SOP Template: Protocols for Medication Errors and
Incident Reporting

This SOP describes protocols for medication errors and incident reporting, including the identification,
documentation, and immediate actions required when a medication error occurs, guidelines for notifying relevant
healthcare personnel, steps for assessing patient impact, and procedures for incident investigation and root cause
analysis. It emphasizes timely and accurate reporting to ensure patient safety, improve healthcare quality, and prevent
recurrence by implementing corrective and preventive measures.

1. Purpose

To outline standardized protocols for identifying, documenting, managing, and reporting medication errors and related
incidents, ensuring patient safety and continuous quality improvement in healthcare delivery.

2. Scope

This SOP applies to all healthcare professionals (physicians, nurses, pharmacists, etc.) involved in the prescribing,
dispensing, administering, and monitoring of medications within the facility.

3. Definitions

Term Definition

Medication | Any preventable event that may cause or lead to inappropriate medication use or patient harm while

Error the medication is in the control of the healthcare professional, patient, or consumer.

Incident Any event or circumstance that could have, or did, lead to unintended or unnecessary harm to a patient
or a complaint, loss, or damage.

Root

Cause Structured process for identifying the fundamental causes of medication errors or incidents.

Analysis

4. Responsibilities

¢ All Healthcare Staff: Must promptly identify, document, and report medication errors/incidents.

¢ Supervisors/Managers: Ensure errors and incidents are reported and investigated. Provide necessary support
and education.

¢ Quality and Safety Team: Conduct incident investigations, root cause analysis, and identify corrective and
preventive measures.

5. Procedure

5.1 Identification of Medication Errors

1. Remain vigilant for signs of medication errors at all stages (prescribing, dispensing, administration, monitoring).
2. Examples: incorrect medication, wrong dose, wrong route, wrong time, omission, administration to wrong patient.

5.2 Immediate Actions

1. Stop further administration of the incorrect or potentially harmful medication.

2. Assess and stabilize the patient as required.

3. Notify the attending physician and senior nurse immediately.

4. Implement emergency treatment or monitoring as needed to mitigate patient harm.

5.3 Documentation

1. Record full details of the incident in the patient's medical record and medication error report form, including:
o Date and time of error



o Type of error
o Individuals involved and actions taken
o Patient outcome

5.4 Reporting

1. Submit the completed incident report to the designated authority/team within 24 hours.
2. Notify risk management/quality assurance as per institutional policy.

5.5 Assessment and Investigation
1. Conduct a patient assessment to determine the impact and required interventions.

2. Initiate a root cause analysis for significant or sentinel events, involving multidisciplinary teams.
3. Document findings and recommended corrective actions.

5.6 Implementation of Corrective and Preventive Actions

1. Apply approved corrective and preventive measures to address the identified issues.
2. Educate staff on lessons learned and policy updates, if applicable.
3. Monitor compliance and effectiveness of implemented measures.

6. Reporting Tools and Forms

¢ Medication Error/Incident Report Form (include template as appendix).
e Electronic reporting system, if available.

7. Confidentiality

All reports and investigations will be kept confidential in line with institutional policy and regulatory requirements.
Information is used solely for safety improvement, not for punitive purposes.

8. Review & Training

e This SOP will be reviewed annually or after any significant error to ensure ongoing applicability and effectiveness.
¢ Relevant staff must receive regular training on medication safety and incident reporting protocols.

9. References

¢ World Health Organization. Medication Errors: Technical Series on Safer Primary Care.
¢ Institute for Safe Medication Practices. Medication Error Reporting Programs.
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