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About This Resource 

Purpose 

Medication administration is an important responsibility within health and social care. 
Safe working practices help protect individuals receiving care, support accurate record 
keeping and contribute to maintaining high standards of care. 

This professional awareness guide has been developed to provide a practical, easy-to-
follow checklist that reminds care staff of the key safety principles to consider before, 
during and after medication administration. 

The information within this resource is intended to support everyday good practice and 
reinforce the importance of following your organisation's medication policies, training 
and procedures. 

 

Suitable For 

This resource is suitable for: 

• Residential Care Homes  
• Nursing Homes  
• Dementia Care Services  
• Supported Living Services  
• Home Care Providers  
• Healthcare Assistants  
• Senior Care Assistants  
• Medication-Trained Care Workers  
• Team Leaders and Supervisors  
• New Care Staff as part of induction  

Learning Objectives 

After reading this guide, learners should be able to: 

• Understand the importance of safe medication administration.  
• Recognise the key safety checks that should take place before medication is 

administered.  
• Understand the recognised principles of safe medication administration.  
• Appreciate the importance of accurate recording and documentation.  
• Recognise when concerns should be reported or escalated.  
• Understand the importance of working within individual competence and 

organisational procedures.  



Important Information 

This resource has been produced for professional awareness purposes and should be 
used alongside your employer's medication policies, procedures and training. 

It does not replace practical medication training, competency assessments, clinical 
judgement or organisational guidance. 

Always: 

• Follow your employer's medication policy.  
• Work within your level of training and competence.  
• Follow individual care plans and Medication Administration Records (MAR).  
• Seek advice immediately if you are ever unsure.  
• Report medication concerns, errors or incidents in accordance with your 

organisation's procedures.  

Medication safety is everyone's responsibility. Following safe working practices helps 
protect the people you support while promoting high standards of care, 
professionalism and regulatory compliance. 
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Before You Administer Medication 

Safe medication administration begins before any medication is prepared or given. 
Taking a few moments to complete these checks can help reduce the risk of errors and 
promote the safety and wellbeing of the people you support. 

Use the following checklist as a reminder before every medication round. 

 

✔ Personal Preparation 

☐ Wash and dry your hands thoroughly before handling medication. 

☐ Follow your organisation's infection prevention and control procedures. 

☐ Wear any required Personal Protective Equipment (PPE) where appropriate. 

☐ Ensure you are fit to administer medication and free from distractions. 

☐ Never administer medication if you feel unsure or unwell without following your 
organisation's reporting procedures. 

 

✔ Environment Checks 

☐ Work in a clean, well-lit and organised area. 

☐ Minimise interruptions and unnecessary distractions wherever possible. 

☐ Ensure medication is prepared in accordance with your employer's procedures. 

☐ Keep confidential information secure at all times. 

☐ Maintain the dignity and privacy of the individual receiving medication. 

 

 

 

 



✔ Documentation Checks 

☐ Review the current Medication Administration Record (MAR). 

☐ Read any specific instructions carefully before proceeding. 

☐ Check for known allergies, sensitivities or documented precautions. 

☐ Ensure there are no changes to the individual's care plan that may affect medication 
administration. 

☐ Never rely on memory—always check the documentation provided. 

 

✔ Medication Checks 

☐ Ensure the medication matches the Medication Administration Record (MAR). 

☐ Check that the medication packaging is intact and correctly labelled. 

☐ Check the expiry date where applicable. 

☐ Follow your organisation's procedures if you identify damaged, missing or expired 
medication. 

☐ Never administer medication that you are uncertain about. 

 

✔ Individual Checks 

☐ Confirm the correct individual using your organisation's approved identification 
procedures. 

☐ Communicate clearly and respectfully with the individual. 

☐ Encourage questions where appropriate. 

☐ Observe for any concerns that may need to be reported before medication is 
administered. 

☐ Respect the individual's dignity, privacy and independence throughout the process. 

 



Professional Reminder 

Taking a few extra moments to complete these checks can significantly reduce the risk 
of medication errors and helps promote safe, person-centred care. If you are ever 
unsure about any aspect of medication administration, stop and seek guidance from 
the appropriate senior member of staff in accordance with your organisation's 
procedures. 

 

 

The Principles of Safe Medication Administration 

Medication safety relies on following recognised good practice every time medication is 
administered. These principles help reduce the risk of errors and promote safe, person-
centred care. 

The Five Rights of Medication Administration 

Before administering any medication, remember the recognised Five Rights: 

✔ Right Person 

Always confirm that the medication is being given to the correct individual using your 
organisation's approved identification procedures. 

Never make assumptions based on appearance, room number or familiarity. 

 

✔ Right Medication 

Check that the medication matches the Medication Administration Record (MAR) and 
any supporting documentation. 

Always read the medication label carefully before administration. 

 

✔ Right Dose 

Ensure the prescribed dose matches the medication being administered. 

If there is any uncertainty or discrepancy, do not proceed until advice has been 
obtained through the appropriate channels. 



 

✔ Right Time 

Medication should be administered at the correct time in accordance with the 
prescribed instructions and your organisation's procedures. 

If a dose is delayed or missed, follow local policies and report the situation where 
required. 

 

✔ Right Route 

Always ensure the medication is administered using the correct route as prescribed (for 
example, oral, topical or other authorised methods). 

Never use a different route unless specifically authorised and trained to do so. 

 

Good Professional Practice 
Alongside the Five Rights, good medication administration also includes: 

✔ Remaining focused throughout the medication round. 

✔ Communicating respectfully with the individual. 

