9.1 Sample of a Dose Administration Aid practice checklist

This checklist can be used as a guide to ensure staff meet the principles required to be observed when residents utilise DAAs to assist in managing their medication.

This checklist is a sample only and may be adapted to local needs and the range of services provided, to form part of the policy and procedures for medication management adopted by the service.

	Checklist
	Yes/No
	Further training
	Comments

	1

The staff member is able to locate and identify the policy and procedure for administering medicines in the RACS.
	
	
	

	2

The staff member is aware of the RACS polices and procedures related to infection control and hand washing techniques prior to giving out medicine.
	
	
	

	3

The staff member is able to identify the resident requiring the medicine.
	
	
	

	4

The staff member is able to identify DAA signing sheet and DAA card/chart for:

• resident’s name/photo

• number of tablets in the DAA corresponds with the number identified on the DAA card/chart

• correct time of administration
	
	
	

	5

The staff member is aware of the procedure to remove the medicine from the DAA.
	
	
	

	6

The staff member is able to give the medication cup to residents who are able to self medicate.
	
	
	

	7

Medicine is given with a glass of water/fluid. The staff member is aware of the need to observe that the resident has ingested the medicine and if not then is able to refer to policies and procedures in this instance.
	
	
	

	8

The staff member checks to see if there is more than one card/chart or any other medicine to be given to the resident at that time.
	
	
	

	9

The staff member signs the DAA medication chart to confirm that the medicine from the DAA has been given.
	
	
	

	10

The staff member identifies any ‘other medicine’ not packed into the DAA (eg: liquids, eye drops, ointments, patches and inhalers) by reading the list on the front of the card/chart.
	
	
	

	11

The staff member correctly gives ‘other medicine’ to the resident and signs for these medicines on the “Non DAA Signing Sheet”.
	
	
	

	12

The staff member is aware of the RACS policy and procedure if a dose of medicine is not taken.
	
	
	

	13

The staff member is aware of the policies and procedures when medicine is spilt or lost.
	
	
	

	14

The staff member is aware of the RACS policy and procedure to follow if the resident’s doctor changes the dose of medication.
	
	
	

	15

The staff member is aware of the RACS policy and procedure to re-order medicines.
	
	
	

	16

The staff member is aware of the RACS policy and procedure for reporting medication incidents.
	
	
	

	17

The staff is aware of the RACS policy and procedures in reporting reactions to medicine.
	
	
	


Comments:

Signature of staff member
Date

Signature of supervisor
Date
