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	To be completed by the education or care service and forwarded to the parent or legal guardian when:

· medication has not been administered 

· there has been a medication incident (i.e. missed dose, incorrect dose, incorrect medication)
· post administration observations are required to be documented and communicated 


	Name of education or care service
     
	Name of Principal or Director



	Name of child or young person


	Date of incident 
	Time of incident 

	Name of medication 


	Medication administration

	Was the medication administered?

	 FORMCHECKBOX 
 NO 
	Provide details of why the medication was not administered 



	 FORMCHECKBOX 
 YES
	


	Medication incident details

	Provide details of the medication incident
 


	Medication observations

	Provide details of observations 
 


	Education or care service actions

	Provide details any actions that have been taken or that will be taken by the education or care service
 


	Parent or legal guardian actions

	Provide details any actions that have been taken or that will be taken by the parent or legal guardian
 


	Notification to parent/legal guardian

	Name of parent/legal guardian 
     
	Date of notification

 

	Mode of notification (select all that apply and provide details)

	 FORMCHECKBOX 
 Phone    


	 FORMCHECKBOX 
 Email   

 
	 FORMCHECKBOX 
 Post   

 
	 FORMCHECKBOX 
 Sent with child    


	 FORMCHECKBOX 
 Other



	Name  of person completing  form: 
	Role:  

	Contact details if parent/legal guardian or treating health professional need to discuss or require further information
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