ADMINISTRATION OF MEDICATION s

QUALITY AREA 2

@ PURPOSE
This po/icy will c/ear“/y deﬁne the:

. procedures fo be fo//owed when a child requires medication while a#ending Thomastown

West Kindergarfen

N sfomge ofmedicaﬁon

. responsi/;i/iﬁes of nominated supervisor, ear/g childhood teacher, educators, sfaﬁ[
parenfs/guardians andthe approved prouiderfo ensurethe safe administration of

medication at Thomastouwn West Kindergarfen.

@ POLICYSTATEMENT

VALUES
Thomastown West Kindergaﬁen is committed fo:

. prouiding a safe and hea/fhy em/ir“onmenffor“ all chi/dren, ear“/_L/ childhood feachers,
educators, sfaﬁ[ and other persons a#ending the service

o responding appropriafe/y fo the needs ofa child who is ill or lecomes ill urhile aHending the
service

o ensuring safe and appropriate administration and storage of medication in accordance with
legislative and requlatory requirements

o protfecting child privacy and ensuring conﬁdenﬁa/ify

o maintaining a duty of care o children atthe service.

SCOPE

This po/icy app/ies tothe approz/ed prow'der, persons with managemem‘or control nominated
supervisor, persons in day—fo—dag charge, ear/y childhoodteachers, educators, sfaﬁf students,
volunteers, parenfs/guardians, children, and others a#ending the programs and activities of

Thomastown West K/nder“garfen, /nc/ud/'ng dur“ing oﬁfsh‘e excursions and activities.
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Rindicates /egis/aﬁon requ/r“emenf, and should not Ue deleted

Ensurlljg fhafparenfs/guard/ans are prowded with access to R 0 0
this po//cy

Communicating writh parents/quardians about the procedures

outlined inthis po/icy andthe parenf/guardian responsi(;i/ih’es

when requesting medication Ue administeredto their child, and R 0 0
making the medication record availalile for parenfs/guardians

fo record /nformaﬁon during operaﬁona/ hours

Ensuring that at least one educator-on dufy has a current
(withinthe previous 3 years ) approved first aid qualification,
anaphy/axis managemenﬁmining and asthma managemenf

training / @yz//m‘/bﬁ /36)

(Note: this is a minimum requirement. As a demonstration
of duty of care and best practice, ELAA recommends that all
educators have current (within the previous 3 years)
approved first aid qualifications, anaphylaxis management
training and asthma management training.)

Ensuring that all sfaﬁare fami/iar withthe prooedures forfhe
administration of medication ﬂ?/f/v‘a Attachment!)

Ensuring that each child s enr“o/menffor“m provides details offhe

name, address and telephone number of any person who is

authorisedto consentto medical treatment of, orto authorise R 0 0
administration of medication o the child / /Kjéyé//m‘/’m

160(3)(ir))

Ensuring that medication is on/y administeredto a child being R R 0
educated and cared for Ug Thomastoun West Kindergaﬁen
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when itis authorised (written or verlal ), excepf inthe case of

an anaphy/axis orasthma emergency / /@yé//m‘/ms 935 94 /

Ensuring that a medication record (r2/2r70 Sowrces meets the

requiremenfs setoutin /@yc//m‘/m g /5/ andis a/wags

availalile for“ r“ecording the administration ofmedicaﬁon fo & ] g
children at the service

Ensuring that all details in the medication record (727

Sources)have been comp/efed Uy R R 0

parenfs/guardians/aufhor“ised personsin accordance with

@74//57‘/0/7 ngjpriorfo adminisfering medication

Ensuring that medication records are kepf and stored secure/y
untilthe end of 3 years aﬁerﬂve last date on wrhich the child was R 0 0
educated and cared for by the service (7 Kequlation /85 2)(2))

