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Policy Statement

This policy is to ensure that Keen2Go has clear arrangements for
recording, obtaining, storing, handling, administering and disposing of
medication. The policy will cover the prompting, assisting and
administration of oral and non-oral medication to all ur service users.
Reference to ‘service users’ includes children, young people and adults
with a learning disability and/or autism.
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Care planning

Management staff who conduct initial assessment are responsible for
obtaining details of service users’ medical needs during the care planning
process, if any exist.

The relevant manager will assess whether Keen2Go are able to assist
service users who have medical needs. If the service user's needs can be
met by Keen2Go, the manager is responsible for obtaining and recording
full details in the service user’s Personal Profile (PP), e.g. prescribed
medication, storage and administration instructions.

Keen2Go is committed to being inclusive but reserves the right to decline a
service user from participating in a service or activity if we feel we are
unable to offer support with their medical needs which they require from us.
In such instances, we will communicate this to the service user and/or their
parent or carer, and explore alternative support options collaboratively and
potentially with external agencies with consent.

Consent

Keen2Go will obtain the written consent of the parent or carer to administer
medication to any service user. On session staff should always verbalise to
service users their medication is due and gain consent each time when
administering.

Training
Only Keen2Go staff who have received training in Administering Medication
are permitted to manage care planning and/or administer medication.
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Administration

Two staff should always be present when administering medication, both
staff are responsible for checking medication is administered in a safe and
correct way to the appropriate service user. If staff have any concerns
regarding medication, for example looks different to usual or not labelled
correctly do not administer; Inform the lead and management. If staff drop
medication, do not administer this medication. Inform the lead, parent and
carer should be contacted and replacement medication to be obtained. In
the event of any medication errors happening, parents/carer/guardians
need to be informed immediately, Keen2Go follows a duty of candour
model. Management needs to be informed immediately to assess and an
incident form completed.

Keen2Go staff are not permitted to give medication to anyone other than
the service user for whom it was prescribed.

If a service user is over the age of 18 and wishes to administer and/or store
their own medication, we will conduct a risk assessment to ensure the
safety of the service user, other service users, staff and the public.

When topical medication is being applied staff are to wear gloves, they are
also to wash their hands thoroughly before and after.

When administering medication follow the “five rights” of medication
administration: right person, right medicine, right dose, right time, and right
route.

Medication

Keen2Go will only administer medication prescribed by a GP or other
registered prescriber which is received in either its original container or a
dossette prepared by parents fully labelled with the service user’s name on.
The service user PP will have the name of the medicine, the dosage and
time(s) to be administered.
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Keen2Go will only administer ‘over the counter’ medication that is provided
by parent carers and with written consent. For example shop bought
Paracetamol may be provided on weekend aways, when supplied.
However, on sessions we will not buy or administer ‘over the counter’
medication on request, if a service user needs pain relief/allergy relief or
creams etc this has to be provided by parent/carers. If a service user is
requesting this, please contact parent/carer to ask them to bring it.

Recording

Keen2Go will record written consent from the parent/carer, for staff to
administer medication on their SUI form, which is retained in the relevant
service user’s care plan record.

Medication recording forms are located on the drive, the leads have access
to this drive. Staff administering medication need to inform the lead of time
given and the lead can record.

Procedure

Capacity & consent: Adult service users (aged 18+)
Care planning decisions, prompting, assisting and administering medication
are linked to mental capacity and consent.

The Mental Capacity Act (2005) states that the assessment of capacity
should be decision-specific. This means the assessment of capacity must
be about a particular decision that has to be made at a particular time, not
about a range of decisions.

Keen2Go will obtain information about whether adult service users have
the mental capacity to make decisions about their medication (eg in initial
assessment meetings with their parents or carer), which will be recorded in
their care plan.

The nature of support provided to adult service users by staff will be either
prompting, assisting or administering medication, defined below:
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Prompting

To prompt means to remind a service user who has the mental capacity to
make their own decision to take their medication, e.g. to remind them to
take their medication at a particular time or with food. The prompt may
include passing the service user their medication or asking them whether
they have taken it.

When the nature of support required by Keen2Go has been established as
prompting, the service user is responsible for deciding whether or not to
take their medication. If the service users declines to take their medication
please record this on medication form, this will be assessed by
management whether parents/carers need to be informed in line with their
rights.

Assisting

To assist means to physically help a service user who has mental capacity
to do what they require to take their medication, eg open a medication
container or remove tablets from a blister pack.

When the nature of support required by Keen2Go has been established as
assisting, the service user is responsible for the safe management of their
medication and deciding whether or not to take their medication.

Administering
To administer means to select, measure and give medication to a service
user who does not have mental capacity to manage their own medication.

Administering medication will only be agreed after it has been determined
that the service user does not have full capacity to make their own
decisions about taking their medication.
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When the nature of support required by Keen2Go has been established as
administering, Keen2Go is responsible for the safe administration of the
service user’s medication.

