1.3 Sample letter for staff member

RACS letterhead

Date

Name

Address

Dear Staff Member,

Re: Medication Advisory Committee

Safe and correct administration of medicines is an important outcome that needs to be met as part of our aged care accreditation. The Australian Pharmaceutical Advisory Council (APAC) has developed a series of 14 recommendations to improve outcomes for residents through the quality use of medicines.

One recommendation involves the formation of a Medication Advisory Committee (MAC) to develop policy and guidelines on implementation of best practice standards in regard to medication management. To assist us with implementation of the APAC recommendations a MAC is to be formed for our service. As a member of staff administering medicines you are invited to be involved.

The MAC will advise on implementation of standards, guidelines, policies and relevant legislation on the use and management of medicines in our service. It will also develop performance indicators and an evaluation of medication use. The MAC will be making recommendations to the Board and management on any matter relating to the use of medicines with the view of optimising health outcomes through the quality use of medicines.

It is proposed that the MAC meetings will be held on site with the first meeting being scheduled for [insert date].
Please find attached for your information the proposed MAC Terms of Reference and agenda for the first meeting as provided by the APAC Guidelines. Should you wish to add any items to agenda for discussion, please contact me.

Yours sincerely,

[Name]

[Designation]

[Contact telephone number and email address]

