
 

JUNE 2022    Page 1 of 4 

☏ 0333 939 0053    info@opuspharmserve.com    www.opuspharmserve.com 
© 2022 OPUS Pharmacy Services Ltd. 

INDEX OF PROCEDURES: CHILDREN’S SERVICES & SCHOOLS 

 Page 

1. Ordering and Supply Procedure (Children’s Services) .......................................................................................... 2 

2. Receiving Medicines into the Home Procedure (Children’s Services) .................................................................. 6 

3. Receiving Medicines into the School Procedure (Schools) ................................................................................. 11 

4. Medicines Reconciliation Procedure (Children’s Services) ................................................................................. 13 

5. Medicines Storage Procedure (Children’s Services) ........................................................................................... 17 

6. Medicines Storage Procedure (Schools) ............................................................................................................. 21 

7. Administration of Medicines Procedure ............................................................................................................. 24 

8. Administration of Creams and Ointments Procedure (Including Managing Fire Risk with Emollients) ............. 28 

9. Instillation of Eye Drops Procedure ..................................................................................................................... 35 

10. Instillation of Ear Drops Procedure ..................................................................................................................... 38 

11. Metered Dose Inhaler and Spacer Procedure ..................................................................................................... 41 

12. Emergency Supply of Salbutamol Procedure (Schools) ...................................................................................... 48 

13. Application of Transdermal Patches .................................................................................................................... 51 

14. Administration of Controlled Drugs Procedure (Children’s Services)................................................................. 58 

15. Administration of Controlled Drugs Procedure (Schools) ................................................................................... 64 

16. Use of Thickeners Procedure ............................................................................................................................... 67 

17. Administration by Specialised Techniques Procedure ........................................................................................ 70 

18. Administration via an Enteral Feeding Tube Procedure (Children’s Services) ................................................... 77 

19. Assisting with Insulin Procedure (Children’s Services) ....................................................................................... 81 

20. Administering of Insulin by Authorised Support Staff Procedure (Children’s Services) ..................................... 84 

21. Administration of Adrenaline Auto-Injectors in Schools Procedure (Schools) ................................................... 88 

22. Administration of Buccal Midazolam Procedure ................................................................................................. 92 

23. Recording and Record Keeping Procedure (Children’s Services)........................................................................ 96 

24. Recording and Record Keeping Procedure (Schools) ........................................................................................ 100 

25. Preparing a MAR (Including Dose Changes) (Children’s Services) .................................................................... 104 

26. Preparing a MAR (Including Dose Changes) (Schools) ...................................................................................... 110 

27. Handling Verbal Orders Procedure ................................................................................................................... 113 

28. Self-Administration Procedure .......................................................................................................................... 115 

29. Management of ‘When Required’ (PRN) Medicines Procedure ....................................................................... 117 

30. Refusal of Medicines Procedure ........................................................................................................................ 120 

31. Covert Administration Procedure ..................................................................................................................... 123 



 

JUNE 2022    Page 2 of 4 

☏ 0333 939 0053    info@opuspharmserve.com    www.opuspharmserve.com 
© 2022 OPUS Pharmacy Services Ltd. 

32. Handling Medicines Away from the Usual Care Setting Procedure .................................................................. 126 

33. Handling Homely Remedies Procedure (Children’s Service) ............................................................................ 132 

34. Over the Counter (OTC) Medicines Procedure .................................................................................................. 135 

35. Preparing Individual Health Care Plans (IHCP) Procedure (Schools) ................................................................. 138 

36. Disposal of Medicines Procedure (Children’s Service) ..................................................................................... 140 

37. Disposal of Medicines Procedure (Schools) ...................................................................................................... 144 

38. Sharing of Information Procedure ..................................................................................................................... 147 

39. Raising Concerns Procedure .............................................................................................................................. 149 

40. Handling Medicines Errors Procedure ............................................................................................................... 151 

41. Handling Medicines Recalls Procedure (Children’s Service) ............................................................................. 156 

42. Auditing Medicines Procedure .......................................................................................................................... 158 

43. Training and Competency Assessment Procedure ............................................................................................ 161 

44. Training Pathways ............................................................................................................................................. 164 

45. Do’s and Don’ts of Medicines Handling (Children’s Service) ............................................................................ 166 

  



 

JUNE 2022    Page 3 of 4 

☏ 0333 939 0053    info@opuspharmserve.com    www.opuspharmserve.com 
© 2022 OPUS Pharmacy Services Ltd. 

