follow in the vent

of medication error
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Appendix 8 PRN Protocol

Au rora

Enriching Lives,

g i EnnchmgCommumhes PRN MED'CATION PROTOCOL

When a Person’s G.P. / Other Prescriber prescribe a PRN medication, this form must be completed and
added as a supplement to their Health Care Plan and a copy kept with the Person’s P.R.N. Prescription Sheet.

1. Name:

PRN Medication Prescribed:
Dose =

Route =

Minimum time between doses =

Maximum dose in 24 hours =
2. Any Special Instructions: When to use this medication i.e. as first choice medication for pain

e This is my first-choice medication for:

® My second chOiCe i ......crreemrersssssinssisscscnsses (PlEASE SEE PrOtOCOI FOF waunnneunnererenrsressssseserssssasssssnss)

® Should you check any support plans before administering this medication to me? Yes 0
(important to reference a person DIS SAT, FLACC, BSP or other relevant plans)

3. Reason for prescription of PRN medication

4. Symptoms to be identified before administering i.e. pain, anxiety, aggressiveness, or other symptoms.
Complete assessment tool if required.

5. Possible side effects

6. When to see G.P. or another prescriber.
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PRN medication reviews every 6 months (This review is documented on the medication review form)

Date of Full Medication ReVIBW uiisismssississsionisinssssissmrissississimmssissaaiein st assirsssmmisiiismasis

If PRN medication is not effective.
If PRN medication is showing adverse effects.

If PRN medication is given often.

O O s amses oo g o oo oA oo Ao oA T B T T o eSS T TR s Eo B T o s B P R e Ao

Staff SIENATUIE ...t e Date ....cccoevvinreneenn

Reviewead by .o asmisassiiis Date......ccovevecriinrinnens

Reviewed DY ......ciinice e s [DF: ] (T
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Appendix 9 PRN Psychotropic Medication Protocol

Aurora

Enriching Lives,

Numms®”  Enriching Communities PRN MEDICATION PROTOCOL

When a Person’s G.P. / Other Prescriber prescribe a PRN medication, this form must be completed and
added as a supplement to their Health Care Plan and a copy kept with the Person’s P.R.N. Prescription Sheet.

1. Name:

PRN Medication Prescribed:
Dose =

Route =

Minimum time between doses =

Maximum dose in 24 hours =

2. Any Special Instructions: When to use this medication i.e. as first choice medication for pain

This is my first-choice medication for:

My second choice i5 ... rvnrincne e (Plase see protocol for .. i)

Should you check any support plans before administering this medication to me? Yes 0
(important to reference a person DIS SAT, FLACC, BSP or other relevant plans)

3. Reason for prescription of PRN medication

4. Symptoms to be identified before administering i.e. pain, anxiety, aggressiveness, or other symptoms.
Complete assessment tool if required.

5. Possible side effects
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10.

6. When to see G.P. or another prescriber.

PRN medication reviews every 6 months

Date of Full Medication Review

If PRN medication is not effective.
If PRN medication is showing adverse effects.

If PRN medication is given often.

1] ]

Staff Signature ... Date

Prescribing DOoCtor s et Date

ReVIEWE DY ...ociriieie et e e Date......covevmrenreereenes

REVIEWET DY..oovecvii ettt st b s e s Date...occccreeverirennas
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Appendix 12 Procedure Guidelines for Subcutaneous Injection.

Subcutaneous injections are given beneath the epidermis into the loose fat and connective tissue underlying
the dermis and are used for administering small doses of non-irritating water-soluble substances.

Injection sites recommended are the abdomen (in the umbilical region), the lateral or posterior aspect of the
lower part of the upper arm, the thighs (under the greater trochanter rather than midthigh) and the
buttocks

(Lister, S. et al 2020)

Equipment
Person Kardex containing medication prescribed and MARS to record the administration of the medication

Alcohol swab

Needle (Subcutaneous injections are usually given using a 25 G needle)
Syringe containing prepared medication
Tray containing the prepared drug

Sharps Bin

Pre -Procedure

Introduce yourself to the person, explain and discuss the procedure with them, and gain their consent to
proceed, this may be implied.

Look at the person drug Kardex and check you have the correct drug, dose, date and time, route and the
expiry date on the medication.
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e Wash your hand
Procedure
e Ensure the procedure is happening in a private area and assist the person into the required position

¢ Double check the and confirm that you have the correct person and details of the prescription and allergy
status.

