Standard Operating Procedure for the

HANDLING AND PURCHASING OF STOCK
Purpose:

To ensure that stock is purchased, stored and handled in compliance with the RSPGB Code of Ethics to ensure patient safety.

Scope:
The procedure is to cover sources of stock purchased, how stock is handled on arrival in pharmacy and how it is stored. This includes dealing with the necessary paperwork.

PROCEDURE
Purchasing of Stock:

Other Suppliers:

	Name of Supplier
	Telephone No.
	Account No.
	Name of Contact
	Details
(e.g. items supplied)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


· Refer to the Chemist and Druggist for manufacturers contact numbers.

· See separate instructions for how to place an order electronically (individual pharmacy SOP)
Handling of stock on arrival at premises:

· Unpack at the earliest opportunity
· Priority – fridge lines. These come from the wholesaler in separate, designated bags. Place in fridge immediately
· Check off invoice carefully (and confirm receipt if necessary):
· Check for damaged stock

· Check for missing/extra items

· Check for mispicked items

· Check expiry dates

· When unpacking miscellaneous items direct from the manufacturer, check with pharmacist about storage conditions (fridge items are usually identified).
· Put stock away (this will vary with each dispensary):

· Store stock alphabetically with the lowest strength on the left.
· Store different forms of stock in their designated areas e.g.  branded/generic stock, inhalers and respiratory devices, creams/ointments, liquids, external liquids, contraceptives, ear/eye/nose drops, injections, diabetic equipment, dressings, etc.

· Highlight drugs with similar names and packaging.
· Controlled drugs come from the wholesaler in separate, designated bags. 
· Check contents against the invoice

· Check for evidence of tampering

· Sign for receipt (pharmacist)

· Make entry in CD register

· Place stock immediately in CD cupboard

· Cytotoxic/hazardous items also come from the wholesaler in separate, designated bags. 

· Refer to pharmacist for individual storage/handling requirements (e.g. some pharmacists store methotrexate in the CD cupboard)

Dealing of discrepancies with wholesaler

Each wholesaler will have their own returns policy and documentation.

· Communicate any discrepancies ASAP, fill out appropriate paperwork and return any damaged, mispicked or short-dated goods on the next delivery run. 

· Returning some items may require special procedures e.g. CDs or fridge lines.
· If a CD is to be returned it must be kept in CD cupboard until collected. The CD register must be kept up to date and the invoice documentation must be kept with the CD invoices for two years. 
· Remember to re-order the correct item ASAP! 

Storing Invoices:

· Once checked off, the invoices are usually kept in a designated area for accounting records and easy reference. This area should contain wholesaler invoices, other supplier invoices (which may also be needed for prescription endorsements), credit notes and other stock records.

· CD invoices need to be kept separately and stored for two years

Date Checking:

· Regular date checking should be undertaken thoroughly, according to the individual dispensary protocol, and recorded.

· Short-dated stock must be significantly highlighted. 
· Expired stock must be removed from the shelves and disposed of as per protocol.

· Quarantine any expired CD stock in the CD cupboard and await destruction by an authorised person(s) – see MEP.

· It is good practice to record any expired/disposed drug.

RISKS
New staff

Similarities in packaging

Change in packaging

Similarities and changes in drug names (brand/generic)

New or unfamiliar products

Change of suppliers

REVIEW
This SOP will be reviewed when there are any changes in the law or RPSGB Code of Ethics affecting the dispensing process or in the event of staff changes. It may also be reviewed in the event of dispensing errors or critical incidents. In the absence of these events, it will be reviewed on or before the review date shown.
I have signed to say that I have read the procedure overleaf and understand the implications.

	NAME
	SIGNATURE
	DATE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Prepared by:………………………………….
Date effective from:……………….

Signature:……………………………………..
Version Number:………………….

Date of Preparation:………………………….
Date of Review:…………………...
Our normal wholesaler is:


Telephone/Fax numbers -


Account Number - 


Name of Contact -


Delivery and cut off times -














