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	HANDLING & CONTROL OF DRUGS: (1) ORDERING & STORAGE



A: MONTHLY DRUG ORDERING PROCEDURE

The main supply of prescription drugs and medicines is sourced through the Lloyds Monitored Dosage System (MDS) where drugs are pre-dispensed and sealed into blister packs
The ordering procedure followed by the nominated Care Manager/RGN is as follows:

1. During week one of each month, re-order for the next month, as follows:

1.1 Tick or cross the items on the green MAR sheet.

1.2 Write in the number of days required.

1.3 Write in any direction changes.

1.4 Tick or cross items as required on the repeat prescription forms.

1.5 Write any new items onto the repeat prescription form and send a separate list of new items (these will then be added to Dr Shepheard & Partners’ computer for future months).

1.6 Deliver the folder containing all documents to the Receptionist at West Byfleet Health Centre.

2. Arrange for the new prescriptions to be collected from West Byfleet Health Centre, as soon as they are ready.  Complete the reverse of the forms.

3. Check the prescriptions against the items ordered and query any missing items with West Byfleet Health Centre.

4. Once all the prescriptions have been checked, telephone Lloyds MDS and ask for them to be collected.

5. When the new drugs arrive:

5.1 Check them against the M.A.R. Sheets and the previous month’s blister pack
5.2 Query any missing items with Lloyds MDS
5.3 Sign the M.A.R. Sheets to confirm that each item has been received

5.4 Remove the old blister packs and check for any remaining tablets.  If there are any remaining, enter them in the returns file
5.5 Put away the new blister packs and dressings
5.6 Place all liquids in the cupboard behind any old stock
6.
Once a week two RGN’s stock check all controlled drugs and sign the controlled drug book

B: STORAGE OF DRUGS

1. CONTROLLED DRUGS / OTHER DRUGS / MEDICINES / CURRENT BLISTER PACKS:
1.1 All of these drugs and medicines are stored in the scheduled cupboard or refrigerator situated in the locked pharmacy on the ground floor of the Home.

1.2 The room, cupboard and refrigerator are locked at all times, and the keys are ONLY held by the Nurse-in-Charge.  The following are the relevant keys:

1.2.1 Metal Wall Cupboard

1.2.2 Controlled Drugs (CD) within the Metal Wall Cupboard

1.2.3 Refrigerator

1.2.4 Trolley

1.2.5 Main door

1.3 The various storage facilities are as follows:

1.3.1 Metal Wall Cupboard - contains unopened bottles of medicine required for the current months needs.  Any discontinued drugs are disposed of as per Policy P-78
1.3.2 Controlled Drugs Cupboard - contains only those drugs in current use, but may at times contain those CD’s waiting to be disposed of
1.3.3 The blister packs for the new month are placed in the appropriate trolley. (Two Trolleys one for ground floor, one for 1st floor. Each trolley is kept in a locked room, and is attached to the fabric of the building)

The Pharmacist will have labelled each pack indicating the drug, the strength, the dosage, the frequency of administration and any special instructions (e.g. after food).  Each pack is labelled with the resident's name, drug, form and strength, frequency of administration and any special instructions (e.g. "to be taken after food").  A divider with the resident’s name and allergy label heads each resident’s supply 
1.3.4 Refrigerator - contains those drugs, medicines and other applications, which require cool storage (between 2oC and 8oC).  The daily maximum and minimum temperatures are recorded in a book kept in the Pharmacy
1.3.5 Trolley – In addition to the blister packs, bottled or boxed drugs required for the month are stored here. (Analgesia, laxatives and antacids.) 

2. STORAGE OF EYE / EAR DROPS & OINTMENTS:
2.1 These are to be stored as indicated on the label, e.g. in the refrigerator or on the medicine trolley.

2.2 They are to be dated from the opening date.

2.3 They are to be used only for a NAMED resident, and as prescribed.

2.4 They are to be recorded on a M.A.R. sheet, duly signed.

3. STORAGE OF ENEMAS, BLADDER WASHOUTS, LOTIONS & TOPICAL APPLICATIONS:
These are to be stored in the Pharmacy, and only used as prescribed.

REFERENCES:

Form F-11: M.A.R. Sheet

Form F-12: Specimen Signature List

Form F-13: Home remedies list with indications for use, possible interactions and contra- 

                 indications. Signed by GP. 