® Assist the person to remove the appropriate garments to expose the injection site

e Clean hands using alcohol gel or hand washing.

e Assess the injection site for signs of inflammation, oedema, infection and skin lesions
e Where appropriate, clean the injection site with a swab saturated with alcohol swab.
e Remove the needle sheath.

s Consider whether pinching a skin fold is required.(To elevate the subcutaneous tissue and lift the adipose
tissue away from the underlying muscle)

e Hold the syringe between thumb and forefinger of the dominant hand as if grasping a dart.

e |[nsert the needle into the skin at an angle of 45° and release the grasped skin (unless administering insulin,
when an angle of 90° should usually be used). Inject the drug slowly over 10-30 seconds.

¢ Withdraw the needle rapidly. Apply gentle pressure with sterile gauze. Do not massage the area (Lister, S. et
al 2020).

Post Procedure
e Ensure that all sharps are disposed of safely in sharps bin and non-sharp waste are disposed in general waste.

e Record the administration in MARS.
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Appendix 13 Procedure guidelines for intra muscular injection

An intramuscular injection deposits medication into deep muscle tissue under the subcutaneous tissue.
Site

Current research evidence suggests that there are five sites that can be used for the administration of
intramuscular injections.

Posterior superior
iliac spine

Femur

[njection site

Rectus femoris
(injection site)

Sciatic nerve

Vastus lateralis

igié}llt:;ter (injection site)
of femur
Patella
(c) The dorsogluteal injection site (d) The rectus femoris and vastus lateralis injection sites

Injection site

Humerus
Anterior superior iliac spine

Brachial artery Radial nerve

—— Injection site

lliac crest

Greater trochanter femur

(a) The ventrogluteal injection site (b) The deltoid injection site

Lister, S. et al 2020

Essential equipment

e Person Kardex and MARS.
e 70% alcohol swab

e Needle The person’s weight indicates the length of needle to use: 31.5-90.0 kg: 25 mm needle, above 90 kg:
38 mm needle

e Syringe containing prepared intramuscular medication
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Tray containing the prepared drug
Sharps Bin
Pre -Procedure

Introduce yourself to the person, explain and discuss the procedure with them, and gain their consent to
proceed, this may be implied.

Look at the person durg Kardex and check you have the correct drug, dose, date and time, route and the
expiry date on the medication.

Wash your hand
Procedure
Ensure the procedure is happening in a private area and assist the person into the required position

Double check the and confirm that you have the correct person and details of the prescription and allergy
status.

Assist the person to remove the appropriate garments to expose the injection site

Clean hands using alcohol gel or hand washing.

Assess the injection site for signs of inflammation, oedema, infection and skin lesions

Where appropriate, clean the injection site with a swab saturated with alcohol swab allow 30 seconds to dry.
With the non-dominant hand, stretch the skin slightly around the injection site.

Holding the syringe in the dominant hand like a dart, inform the patient and quickly plunge the needle into
the skin at an angle of 90° until about 1 cm of the needle is left showing To ensure that the needle
penetrates the muscle.

Pull back the plunger. If no blood is aspirated, depress the plunger at approximately 1 mL every 10 seconds
to slowly inject the drug. If blood appears, withdraw the needle completely, replace it and begin again.
Explain to the person what has occurred.

Wait 10 seconds before withdrawing the needle.

Withdraw the needle rapidly. Apply gentle pressure to any bleeding point but do not massage the site.
(Lister, S. et al 2020)

Post Procedure

Ensure that all sharps of safely in sharps bin

Record the administration in MARS.
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Appendix 14: Procedure guideline for Eye drops/ ointment administration

Ophthalmic administration involves dosage forms introduced into the eye for local effects (e.g. to treat infections),
to dilate or constrict the pupil, or to treat eye conditions such as glaucoma.

The nozzle should be held as close to the eye as possible to avoid contact with the cornea and eyelids

How to instil eye drops

Lister, S. et al 2020

How to instil Eye ointment

T

R ___ 1

(Lister, S. et al 2020)
Essential equipment
e Personal protective equipment
e Non-sterile powder-free gloves
e Person Kardex and MARS.
e Eye preparation to be administered
e Low-linting swabs
e Eye drops at room temperature or eye ointment

Pre -Procedure
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Introduce yourself to the person, explain and discuss the procedure with them, and gain their consent to
proceed, this may be implied consent.

Wash hands with bactericidal soap and water or an alcohol-based handrub.

Procedure
Ask the person to sit back with their neck slightly hyperextended or lie down.

