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The Government has been striving to improve the quality of service at residential 

care homes (RCHs). The Department of Health, the Hospital Authority and the Social 

Welfare Department jointly compiled the “Operational Manual on Drug Management 

in Residential Care Homes for the Elderly" in 2007 to provide detailed guidelines on 

every step of the drug management flow, so as to enhance the awareness on drug safety 

and ability in drug management of RCH staff. 

In response to the development of services in recent years’ the Department of 

Health, the Hospital Authority and the Social Welfare Department have updated and 

revised the “Operational Manual on Drug Management in Residential Care Homes for 

the Elderly" to meet better the operational needs of different types of residential care 

homes and further strengthen RCH staffs' knowledge on drug management. 

The “Guide on Drug Management in Residential Care Homes 2018” is 

to RCHs for the elderly and RCHs for persons with disabilities. 

principles and procedures of drug management, quality assurance mechanisms, common 

scenes and precautions to serve as a reference for RCH staff. RCHs must also ensure 

that the drug handling arrangements are compliant with relevant legislations, including 

the Dangerous Drugs Ordinance (Cap.134), the Antibiotics Ordinance (Cap. 137), the 

and Poisons Ordinance (Cap.138) and codes of practices established by 
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Pharmacy 

relevant regulatory bodies. 

We hope that the establishment of a quality drug management system at RCHs 

would facilitate residents in need to use drugs properly and safel耳 and thereby 

effectively safeguard their health. 
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In order to have residents receive appropriate drug treatment, 
RCHs must comply with the following basic principles on drug 
management : 
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1.1 Adherence to Medical Advice 
RCHs must strictly follow the instructions and prescriptions of 
healthcare professionals when assisting residents in taking medications, 
and must not arbitrarily change the drug dosage or route of 
administration without authorisation. Medical advice should be 
sought when in doubt. 
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Drug Checking 
RCH staff must handle drugs in strict accordance with the principles 
of “3 Checks and 5 Rights" to ensure that the preparation and giving 
of drugs is correct. RCHs must ensure the prescribed drugs are given 
to the right residents and should not re-distribute drugs or use the 
drugs of individual residents on other residents without permission. 
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RCHs must store drugs in a secure place and affix clear labels. 
1.3 
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Record Keeping 
RCHs must keep a drug record for each resident and make sure that 
the information is correct and kept up-to-date. 

1.4 

Continuous Training 
RCHs must arrange staff trained with relevant training to handle 
drugs. Continuous training should also be provided for staff to 
enhance their knowledge and ability in handling drugs. 

1.5 
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Procedures for Drug Management 
Flowchart of Drug Handling 

2.1 Drug Collection 

2.1.1 Checking drug labels 

2.1.2 Drugs given on an “as needed" basis (i.e. PRN drugs) 

2.1.3 Records 

2.1.4 Updates 

Figure 1 : Drug label 

(the Hospital Authority) 

Figure 2 : How to read a drug label 

(the Hospital Authority) 

Figure 3 : Drug label 

(the Department of Health) 

Figure 4 : How to read a drug label 

(the Department of Health) 

Figure 5 : Drug label 

(private medical practitioner) 

Figure 6 : How to read a drug label 

(private medical practitioner) 



Procedures for Drug Management 
2.2 Record Keeping 

2.2.1 Individual Drug Record 

2.2.2 Medication Administration Record 

2.2.3 Updating drug record 

2.2.4 Electronic drug record 

2.3 Drug Storage 

2.3.1 Environment 

2.3.2 Equipment 

(a) Drug cabinet 

(b) Drug storage compartment 

(c) Labels 

( d) Drug packets/ bottles 

( e) Refrigerator 

2.3.3 Stock of drugs 

2.4 Drug Preparation 

2.4.1 Environment 

(a) Space 

(b) Lighting 

( c) Table surface 

2.4.2 Tools 

(a) Drug containers (medicine cup/ pill organiser) 