Ensuring that the medication is administered in accordance with

@yu/m‘/m g5 and 96 if relevant ﬂ”q?/”foﬁ’/facﬁmmf/ /

[nforming the ECToreducaforifang medication has lreen
administeredtothe child [fefore bm’nging them to the service, and
iff/ve administration offhafmedicaﬁon is relevantto or may

aﬁ(edﬁ?e care prozfided to the child at the service

Phgsica//y /mnding the medicationto a sfaﬁ[member and
informing them ofﬁ?e appropr“iafe sfomge and administration

instructions for“fhe medication prozfided

Ensuring that no medication or over-the-counter (rz/zr7o

Dgﬁ?/}‘/ms/ products are leftin their child s bag or locker

Ensur“ing that medication is not accessilile to children and is
stored in a childproof container (/'nc/ud/ng inthe refrigerator for R 0 0

medications requiring refrigemﬁon )

Obfaining verlal authorisation for“fhe administration of
medication fr“om the child's parenfs/guar“dians/aufhor“ised

person (as recorded in the child's enrolment record ). ora

. . N . . R 0 0
reg/sfered medical practitioneror medical emergency services
when an authorised person cannot r“easonalf/y lre contacted in
an emergency (7 /%ﬁ//af/m / 75// 5///[}/
Ensuring fhafparenfs/guardians are given writfen nofice as R ) O

soon as is pradioab/e /'f medication has lreen administered in an
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emergency and where authorisation has leen g/’t/en t/erba//y

/ @7&//#/0/7 g3 /2 ) /

Ensuring that the par“enf/guar“d/an ofﬁze child and emergency
services are noﬁﬁed as soon ds is pmm‘icab/e when medication R 0 0

has been administered in an anaphy/axis orasthma emergency

(Requlation 74(2))

Being aware ofch/'/dr“en who require medication for“ ongoing
conditions orin emergencies, and ensuring that the medical
managemenfp/ans are comp/efed and attachedto the child s
enrolment form (7 Requlation /6.7 ) and displayed for use by
those caring for children (lfe/'ng sensifiveto privacy

requiremenfs )

/Drouiding a current medical managemenfp/an when their child
requires /ong—ferm treatment of a condition that includes
medication, ortheir child has leen pr“escribed medication to le

used fora diagnosed condition in an emergency

Del/e/oping and reviewing procedures forfhe authorisation and
administration of medication required forfhe treatment or 0 0 0

managemenf of /ong—fer“m conditions ﬂ? erfoﬁ#ﬁcﬁmmf//

Documenﬁng situations in which an authorised person has
provided verlal authorisation but has refused fo conf/rm the
authorisation in writing (these notes areto be kept with the

child's enrolment record )

Informing parents/quardians as soon as is practicalle if an
incident occurs in urhich the child uras administered the
incorrect medication or incorrect dose, staff forgotto administer
the medication orthe medication uras administered atthe wrong
time. Staff must also ensure that any medication that is
acc/dem‘a//y dropped is not administeredto a child or returnedto
the origina/ container, andfhafparenfs/guard/ans are /nformed

if an incident ofﬁvis nature occurs

I nfor“ming parenfs/guardians fhafnon—prescribed medication
(W[H? the exception ofsunscreen) will on/y be adminisferedfor
amaximum of48 hours, aﬁer which a medica/managemenf

p/an from a doctor will e requiredfor[fs continued use

C/ear“/y /abe///'ng non—prescr“ipﬁon medications and over-the- ) 0
counter products (forexamp/e sunblock and nappy cream)
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with the child's name. The instructions and use—lfy dates must

also be visilile

]nfor“ming parenfs/guardians fhafpamcefamo/ is nofsupp/ied
by Thomastourn West Kindergarten and thatthe administration
ofpamcefamo/ will be in line with the administration ofa// other
medication ﬂe/‘érfoﬁ#wﬁmmf] )

Ensuring medication is taken home atthe end ofeach
sess/on/dag. Unless the medication is stored at the service as

parf ofﬁze child's medical managemenfp/an 6”5 2170 Dm//?y
with Medlzal Conditons Folicy,)

Ensuring that ifa child ozferpreschoo/ age atthe service s
permittedto self-administer medication (7 Kequlation 95) an
authorisation for“fhe child+to se/f—adminisfer medication is
recorded in the medication record forthe child

De%er“mining under what circumstances a child overpreschoo/

age will be allowred to self-administer their ourn medication and

ensuring there are appropriate procedures in p/ace for sfaﬁ(fo R 0
follow inthese instances (7 Kequiation 76) ﬂg/@yﬂfa Lealing

with Medical Condion Folicy,)

PROCEDURES

o Procedures forfhe safe administration of medication - /”,;72/40/?'/7‘05/7/775/77‘/
o Administration of paracefamo/ - referto Machment.