Keen2Go staff have a key role in monitoring any apparent changes in
capacity, including:

e a service user who previously had capacity to manage their own
medication but now appears to lack the capacity to do so.

e a service user who lacks capacity to manage their own medication
and has previously complied with taking medication when it has been
administered but now refuses to do so.

Capacity & consent: children and young people (under 18)

In all cases, we will obtain the consent of the service user’s parent or carer
and our staff will administer medication, ie Keen2Go has responsibility for
administering medication regardless of service users capacity.

Process

The relevant manager will obtain details of service users’ medical needs
during the Initial care planning process. If these needs can be met by
Keen2Go, the relevant manager will add details to the service user’s PP,
prepare the medication form on the drive and advise staff responsible for
managing the service user’s care when they attend services or activities,
e.g. session lead.

When the service user attends, the staff member allocated on the day
must:

Check that medication is fully labelled, and contact a manager for any
variances or problems.

Store medication securely and in line with any requirements (eg
temperature control). Each session lead is provided with a locked storage
container for each service user- see storage section.
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Ensure medication is administered as prescribed by two appropriately
trained staff and recorded on the medication form on the drive.

Storage

For all service users use the relevant medication sign in and out form to
record signatures reflecting the transfer of medication between parent/carer
and Keen2Go.Unused medication, including empty containers, must
always be returned to the parent/carer and recorded on the form. If service
users are dropped off and collected by escort services, PA’s and additional
carers; they are responsible for signing on behalf of parents/guardians. For
independent travellers staff are to record with another member of staff as a
witness medication in and out.

Non-emergency medication is to be stored in individual lock bags. It
is the responsibility of the allocated staff member to keep these with them
and safe. Each service user that has medication prescribed will be
allocated a lock bag. We will ask that it is kept in their bags and brought to
sessions, failing that a session lead will have a spare to use.

This applies to on site and off site activities.

Emergency medication - Buccolam and epi-pen are not to be locked
away. It is not legally required for this specific controlled drug in a
community setting, the reason being it could delay administration during a
seizure or anaphylaxis. However it is the allocated staff member to ensure
they are fully aware of where it is allocated (in back packs etc) for usage
but also safety away from others. Medication should be kept in its secure
Individual protective plastic case till used. We will not accept it outside of
this casing on session for safety measures.
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Hygiene and infection control

Keen2Go staff administering medication must observe the highest
standards of hygiene, including using a clean area and appropriate
handwashing.

Containers

Keen2Go will keep medication in its original container or dosette box in
which it is provided by parents/carers. In exceptional circumstances,
medication may be transferred to another container, which will be fully
labelled, and the parent/carer informed immediately.

Single staff support services

Where medication support is required during single-staff services, the
relevant manager will conduct a risk assessment and obtain written
consent from the service user (where they have capacity) or their
parent/carer.

Staff medication

Keen2Go staff who bring medication to work must disclose this to the
relevant manager, who will conduct a risk assessment to ensure it is
inaccessible to others.

Incidents
Any medication-related incidents must be reported immediately to the
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relevant manager. Missed doses will be recorded on the medication form
and parents/carers informed.

In an emergency, Keen2Go will call 999 and follow emergency procedures.

All incidents will be recorded and investigated by the relevant Service
Manager.

Training Statement

All staff, during induction are made aware of the organisation’s policies and procedures,
all of which are used for training updates. All policies and procedures are reviewed and
amended where necessary and staff are made aware of any changes. Observations are
undertaken to check skills and competencies. Various methods of training are used
including one to one, on-line, group meetings, individual supervisions and external
courses are sourced as required.

Related policies

Consent

Health and safety policy

Related guidance

NICE Managing medicines for adults receiving social care in the community NG 67
https://www.nice.org.uk/quidance/ng67

NICE Medicine management for people receiving social care in the community QS171
https://www.nice.org.uk/guidance/qs171

NICE Quality Standard (QS123) Quality Standard 2 Plan for missed or late visits,
published in June 2016
https://www.nice.org.uk/quidance/qs123

NICE guidelines [NG5] Published March 2015 Medicines optimisation: the safe and
effective use of medicines to enable the best possible outcomes.


https://www.nice.org.uk/guidance/ng67
https://www.nice.org.uk/guidance/qs171
https://www.nice.org.uk/guidance/qs123

Keen2Go Policies and Procedures

https://www.nice.org.uk/guidance/ng5

CQC Medicines: |nformat|on for all adult social care

-somal—care—serwces

A guide to confidentiality in health and social care published by the Health and Social
Care Informatlon Centre NHS Dlgltal

rmatlon governance/codes -of-practice-for-handling-information-in-health-and-care/a-g
uide-to-confidentiality-in-health-and-social-care

NHS England Stopping overmedication of people with a learning disability, autism, or
both (STOMP)

https://www.england.nhs.uk/learning-disabilities/improving-health/stomp/

CQC: Regulation 20: Duty of candour
https://www.cqc.org.uk/guidance-providers/reqgulations-enforcement/regulation-20-duty-
candour

CQC Multi-compartment compliance aid
https://www.cqc.org.uk/quidance-providers/adult-social-care/multi-compartment-complia
nce-aids-mcas-adult-social-care
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