
Standard Operating Procedure (SOP)
Medication Management and Administration Protocols
This SOP details medication management and administration protocols, including proper prescription handling,
dosage calculation, storage requirements, administration techniques, monitoring for adverse reactions, documentation
standards, and compliance with regulatory guidelines. The goal is to ensure accurate, safe, and effective medication use
to enhance patient care and minimize errors.

1. Purpose

To outline clear protocols for the safe management, handling, administration, and documentation of medications.

2. Scope

This SOP applies to all medical/nursing/clinical staff involved in medication management in [Facility/Unit Name].

3. Responsibilities

Prescribers: Ensure accurate prescribing and proper documentation.
Pharmacists: Review, dispense, and counsel on medications.
Nurses/Administrators: Prepare, administer, and monitor medications as per guidelines.
All Staff: Maintain compliance and report errors/adverse events.

4. Definitions

Term Definition

Medication
Management

Process of ensuring correct prescribing, dispensing, administering, and monitoring of
medications.

Administration The act of giving a medication to a patient via the appropriate route.

Adverse Reaction Any unintended or harmful response following administration of a medication.

5. Protocols and Procedures

1. Prescription Handling
Verify all prescriptions for patient identity, medication name, dose, route, frequency, and prescriber signature.
Clarify illegible/incomplete orders with the prescriber before administration.

2. Dosage Calculation
Double-check all dosage calculations, especially for high-alert medications and pediatric patients.
Use standardized calculation methods and checklists.

3. Storage Requirements
Store medications according to manufacturer guidelines (temperature, light, humidity, security).
Separate look-alike/sound-alike drugs and controlled substances under lock and key.

4. Administration Techniques
Follow the â€œFive Rightsâ€​ (right patient, right drug, right dose, right route, right time).
Use sterile/aseptic techniques as required by medication route.
Observe patients for immediate reactions post-administration.

5. Monitoring for Adverse Reactions
Regularly assess for and document signs of adverse drug events.
Report all suspected adverse reactions as per institutional and regulatory requirements.

6. Documentation Standards
Document medication administration in the patient's record immediately after administration.
Include date, time, medication, dose, route, and administering staff's initials/signature.
Record reasons for non-administration or medication withholding, with follow-up as needed.

7. Regulatory Compliance



Adhere to all national/local regulations (e.g., legal prescriptions, controlled substances handling).
Participate in regular audits, continuing education, and performance improvement activities.

6. References

[Insert relevant laws, accreditation standards, and institutional policy references here]

7. Revision & Review

Version Date Changes Reviewed By

1.0 [Insert Date] Initial Version [Reviewer Name/Title]

This SOP is to be reviewed annually or upon revision of applicable regulations or guidelines.
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