INDEX OF APPENDICES: CHILDREN’S SERVICES & SCHOOLS 
 

Appendix 1 Local Arrangements Form (Children’s Services) 

Appendix 2 Parental Consent Form (Schools) 

Appendix 3 Medicines Received into the School, Returned to Parents (Schools) 

Appendix 4 Personal Medicines Profile (Children’s Services) 

Appendix 5 Confirmation of Current Medicines (Children’s Services) 

Appendix 6 Fridge Temperature Record 

Appendix 7 Medication Room Temperature Record 

Appendix 8 Medication Storage Cleaning Schedule 

Appendix 9 Body Map for Prescribed Topical Medicines (Separate MAR Required) 

Appendix 10 Emergency Salbutamol Consent (Schools) 

Appendix 11 Emergency Salbutamol CA (Schools) 

Appendix 12 Risk Assessment for the Use of Emollients 

Appendix 13 Transdermal Patch Application Record 

Appendix 14 Use of Thickener Record 

Appendix 15a Buccal Midazolam CA (Buccolam Pre-Filled Syringe) 

Appendix 15b Buccal Midazolam CA (Epistatus bottle) 

Appendix 15c Buccal Midazolam CA (Epistatus Pre-Filled Syringe) 

Appendix 16a CA for the Use of AAIs - Emerade 

Appendix 16b CA for the Use of AAIs - EpiPen 

Appendix 16c CA for the Use of AAIs - Jext 

Appendix 17 Delegated Task Record Form 

Appendix 18 Staff Signatures 

Appendix 19(1) OPUS Medicines Prompt and Administration Record 

Appendix 19(2) OPUS Medicines Prompt and Administration Record 

Appendix 20 MAR - Record of Medicine Administered to a pupil (Schools) 

Appendix 21 Verbal Instruction Form 

Appendix 22 PRN Protocol 



 

JUNE 2022    Page 4 of 4 

☏ 0333 939 0053    info@opuspharmserve.com    www.opuspharmserve.com 
© 2022 OPUS Pharmacy Services Ltd. 

Appendix 23 Covert Medicines Agreement 

Appendix 24 RA for Handling Medicines Away from Usual Setting 

Appendix 25 Record for Meds Given Away from UCS (Multiple Meds) 

Appendix 26 Record for Meds Given Away from UCS (Single Meds) 

Appendix 27 Confirmation of Non-Prescribed Medicines by Pharmacist or GP 

Appendix 28 Homely Remedies List 

Appendix 29 Homely Remedies Record 

Appendix 30 Homely Remedies Authorised Staff 

Appendix 31 Parent Consent Form to Administer OTC Meds (Schools) 

Appendix 32 Individual Health Care Plan (Schools) 

Appendix 33 Returned Medicines Record 

Appendix 34 Medicines Error and Near Miss Report 

Appendix 35 Medicines Process Audit Log Sheet (Children’s Services) 

Appendix 36 Medicines Process Audit (Children’s Services) 

Appendix 37 Young Person-Centred Medicines Audit (Children’s Services) 

Appendix 38 MAR Audit (DETAILED) 

Appendix 39 MAR Checklist (WEEKLY) 

Appendix 40 Medicines Process Audit (Schools) 

Appendix 41 Medicines Process Audit Log Sheet (Schools) 

Appendix 42 Pupil-Centred Medicines Audit (Schools) 

Appendix 43 Gap Monitoring Form 

Appendix 44 CA for Medicines Handling (Schools) 

Appendix 45 CA for Medicines Handling (Children’s Services) 

Appendix 46 Administration record for PRN 

Appendix 47 Administration record for Regular medication  

Appendix 48 Staff Agreement to Abide by Medicines Policy 

 


	Index of Procedures: CHILDREN’S services & Schools
	Index of appendices: CHILDREN’S services & schools

