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Preparing For…

New Staff

1

When new staff join your organisation, it is important to ensure they have 
the knowledge and skills required to administer medicines safely.

So we need to look at:

The Background?

Things to Consider?

Actions to Take ?

How OPUS Can Help?

Background?

When staff join your workplace, they often arrive with varied levels of experience and 
knowledge. For example, new joiners may be: 

è Individuals with no experience at all in the care sector; 
è Individuals who have previously worked at other care organisations;
è Nurses or Senior Staff with many years’ experience; or
è Agency workers who have not worked with your organisation before. 

Each of these circumstances come with potential pitfalls that should be addressed to 
ensure the safe handling of medicines in your organisation.

We have looked at the pitfalls on the next page. 
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Each type of new joiner comes with individual circumstances that should be 
reviewed before allowing them to administer medicines in your organisation.

Considerations?

Actions to Take?

Ensure your organisation has an easy-to-
read, in-date medicines policy with 
associated step-wise procedures for 
your staff to reference and follow. This 
will ensure consistency of approach.

Medicines 
policy

Foundation 
training Shadow Competency 

assess 

Individuals with no experience at all in the care sector

è Have no background with medicines administration
è Need all current guidance and best practice to be able to administer medicines 
è Can’t administer medicines before they have been assessed as competent  
è Aren’t aware of the organisation’s medicines policy & procedures
è Aren’t aware of the individual care needs of the people being supported

Individuals with previous experience
è May have had previous training and assume they know what they are doing 
è May assume they are competent 
è May bring poor practice into your organisation 
è May not have up-to-date knowledge or competence
è May not know what is best practice or current, despite having years of 

experience, or being an agency worker
è Will not have knowledge of your medicines policy and related procedures
è Aren’t aware of the individual care needs of the people being supported

Shadow staff in the workplace following 
training to ensure they can implement 
their training in their day-to-day role.

Provide accredited Safe Handling of 
Medicines (Foundation) Training to all 
staff, regardless of previous experience 
to ensure every new starter receives 
accurate, effective baseline training.

Competency assess staff yearly, in 
accordance with the requirements of 
Skills for Care. 
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How OPUS Can Help?

OPUS can prepare or review and update your medicines policy and 
procedures to make sure the procedures are in line with best practice and 
are easy to read visual flowcharts, to make them simpler to implement for 
staff (check out an example of our easy-to-read procedures on the next 
page).

1

OPUS can provide an accredited training programme for staff to ensure a 
consistent approach. Our training provides practical tips to carry out 
medicines-related procedures in line with best practice, with the aim of 
minimising errors and keeping people safe. Check out our Gold Standard 
Training Pathway below or online.

2

OPUS can provide Managers training to empower and enable Managers to 
assess competency of their staff using the Assessors Workshop for Medicines 
Handling virtual learning course. Alternatively staff competence can be 
assessed online using the foundation online competency assessment.

3

OPUS can provide medicines advice and support for staff for all medicines-
related questions and queries. OPUS can advise on reducing medicines errors 
and the remedial actions necessary to minimise the likelihood of them 
reoccurring.

4

OPUS Gold Standard Medication Training Pathway 
Care/ Support Staff in Care Services
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BEGIN HERE Safe Handling of 
Medicines 
(Foundation) Course

WHY: Update 
yourself on latest 
procedures, best 
practice & guidance

Shadowing (new staff 
only) PLUS
in-house competency 
assessment 

WHY: Evidence 
you are putting 
your essential 
medicines 
training into 
practice

Foundation Online 
Competency Assessment 

AT 1 YR

Advanced Online 
Competency 
Assessment 

WHY: Complete 
your annual 
competency 
assessment, as 
required by Skills 
for Care

AT 3 YRS

WHY: Complete your 
annual competency 
assessment, as 
required by Skills for 
Care

Safe Handling of 
Medicines (Refresher) 
Course

WHY: Refresh 
your knowledge 
and skills and 
keep up-to-date 
with regulatory 
changes

AT 2YRS

WHY: To enable you to  
support people with 
specific medical 
conditions.

� Buccal Midazolam & 
Epilepsy

� Warfarin
� Dysphagia

ONGOING

https://opuspharmserve.com/shmf-overview/)
https://opuspharmserve.com/product/assessors-workshop-medicines-handling/
https://opuspharmserve.com/opus-competency-assessment-overview/
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Case Studies from Our Customers
Medicines Procedure Example 
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Case Studies from Our Customers
Medicines Procedure Example 
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Case Studies from Our Customers
Medicines Procedure Example 
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Case Studies from Our Customers
Medicines Procedure Example 
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Case Studies from Our Customers

For further information and advice about 
how OPUS can help, please contact one of 

our friendly team:

☏ 0333 939 0053 

✎ info@opuspharmserve.com 

: www.opuspharmserve.com