To ensure a position that allows easy access for medication instillation and to avoid excess running down the
person’s cheek. Correct positioning minimizes drainage of eye medication into the tear duct.

Ask the person to look at the ceiling and with gloved hands carefully pull the skin below the affected eye to
expose the conjunctival sac.

If administering both drops and ointment, administer drops first.

Eye drops: Administer the prescribed number of drops, holding the eye dropper 1-2 cm above the eye. If the
person blinks or closes their eye, repeat the procedure.

Ointment: Apply a thin stream of ointment evenly along the inner edge of the lower eyelid on the
conjunctiva from the nasal corner outwards. If there is excess medication on the eyelid, gently wipe it from
the inner to the outer canthus.

Ask the person to close their eyes and keep them closed for 1-2 minutes.

Explain to the person that they may have blurred vision for a few minutes after application and someone
should stay with them to provide reassurance (Lister, S. et al 2020).

Post Procedure

After using any eye medications, any excess medication should be wiped off from the inner to the outer
canthus.

Record the administration in MARS.
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Appendix 15 Procedure guidelines of ear drops

Drugs administered via this route are intended to have a localized effect and act within the anatomy of the
ear and auditory canal

The ear should be examined, taking note of any discharge, redness or swelling, and the amount and texture
of any ear wax present, as these will give an indication of the general health of the ear (Lister, S. et al 2020).

Essential equipment
e Personal protective equipment
e Person Kardex and MARS
e Prescribed ear drops
e Tissues
Pre -Procedure

e Introduce yourself to the person, explain and discuss the procedure with them, and gain their consent to
proceed, this may be implied.

e Look at the person drug Kardex and check you have the correct drug, dose, date and time, route and the
expiry date on the medication.

e Wash your hand
Procedure
e Ask the person to lie on their side with the ear to be treated uppermost.

e Warm the drops to near body temperature by holding the container in the palm of the hand for a few
minutes.

e Wash hands and apply gloves.
e Pull the cartilaginous part of the pinna backwards and upwards

e If cerumen (ear wax) or drainage occludes the outermost portion of the ear canal, wipe it out gently with a
cotton-tipped applicator.

e Allow the drop(s) to fall in the direction of the external canal. The dropper should not touch the ear.
e Gently massage over the tragus to help work in the drops.
e Request the person to remain in their current position for 2-3 minutes.( Lister, S. et al 2020)

Post Procedure

e Record the administration in MARS.
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Appendix 16 Medication: Topical applications

Topical administration involves medication applied onto the skin and mucous membranes primarily for its
local effects, for example creams, ointments and lotions (Lister, S. et al 2020).

Essential equipment

Personal protective equipment
Medicine(s) to be applied
Kardex and MARS
Pre-procedure

Introduce yourself to the person, explain and discuss the procedure with them, and gain their consent to
proceed, this may be implied consent.

Wash hands with bactericidal soap and water or an alcohol-based handrub.

Procedure
To ensure patient privacy and dignity by taking the person to their bed room.

Take the medication to the person.

Expose the area that requires the medication and where necessary cover the person with a towel or sheet to

maintain dignity
Apply gloves and assess the condition of the skin.
If the preparation causes staining, advise the person of this.

To ensure that adequate precautions are taken beforehand such as removal of clothing and to prevent
stains.

Apply the medication to the indicated area.

Apply a suitable covering to the area, if required (Lister, S. et al 2020).
Post-procedure

Remove gloves and dispose of waste appropriately.

Record the administration on the person MARS.
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Appendix 17 Procedure guidelines of Vaginal Pessary

Medications are inserted into the vaginal canal usually for local effects such as treatment of infections and
contraceptive purposes. They can also be used for systemic effects (e.g. administration of oestrogens and
progesterone) (Lister, S. et al 2020).

Essential equipment
e Personal protective equipment
e Medicine(s) to be administered
e Kardex and MARS
e Disposable sanitary pad
e Lubricating jelly
e Warm water

Optional equipment

e Light source (e.g. lamp or torch)

Pre-procedure

e Introduce yourself to the person, explain and discuss the procedure with them, and gain their consent to
proceed, this may be implied.

e Look at the person drug Kardex and check you have the correct drug, dose, date and time, route and the
expiry date on the medication.

e Wash your hand
Procedure

e Take the person to their bedroom, close the door, keeping the person covered as much as possible to ensure
person privacy and dignity.

e Apply an apron and assist the person into the appropriate position, either left lateral with buttocks to the
edge of the bed or supine with the knees drawn up and legs parted. A light source (e.g. lamp or torch) may
be needed. This will facilitate easy access to the vaginal canal, visualize the external genitalia and vaginal
canal, and facilitate correct insertion of the pessary.