✔ Encouraging individuals to ask questions where appropriate. 

✔ Respecting privacy and dignity at all times. 

✔ Following your organisation's medication procedures. 

✔ Reporting concerns promptly. 

✔ Recording medication administration accurately and without unnecessary delay. 

✔ Working within your level of training and competence. 

 

 



Professional Reminder 

Safe medication administration is about more than simply giving medication. It involves 
careful preparation, effective communication, accurate documentation and following 
established procedures every time. 

Consistently applying these principles helps protect the people you support while 
maintaining high standards of professional care. 

 

Quick Reminder 

Stop – Check – Administer – Record – Report (if required) 

Taking a moment to follow these simple steps can help reduce the risk of medication 
errors and promote safer care for everyone. 

 

 

 

 

 

 

 

 

 

 

 

 



After Medication Has Been Administered 

Medication safety does not end once medication has been given. Accurate recording, 
observation and appropriate follow-up are essential parts of safe practice and help 
ensure continuity of care. 

Use this checklist after every medication administration. 

 

✔ Record Administration Promptly 
☐ Complete the Medication Administration Record (MAR) in accordance with your 
organisation's procedures. 

☐ Ensure all records are clear, accurate and completed at the appropriate time. 

☐ Never record medication that has not been administered. 

☐ Never alter records without following your organisation's approved procedures. 

 

✔ Observe the Individual 
☐ Observe the individual for any unexpected changes or concerns following medication 
administration. 

☐ Listen if the individual reports feeling unwell or experiencing discomfort. 

☐ Report any concerns immediately using your organisation's reporting procedures. 

☐ Continue to provide reassurance and support where appropriate. 

 

 

 

 



✔ If Medication Is Not Taken 
Occasionally, medication may not be taken as planned. 

Examples may include: 

• The individual declines the medication.  
• The medication cannot be administered safely.  
• The medication is unavailable.  
• Concerns arise before administration.  

When this happens: 

✔ Follow your organisation's medication policy. 

✔ Record the situation accurately. 

✔ Inform the appropriate senior member of staff. 

✔ Seek guidance before taking any further action. 

Never guess what to do or make independent decisions outside your level of 
responsibility. 

 

✔ Report Medication Errors Immediately 
If you believe a medication error has occurred: 

☐ Remain calm. 

☐ Follow your organisation's medication incident procedure. 

☐ Inform the appropriate senior member of staff immediately. 

☐ Complete any required documentation accurately and honestly. 

☐ Cooperate fully with any investigation or review. 

Prompt reporting helps protect individuals and supports learning to reduce the risk of 
future incidents. 

 



✔ Store Medication Safely 
☐ Return medication to the correct secure storage location. 

☐ Follow local procedures for controlled access and security. 

☐ Dispose of medication or related waste only in accordance with your organisation's 
policies. 

☐ Leave medication areas clean, organised and secure. 

 

Professional Reminder 

Good medication administration includes accurate documentation, careful 
observation and timely communication. Recording information correctly and reporting 
concerns without delay helps maintain safe, effective and person-centred care. 

Remember, if you are ever unsure about any aspect of medication administration, stop 
and seek advice from the appropriate senior member of staff in accordance with your 
organisation's procedures. 

 

 

 

 

 

 

 

 

 



Good Practice Reminders 

Safe medication administration is an important responsibility that requires 
professionalism, attention to detail and a commitment to providing safe, person-
centred care. 

By consistently following your organisation's policies and procedures, you help protect 
the individuals you support while maintaining high standards of care and regulatory 
compliance. 

 

Professional Standards Checklist 
Always remember to: 

✔ Work within your level of training and competence. 

✔ Follow your employer's medication policies and procedures at all times. 

✔ Read and follow individual care plans and Medication Administration Records (MAR). 

✔ Respect the dignity, privacy and independence of every individual. 

✔ Maintain confidentiality in accordance with data protection legislation and 
organisational policies. 

✔ Communicate clearly, professionally and respectfully with colleagues and the 
people you support. 

✔ Report concerns, incidents or medication errors immediately using your 
organisation's reporting procedures. 

✔ Keep your medication knowledge and training up to date. 

✔ Ask for guidance whenever you are unsure. 

✔ Never take shortcuts during medication administration. 

 

 



Remember 
Safe medication administration is a team responsibility. 

Good communication, accurate documentation and following agreed procedures help 
reduce the risk of errors and contribute to safe, effective care. 

Every member of staff has an important role in promoting a positive safety culture 
where concerns can be raised promptly and learning is encouraged. 

Key Messages 
Think Safe 

Always take the time to carry out the appropriate checks before administering 
medication. 

Work Professionally 

Follow policies, procedures and your organisation's training at every stage. 

Record Accurately 

Clear and accurate documentation supports continuity of care and helps protect both 
individuals and staff. 

Speak Up 

If something doesn't seem right, stop and seek advice from the appropriate senior 
member of staff. Reporting concerns promptly is an important part of safe professional 
practice. 

Final Reminder 
This guide provides general professional awareness information only. 

It should always be used alongside: 

• Your employer's medication policies and procedures.  
• Practical medication training and competency assessments.  
• Individual care plans.  
• Medication Administration Records (MAR).  
• Current legislation, regulatory guidance and best practice.  



Never administer medication outside your level of training, competence or 
organisational authorisation. 

 

FlexiLearnHub 

Professional Online Training for Care, Catering & Hospitality 

Explore our growing range of CQC-aligned and CPD-accredited online training courses 
designed to support safe practice, professional development and high standards of 
care. 

Visit: www.flexilearnhub.com 
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