BACKGROUNDAND LEGISLATION
BACKGROUND

[ Authorisation to administer medication

Medication (inc/uding presoripﬁon, non—presoripﬁon, over-the-counter and homeopm%io
medlcaﬁons) must not e administeredto a child at a service without the authorisation ofa
par“enf/guard/an or person withthe /awfu/ aufhor/fy fo consenttothe administration of medical
attention to the child.
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Inthe case ofan anaphy/axis orasthma emergency, where the child does not have a medical
managemenf p/an or ofherform of authorisation, f/'rsf aid treatment is provided as descrilred in the
ﬁﬁéyzﬁy/dx/s d/?a//f%/y/b Rzaction /Dakyand ﬁ’sz%/ﬂdwmmyfmmf%/bﬂ Inthis circumstance, the
child's parent/quardian and emergency services must be contacted as soon as possile afferfirst aid
has commenced / @yﬁ/az‘/m 74J Inthese instances, noﬁﬁcaﬁons of serious incidents //“f/é/“f&
De/*fh/}‘/o/?s} must be madeto the regu/m‘org aufhorifg (DE ) ﬁ? erfo 05/7'/7/}‘/0/7 }as S00N as is
pmcﬁcab/@ but not laterthan 24 hours aﬁerﬁ)e occurrence / National [ aw: Section / /4 /2 /
/@yu/m‘/m /75176, / ﬂ?/é/*z‘o Incident //yk//y [rauma and liness Po/'&y }

Inthe case of all other emergencies, itis accepfab/e to olitain verlal consenffrom a par“enf/guardian, or
fo oltain consenffrom a regisfered medical pracﬁﬁoner or medical emergency services if the child's

par“enf/guard/an cannot lre contacted.
[ Administration of medication

The approzfed proz/ider must ensurethat when ear/y childhood teachers/educator administers

medication, fhey musffo//owfhe guide/ines offhis po/icy andthe procedures outlined in Atachment /.

A medication record must be completed urith the followsing information:
a) the name offhe child
) the authorisationto administer medication ( including self-administration, if applicalile )

signed [;y a parenf/guardian ora person named inthe child's enrolment record as authorised

to consentto administration of medication
c) the name offhe medication to le administered
d) thetime and date the medication was last administered

e) the time and date orthe circumstances under which the medication should e next

administered
f) the dosage ofﬁ?e medication fo e administered
g) the manner in which the medication is to be administered

h) iffhe medication is administered to the child:

i the dosagethat uas administered
ii. the manner in urhich the medication wras administered
ji. thetime and datethe medication uras administered
iv. thenameand signature offhe person who administered the medication
v. thenameand s/gnafure offhe person who checked the dosage, /'f another personis

required under /@yé//m‘/m 75%o0 check the dosage and administration of the medication
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Services which provide education and care to a child over preschool age (as defined in the
Education and Care Services National Regulations 2011) may allow a child over preschool age
to self-administer medication. Where a service chooses to allow self-administration of
medication, the approved provider must consider the risks associated with this practice and

their duty of care, and develop appropriate guidelines to clearly specify the circumstances under
which such permission would be granted and the procedures to be followed by staff at the
service.