e Wash hands with bactericidal soap and water or an alcohol-based handrub, and put on gloves.
e Clean the area with warm water if necessary.

e Remove the pessary from the wrapper and apply lubricating jelly to the pessary. Lubricate the gloved index
finger of the dominant hand.

e With the non-dominant gloved hand, gently retract the labial folds to expose the vaginal orifice.

e Insert the rounded end of the pessary along the posterior vaginal wall and into the top of the vagina (entire
length of finger).

e Wipe away any excess lubricating jelly from the person’s vulval and/or perineal area
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Make the person comfortable and explain that there may be a small amount of discharge. Apply a clean
sanitary pad (Lister, S. et al 2020).

Post-procedure
Remove and dispose of gloves and apron safely.
Record the administration on persons MARS.

The person needs to retain the medication so it is recommended that the medication is administered prior
to the person going to bed, or the person should remain supine for 5-10 minutes after the pessary is
instilled.

84



Appendix 18 Administration of medication using a nebuliser

Nebuliser administration involves dosage forms that enter the body via the lungs in aerosol form with the
aim of achieving local effects, such as improving bronchodilation or improving clearance of pulmonary
secretions (Lister, S. et al 2020).

Essential equipment

Personal protective equipment
Person Kardex and MARS
Face-mask or mouthpiece
Nebulizer and tubing

Medication required

Pre-procedure

Introduce yourself to the person, explain and discuss the procedure with them, and gain their consent to
proceed, this may be implied consent.

Wash hands with bactericidal soap and water or an alcohol-based handrub.
Assist the person into an upright position, if possible in bed or a chair.

To permit full expansion of the diaphragm and facilitate effective inhalation.
Procedure

Administer only one drug at a time unless specifically instructed to the contrary.
Assemble the nebuliser equipment as per the manufacturer’s instructions.

Measure any liquid medication with a syringe or unit dose. Add the prescribed medication and diluent (if
needed) to the nebulizer chamber.

Attach the mouthpiece or face-mask via the tubing to nebuliser machine.

Ask the person to hold the mouthpiece between their lips or apply the face-mask and take a slow, deep
breath. The person may need help to hold the mask in place.

Turn on the nebuliser machine ensure a sufficient mist is formed.

Optimal nebulisation of 4 mL takes approximately 10 minutes. To ensure all medication has been received
(Lister, S. et al 2020).

Post-procedure
Clean any equipment used and/or discard all single-use disposable equipment in appropriate containers.

Record the administration on the MARS.
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Appendix 19 Procedure guidelines for administration of rectal enema

An enema is the administration of a substance in liquid form into the rectum, either to aid bowel evacuation
or to administer medication ( Lister, S. et al 2020).

Essential equipment
e Personal protective equipment
® Persons Kardex and MARS
e Disposable incontinence pad, Commode or bedpan (if required)
* Prescribed medicine solution required, or a commercially prepared enema
e Lubricating gel
Pre-procedure

* Introduce yourself to the person, explain and discuss the procedure with them, and gain their consent to
proceed, this may be implied consent.

¢ Wash hands with bactericidal soap and water or an alcohol-based handrub.

* Take the person to their bedroom, close the door, keeping the person covered as much as possible to ensure
patient privacy and dignity.

e Ensure that a bedpan, commode, incontinence pad or toilet is readily available.
Procedure
* Warm the enema to room temperature by immersing it in a jug of hot water.

® Assist the person to lie on their left side with knees well flexed, the upper knee higher up the bed than the
lower one, and with the buttocks near the edge of the bed. This allows easy passage into the rectum by
following the natural anatomy of the colon. in this position, gravity will aid the flow of the solution into the
colon. Flexing the knees ensures a more comfortable passage of the enema nozzle or rectal tube.

¢ Place a disposable incontinence pad beneath the patient’s hips and buttocks.
* Decontaminate hands with soap and water or an alcohol-based handrub and put on disposable gloves.
e Place some lubricating gel on the nozzle of the enema or the rectal tube.

* Expel excessive air from the enema and introduce the nozzle or tube slowly into the anal canal while
separating the buttocks.

* Slowly introduce the tube or nozzle to a depth of 10-12.5 cm.

e Ifan evacuant enema is used, introduce the fluid slowly by rolling the pack from the bottom to the top to
prevent backflow, until the pack is empty or the solution is completely finished.