(b) Medicine spoon 

( c) Pill splitter 

( d) Oral syringe for drug feeding, graduated 

medicine spoon, graduated medicine cup 



Procedures for Drug Management 
2.4.3 Points to note for drug preparation 

(a) Drug prepacking and drug checking 

(b) Staff responsible for drug preparation 

(c)[3 Checks and 5 Rights] 
2.4.4 Flowchart of drug prepacking 

2.4.5 Flowchart of drug checking 

2.4.6 Designated drug preparation system 

(a) Multi-day drug preparation system 

(b) Drug preparation services provided by 

communi句 pharmacies

( c) Automated drug packaging system 

2.5 Drug Giving 

2.5.1 Equipment 

2.5.2 Pill crushers 

2.5.3 Points to note for drug giving 

2.5.4 Flowchart of drug giving 

2.5.5 Observations and records after drug giving 
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Procedures for Drug Management 

Flowchart of Drug Handling 
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RCHs collect drugs through various channels (such as hospitals, 
clinics, family members, escorts, etc.), and the staff being 
responsible for handling the drugs should follow up the matters 
listed as below : 
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2.1 Drug Collection 
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2.1.1 Check drug labels (please refer to figures 1 to 6) 
• Name of resident . Generic name/ brand name and dosage form of drugs . Drug quantity . Dosage 
• Frequency/ time of administration 
• Route of administration . Drug dispensing date 
• Name and address of hospital, clinic or medical practitioner 
• Precautions/ special instructions 
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2.1.2 If there is any query, such as questions on drugs that are given 
on an “as needed" basis (i.e. PRN drugs), ask the medical 
practitioner or institution concerned. 

口
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C
O2.1.3 Fill in the drug record of the resident, including the “Individual 

Drug Record" and “Medication Administration Record弋 based

on the information on the drug label. ZKFZKYOmzmz

• 

2.1.4 If there is any change of the resident’s prescription ( e.g. changes 
made by doctor after follow-up consultation or discharge from 
hospital), the RCHs should update the “Individual Drug Record" 
and “Medication Administration Record" on the same day. 

Procedures for Drug Management 
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Figure 1: Drug label (The Hospital Authority) 
KEEP OUT OF REACH OF CHILDREN INSU27 
INSULIN HUM削（MIXT鼠D 30) PENFILL lOOU/ML 3肌

Inject subcutaneously 
<30> unit(s) in the morning and 
<15> unit(s) in the afternoon 
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Insulin . Refrigerate before opening 
Once open, keep below 30。c,no refrigeration 
Discard 6 weeks after opening 
Shake well before use 
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Figure 2: How to read a drug label (The Hospital Authority) 

「一 l…︱耐rence code ---i 
KEEP OUT OF REACH OF CHILDREN INSU27 
INSULIN HUM閥（MIXTARD 30) PENFILL l OOU/ML 3ML 

Inject subcutaneously 

<30> un址（ s) in the morning and 

<15> unit(s) in the afternoon 
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Drug name, dosage 
form and strength 

Route of 
administration/ 
frequency/time of 
administration/dosage 
and special instructions 
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Insulin . Refrigerate before opening 
Once open ,keep below 30°C ,no refrigeration 
Discard 6 weeks after opening 
Shake well before use 
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Figure 3: Drug label (The Department of Health) 
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Antibiotic, complete the prescribed cou 「se

Take 1 hour before meal 
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KEEP OUT OF REACH OF CHILDREN 小心放置 ， 以免兒童讀服

AMPICILLIN CAP SOOMG 

One capsule to be taken four times daily 

CHAN TAI MAN 

世位Lor叫 Fanling Families Clinic, Dispensary 

28 cap 

DO P00042044 7 -1 

01/08/2018 

DR. C. CHAN 
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Figure 4: How to read a drug label (The Department of Health) 

KEEP OUT OF REACH OF CHILDREN 

AMPICILLIN CAP SOOMG 

小心放置，以兔兒童誤服
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Precautions 
rug name, dose form 
and strength 

Patient’s name 
里扭叫叫 Fanling Families Clinic, D1spens叫
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administration, dosage 
and special instructions 

One capsule to be taken four times daily 
Antibiotic, complete the p「escribed course 

Take 1 hour before meal 

Name of Clinic 
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