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MEDICINES PROCESS AUDIT (CARE HOMES) – LOG SHEET


How to use this document
· It may not always be possible to audit all areas in the required detail all at once.
· The ‘Medicines Process Audit’ has been designed to allow audit topics to be considered individually over periodic cycles (for example, every 3 - 6 months). 
· This ‘Medicines Process Audit - Log Sheet’ can be used to keep a record of all audits carried out using the ‘Medicines Process Audit’ over the course of 1 year
· Certain topic areas may need to be audited on a more frequent basis. This will be a risk-based decision determined by each service. 	
	Audit Topic Area
	Date of Audit

	
	
	Q1 (January - March)
	Q2 (April - June)
	Q3 (July - September)
	Q4 (October - December)

	1. 
	Training and Competency Assessment 
	
	
	
	

	2. 
	Supply & Ordering of Medicines 
	
	
	
	

	3. 
	Receiving Medicines & Medicines Reconciliation
	
	
	
	

	4. 
	Storage of Medicines 
	
	
	
	

	5. 
	Medicines Administration
	
	
	
	

	6. 
	Management of Controlled Drugs 
	
	
	
	

	7. 
	Medicines Support
	
	
	
	

	8. 
	Disposal of Medicines 
	
	
	
	

	9. 
	Covert Administration of Medicines 
	
	
	
	

	10. 
	Medicines Incidents and Adverse Effects
	
	
	
	

	11. 
	Non-Prescribed Medicines & Homely Remedies
	
	
	
	





	

Additional Audit Tools 
Person Centred Medicines Audit 
· This audit tool contains fewer questions than the Medicines Process Audit. 
· The questions are more person specific in nature. 
· This audit tool can be used more frequently (for example, every month).

Risk Identification and Categorisation Tool 
· This tool can be used to demonstrate risk-based auditing. 
· When an issue is identified (either during a regular audit or at any other time), this tool can be used to document the associated risks and the plan of action that needs to be implemented to effectively manage or resolve that risk.  

Medicines Administration Record (MAR) Checklist (Weekly)
· This checklist can be completed on a weekly basis (or at a frequency set by the service)
· This checklist can be used as a checklist of MARs for 1) An individual person 2) All people or 3) A sample size as part of regular 'spot-checks'.  Each service should determine how best to use this checklist.

Medicines Administration Record (MAR) Audit (Detailed)
· This audit tool provides a more detailed inspection of the medicines administration and recording of administration for a specific person. 
· This audit could be used as an in-depth spot-checking tool over a period of time determined by the service. For example, if a regular audit identifies some issues in relation to the recording of medicines administration, this audit tool could be used for a more in-depth audit of the medicines administration and recording processes. 
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