LEGISLATION AND STANDARDS
Relevant /egis/aﬁon and standards include but are not limited fo:

o Education and Care Services National Law Act Z010

o Education and Care Services National Regulations Z0!|

o Health Records Act 2001 (Vic)

o National Qua/ify Standard, Qua/ifg Area Z: Children's Health and Safefy
o Occupaﬁona/ Health and Safefy Act 2004 (Vic)

o Pullic Healthand Wellieing Act 2008 (Vic)

o Fullic Health and We//[reing Regu/aﬁons 2009 (Vic)

o Therapeutic Goods Act 1989 (Cth)

The most current amendments to listed legislation can be found at:

e Victorian Legislation — Victorian Law Today: www.legislation.vic.gov.au
e Commonwealth Legislation — Federal Register of Legislation: www.legislation.gov.au

Theterms deﬁned inthis section relate speciﬁca//y to this po/icy. For regu/ar/y used terms e. 9.
/‘\pproued prozfider“, Nominated supervisor, /\/oﬁﬁa[r/e comp/ainfs, Serious incidents, Duf_t/ of care, efc.
referfo the Deﬁniﬁons ﬁ/e offhe /Do/icy Works cafa/ogue.

Approu'ed firs‘l'aid qua/ificaﬁon: The list ofapprozfedfir“sf aidqua/iﬁcaﬁons, anap/’zy/axis
management and emergency asthma managementtraining is pu[r//shed onthe ACECQA welssite:

WWW.GC@CQG.gOZ/.GU

I”ness:/\ny sickness and/or associated sympfoms that aﬁ[edﬁze child's norma/parﬁcipaﬁon inthe

activities or program atthe service.

Infed'ious disease: A disease that can e spr“ead, for“ examp/e, Uy air, wateror inferpersona/ contact.
An infecﬁous disease is designafed under Victorian Law or Uy a health aufhor“ify (howez/er“ descrilred )

as a disease that would require the infeded person to Ue excluded fr“om an education and care service.

Injury:/\ny /mrm or“damage to (Z/’L@I’“SOH.
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https://www.acecqa.gov.au/
http://www.legislation.vic.gov.au/
http://www.legislation.gov.au/

Medication: Prescrilied and non—pr“escr/[red medication as a’eﬁned below.

Non-pr‘escrilred/over-fhe-coum"er medication: Refers to medicine that you can Uuy without a
pr“escr/pﬁon, inc/ud/'ng vitamins and cultural herlrs or homeopm%/c medications fhafmay have leen

recommended by an alternative health care professional such as a naturopath.
Prescrilbred medication: V\edicine, as defined inthe fﬁe/w/za/f/b GCoods Act /98T / C?‘/?j that is:

o authorised by a health care professional
N dispensed by a health care profess/ona/ witha prinfed lalrel that includes the name offhe
child Ueing prescribed the medication, the medication dosage and expiry date.

SOURCES
o Australian Children's Education and Care Qua/ify /\ufhorify (/\CECQ/‘\), Medication

Record samp/e femp/afe: WWW.acecqad.qov.au

N /‘\//ergy & /\naphy/axis Australia: Www.a//erggfads.org.au

o Asthma Australia: wurw.asthma.org.au

N Deparfmenf of Health: wurusZ. health.vic. gov.au

o Guidetothe Education and Care Services National Law andthe Education and Care
Services National Eegu/aﬁons Z0I1: WWw.acecqa.gov.au

o Guidetothe National Quality Standard (ACECQA): wurw.acecqa.gov.au

o Healthdirect: vy healthdirect. gov.au

RELATED POLICIES
o Acceptance and Refusal of Authorisation
o Administration of First Aid
. /‘\naphy/ax/s and/‘\//ergio Reactions

o Asthma Management

o Dealing with Infectious Diseases

o Dea/ing with Medical Conditions

o Dialetes

o Enrolment and Orientation

. Ep//epsy and Seizures

. Excursions and Service Events

. [ncidemﬁ ]ry’ury, Trauma and [llness

. P rivacy and Confidenﬁa/hy
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https://www.acecqa.gov.au/resources/applications/sample-forms-and-templates
https://allergyfacts.org.au/
https://asthma.org.au/
https://www2.health.vic.gov.au/
https://www.acecqa.gov.au/
https://www.acecqa.gov.au/
http://www.healthdirect.gov.au/

[n orderto assess whetherthe values and purposes ofﬁze po/icy hauve been achieved, the approz/ed

provider will:

N regu/ar“/y seek feedback from everyone aﬁeded by the po//cy r“egarding its eﬁed/u@ness