¢ If using a funnel and rectal tube, adjust the height of the funnel according to the rate of flow desired.

* The forces of gravity will cause the solution to flow from the funnel into the rectum. The greater the
elevation of the funnel, the faster the flow of fluid.

e Slowly withdraw the tube or nozzle.

¢ Drythe person’s perineal area using gauze squares.
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Ask the person to retain the enema for 10—15 minutes before evacuating the bowel

Ensure that the person has incontinence wear in place or access to a bedpan, commode or toilet; and has
adequate toilet paper (Lister, S. et al 2020).

Post-procedure

Remove and dispose of equipment, gloves and apron. Decontaminate hands using soap and water or an
alcohol-based handrub.

Record in the administration of enema in MARS.

To monitor the person’s bowel function and record result on bowl! chart and daily notes. Observe the
person.
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Appendix 20 Procedure guidelines for administration of rectal Suppository

A suppository is a solid or semi-solid bullet-shaped pellet that is prepared by mixing a medication with a wax-
like substance that melts once inserted into the rectum Essential equipment (Lister, S. et al 2020).

Essential equipment
® Personal protective equipment
® Persons Kardex and MARS
® Disposable incontinence pad, Commode or bedpan (if required)
® One or more suppositories as required {check prescription before administering any suppository)
® Lubricating gel
Pre-procedure

¢ Introduce yourself to the person, explain and discuss the procedure with them, and gain their consent to
proceed, this may be implied consent.

® Wash hands with bactericidal soap and water or an alcohol-based handrub.

* Take the person to their bedroom, close the door, keeping the person covered as much as possible to ensure
patient privacy and dignity.

® Ensure that a bedpan, commode, incontinence pad or toilet is readily available.
Procedure

® Assist the person to lie on their left side with knees well flexed, the upper knee higher up the bed than the
lower one, and with the buttocks near the edge of the bed.

® Place a disposable incontinence pad beneath the patient’s hips and buttocks.
® Decontaminate hands with soap and water or an alcohol-based handrub and put on disposable gloves.
® Open the suppository.

* Place some lubricating gel on the blunt end of the suppository if it is being used to obtain systemic action.
Separate the patient’s buttocks and insert the suppository blunt end first, advancing it for about 2—4 cm.
Repeat this procedure if additional suppositories are to be inserted.

® Once the suppository has been inserted, clean any excess lubricating jelly from the person’s perineal and
perianal areas.

® Ask the person to retain the suppository for 20 minutes if possible or until they are no longer able to do so. If
a medicated suppository is given, remind the person that its aim is not to stimulate evacuation Inform the
person that there may be some discharge as the medication melts in the rectum (Lister, S. et al 2020).

Post-procedure

* Remove and dispose of equipment, gloves and apron. Decontaminate hands using soap and water or an
alcohol-based handrub.

® Record in the administration of suppository in MARS.

® Observe the person.
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Appendix 21 Administration of Non Prescribed Medication Authorisation

Form

Use this form to document an agreement between parent/guardian and Authorised Deansgate Staff to

Administer non- prescribed medication to person supported attending Deansgate day service

The Medication must be supplied in original container with the instruction provide be the supplier/

pharmacy in place:

Please see the attached page of the list of non-prescribed medication that Deansgate staff can administer.

Person Supported Name :

Name of the Medication to
be given to the above
named person during the
hours supported in
Deansgate day service.
Supplied in its original
packaging by the parent/
guardian.

Name of Medication:

Expiry date:

Dose:

Route:

Side effects, if any, that Deansgate staff should be
aware of:

Frequency:

Any special direction (give with food/ apply to stated
area):

| agree that the above name
medication can be
administered by Deansgate
Staff:

Signed:
Dated:

Print Name:

Address:
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Appendix 22 Administration of Prescribed Medication Authorisation Form

Use this form to provide authorisation of Deansgate staff to administer prescribed medication to the Person

Supported.

This form must be completed by doctor or authorised Prescriber.

Please complete the appropriate sections in clear writing. The prescribed medication must also be charted

on the attached MARS sheet:

Person Supported Name :

Name of the Medication to
be given to the above
named person during the
hours supported in
Deansgate day service.

Name of Medication:

Type of Medication

Dose:

Route:

Frequency:

Side effect, if any, that the Deans gate staff should be
aware of:

Stop date (if known):

Any special direction (give with food):

Please circle relevant
profession:

GP,

Doctor

Authorised Prescriber

MCN:

Print Name:

Address:

Signed:
Date:
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