STANDARD OPERATING PROCEDURE   |   Monthly Medication Audit
Standard Operating Procedure
Monthly Medication Audit
	SOP Reference
	MED-05

	Category
	Medication

	Risk Level
	HIGH

	Applies to
	Medication lead / manager

	Version
	1.0 (DRAFT for manager review)

	Date created
	June 2026

	Review date
	June 2027 (review at least annually)

	Owner / approver
	Andrea Tomkins (Registered Manager)



1. Purpose
A regular medication audit checks that medicines are being managed safely and that records are accurate and complete. It catches problems early and provides evidence of good governance to CQC.
2. When this procedure applies (the trigger)
1. Scheduled monthly audit (and after any serious medication incident).
3. What to do — step by step
1. Check MAR charts for completeness: no gaps, correct codes, signatures present, allergies recorded.
1. Reconcile stock: count a sample of medicines and compare to records; fully reconcile controlled drugs against the register.
1. Check storage: cupboards/trolley locked, fridge and room temperatures logged and in range, no expired stock.
1. Check ordering and disposal records are up to date and accurate.
1. Check PRN protocols, covert/crushing authorisations and care plans are in place and current.
1. Confirm staff administering medicines are trained and competency-assessed and that records prove it.
1. Record findings, rate compliance, and create an action plan for anything that fails — with owners and deadlines.
1. Follow up previous audit actions to confirm they were completed.
4. Do and Don't summary
	✓ WHAT YOU SHOULD DO
1. Audit MARs, stock, storage and records every month
1. Fully reconcile controlled drugs to the register
1. Record findings and create a dated action plan
1. Follow up that previous actions were completed
1. Use audit results to improve practice and training
	✗ WHAT YOU SHOULD NOT DO
1. Do NOT treat the audit as a tick-box exercise
1. Do NOT ignore small discrepancies — they signal bigger issues
1. Do NOT leave actions without an owner or deadline
1. Do NOT skip the audit during busy months
1. Do NOT file it away without acting on it



5. Who to contact
	Medication lead / manager
	Name: Andrea Tomkins   Tel: 01704 564801 / 07912 939719

	Supplying pharmacy (support/advice)
	Tel: ______________

	GP surgery
	Tel: 01704 566646



6. Recording
Keep completed audit forms and action plans on file. The trend across months shows whether medicines management is improving — key evidence for the 'Safe' and 'Well-led' areas at inspection.
7. Related procedures
1. All MED SOPs
1. Quality audits SOP
8. Manager review checklist
Confirm: an audit tool/checklist exists; a named person owns the monthly audit; action plans are tracked to completion. Complete header boxes and mark 'Done'.
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