«  monitortheimplementation, compliance, complaints and incidents in relation to this policy
N keep the po/icy up fo date with current /eg/s/aﬁon, research, po/icy and best pr“ach'ce

o revisethe policy and procedures as part of the service's policy review cycle, or as required
N noﬁfy/ng all stakeholders aﬁeded by this po/icy at least |4 days before mak/ng any

signiﬁcanf changes tothis po/icy orifs procedures, unless a lesser period is necessary dueto

risk (Regulation /72 (2))

ATTACHMENTS

o Attachment |: Procedures for the safe administration of medication

o Attachment Z: Administration ofpamcefamo/

AUTHORISATION
This policy was adopted by the approved provider of Thomastown West Kindergarten on [Date].

REVIEW DATE: [ DAY]/[MONTH]/[YEAR]
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ATTACHMENT . PROCEDURES FOR THE SAFEADMINISTRATION OF
MEDICATION

Medication can only lre administered:
o ifithas leen prescrilied by a registered medical practitioner, from its original container with the original label
/nc/ud/'ng the name offhe c/w'/dfor whom itis prescr“ibed, before the expiry or use—[ry date, or
N from its origina/ container, with the or/gina/ lalrel and instructions and Uefore the expiry or use-[ry date, and in
accordance with any instructions attachedto the medication or provided by a regisfered medical pmcﬁﬁoneh either

tferba//y orin Wriﬁng.

Two sfaﬁ: one of whom must be an educator, are respons/(;/e forfhe administration of any medication |. At least one offhese

persons must hold a current (withinthe previous 3 gears) approved first aid qualification.

One person will check the details (inc/uding dosage andthe idenﬁfy ofﬁze child who is given the medicaﬁon) and witness its
administration, while the other person will administerthe medication / /@yé//m‘/a/? g5 /5))

Before adm/nisfering any medicationto a child, it is exfreme/y imporfanfforsfaﬁfo check /ffhe child has any a//ergies tothe

medication being administered.

Procedure for administration of medication:
. Washand drg hands H?oroug/v/g before admmisfermg any medication. [f appropriate, g/oves are recommended

wherever possib/e.
7. Checkthe medication recordto conﬁrm date, time, dosage and the child to whom the medication is to lre administered.
Check that prescr/pﬁon medication:

o Isinits or“igina/ container, Uear“ing the origina/ label and instructions

o isthecorrect medication, as listed in the medication record

o hasthechilds nameonit (/ffhe medication was prescr“ibed U_L/ a r“egisfer“ed med/ca/pmdiﬁoner“)
o istherequired dosage, as listed inthe medication record

o hasnot passed its expiry date.
4. Check fhafnon—prescripﬁon medication:

o Isinthe origina/ container, Uearing the origina/ label and instructions
o isthecorrect medication, as listed in the medication record

o hasthechild'snameonit

o istherequired dosage, as listed inthe medication record

o hasnot passed its expiry date.
5. When adminisfer“ing the medication, ensurethat:
. the idenﬁfy ofﬁve child is oonfirmed and matchedto the specific medication

! Note: under Regulation 95(c), this is not a requirement in an education and care service that is permitted to have only one educator to educate and care
for children
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o thecorrect dosage is given

o themedication is administered in accordance with the instructions attached to the medication, orany writfen or
verlral instructions prov/ded Uy a regisfered medical practifioner

o Uoth sfaﬁ[members oomp/efe the medication record //Pfﬂé//ﬂf/b/? 72/5)/5//(#1(1 store any remaining medication
appr“opr/afe/y, such as inthe refr“igemfor“ if requir“ed

o Oneperson will check the details (inc/uding dosage andthe /'denfifg offhe child who'is given the medioaﬁon) and
witness its administration, uhilethe ofher“per“son will administer-the medication and monitorthe eﬁed offhe
medication (/ Kequiation 75 (z))

N /nfor“m the parenf/guar“dian on arrivalto collectthe child that medication has leen administered and ensure that the
parenf/guardian oomp/efes the required details in the medication record.

Administration of medication forongoing medical conditions
Wherea child is diagnosed with a condition that requires ongoing medication or medication to lre administered in

emergencies, parenfs/guardians may authorisethe administration ofﬁve medication fora deﬁned period. Inthese cases:

. amedical managemenfp/an comp/efed by the child s doctor should lre prow'ded and attached to the child's enrolment
form (and on display, where appropriate )
o themedical managemenfp/an should define:

o thename offhe medication, dosage and frequenog of administration
o conditions under which medication should lre administered
o whatactions, ifang, should be taken fo//owing the administration offhe medication

o whenthe p/an will be reviewred.
o When medicationis required under these circumstances, sfaﬁ[ should:

o followthe procedures listed above
o ensurethatthe required details are completed in the medication record

° nohfy the parents as soon as is pracﬁca[r/e.

R efem‘o the Dm//ﬁy with Wedlcal Conditions /Da//cyfor fu rtherin fo rmation.
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ATTACHMENTZ2. ADMINISTRATION OF PARACETAMOL

There may betimes when a child a’et/e/ops a fez/er and/or lrecomes unwell while atthe service. [tis advisable in the firsf
instance to contactthe parenf/carerfo discuss any concerns alboutthe health status offhe child and faking a precauﬁonarg

approach, r“eoluesﬁhe par“enf/car“er“ collecttheir child from the service as soon as possib/e.

Signs and symptoms offeu'er

Achild has a fez/er when fheirfempemfure reads above 38°C on athermometer.
They may also be:

o unwelland hottotouch
o irritalleor crying
o moresleepythan usual
o vomitingor refusing to drink
o shivering
e IN pain
Ifababy is underthree months and has a fever above 38°C, then they should see a doctor, even ifthey have no other

sympfoms.

Signsthata child is in pain
Older children can oﬁ‘en fe//you fhaﬂ%ey have pain, a/fhough some children mig/# not e alsle to fe//you exacf/y wheretheir
painis. Younger children may showgou fhaﬁhey have pain Ug:

. crying orscreaming

o pullingaface

o changes intheir s/eeping oreating patterns
o Uecoming quiet and withdrawn

N refusing to moue, or Ueing unalileto gef comfom‘ab/e.
]fgou can'trelievethe child s pain [ry comforﬁng them and he/ping them to relaz, d/sfmcf/ng them orprozf/d/ng acool

compress, git/ing them /’Lain—r“e/ietfing medicines can he/p.

o Paracetamolcan leused for mild to moderate pain in balsies over one month old, children, adolescents and adulfs.
Howrever: iffoo much paracefamo/ is giventoa c/w'/dfor“foo /ong, it may harm the child.

N Ilrupr'ofen can be usedfor mild to moderate pain in children, adolescents and adulfs. [t should not lre used in children
underthree months of age, or e given to children with bleeding disorders.

[f achild requires paracefamo/, fami/ies will be required fo prozfide written and signed oonsenfforﬁve administration

paracefamo/.
[f parenfs/guardians requesﬁhaf educafors/sfaﬁ[ administer paracefamo/, educafors/sfaﬁ[ should:

. administer on/y to a child who has a femperature above 38°Candisin d/'scomfor#L or pain
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. administer on/_L/ one dose ofpamcefamo/ in any instance and ensurethatthe child has not had any other medicine
containing paracetamol in the last four hours

o Use prepamﬁons that contain par“acefamo/ on/y, nota ‘cold andﬂu' or combinedprepamﬁon

. Use on/g sing/e doses, disposab/e droppers or app/icafors and on/g use once per child

o Ueawuarethatthere are numerous dose forms and concentrations in pamcefamo/for“ children and administer-the

most appropriate concentration and dose forﬂve child who is Ueing administered the paracefamo/.

References
Roya/ Children's /‘/osp/fa//\/\e/bour“ne (J—u/y ZOZO), Fever in children:
h#ps://www. rch.org.au/kidsinfo/fad_sheefs/ Fever _in_children/

Roya/ Children's /‘/osp/fa//\/\e/bour“ne (J—u/y ZOZO), Fain re/ieffor“ children - pamcefamo/andibuprofen:
h#ps://www. rchorg.au/kidsinfo/fad_sheefs/ P ain_re/ief_ for_o/vi/dren/
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