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Pharmacy Employee Procedure And Training Matrix


	Procedures/Training Course
	Employee Name, Signature and Date When Training In Standard Operating Procedure Was Understood & Completed

	New Staff Induction Programme
	Name:
	Name:
	Name:
	Name:

	Basic Operations & Role Profile
	Date of Completion/Signature
	Date of Completion/Signature
	Date of Completion/Signature
	Date of Completion/Signature

	Health & Safety In The Pharmacy Incl. Fire Evacuation Procedure
	
	
	
	

	Dispensing SOP (ES.1)
	
	
	
	

	Prescription Reception
	
	
	
	

	Pharmaceutical Assessment
	
	
	
	

	Intervention & Problem Solving
	
	
	
	

	Labelling & Assembly
	
	
	
	

	Accuracy Check
	
	
	
	

	Prescription Transfer
	
	
	
	

	Dispensary Stock Management
	
	
	
	

	Fridge Temperature Monitoring
	
	
	
	

	Dispensing Assistants NVQ2 Course Completion
	
	
	
	

	Dispensing Technicians NVQ3 Course Completion 
	
	
	
	

	Dispensing Checking Course Completion
	
	
	
	

	Repeat Dispensing SOP (ES.2)
	
	
	
	

	Understanding Batch Issues
	
	
	
	

	Appropriateness Of Supply
	
	
	
	

	Recording Supply & Changes
	
	
	
	

	Waste Disposal (ES.3)
	
	
	
	

	Current Waste Regulation
	
	
	
	

	Handling To Reduce Risk 
	
	
	
	

	Hazardous Waste Handling
	
	
	
	

	Promotion Of Healthy Lifestyle (ES.4)
	
	
	
	

	Knowledge Of Public Health Messages & Where To Access Information
	
	
	
	

	Pharmacy Public Health Campaigns
	
	
	
	


	Procedures/Training Course
	Employee Name, Signature and Date When Training In Standard Operating Procedure Was Understood & Completed

	Signposting (ES.5)
	Name:
	Name:
	Name:
	Name:

	Information Provision Of Health & Social Care Services
	
	
	
	

	Recording Of Referrals
	
	
	
	

	Support For Self Care SOP (ES.6)
	
	
	
	

	Provision Of Quality Advice To Help Patients Self Manage Their Condition
	
	
	
	

	Medicines Sales Protocol
	
	
	
	

	Counter Assistants Training Course Completion
	
	
	
	

	Clinical Governance (ES.8)
	
	
	
	

	Understanding Of Applying Clinical Governance In The Pharmacy to Improve Quality
	
	
	
	

	The Clinical & Multidisciplinary Audit
	
	
	
	

	The Handling Of Complaints & Incidents
	
	
	
	

	Applying legislation From The Disability And Discrimination Act To Pharmacy Practice 
	
	
	
	

	Confidentiality Training NHS/RPSGB
	
	
	
	

	Child Protection Policy Training RSPGB, LPC, PCT
	
	
	
	

	PCT Clinical Governance Training Event Attendance
	
	
	
	

	Controlled Drugs SOP
	
	
	
	

	Receiving Controlled Drugs
	
	
	
	

	Access, Storage  
	
	
	
	

	Dispensing & I.D. Verification
	
	
	
	

	Delivery Of Schedule 2
	
	
	
	

	Recording Balance, Stock Checks
	
	
	
	

	Disposal Of Patient Returns
	
	
	
	

	Disposal Of Unwanted 

Dispensary Stock 
	
	
	
	

	Procedures/Training Course
	Employee Name, Signature and Date When Training In Standard Operating Procedure Was Understood & Completed

	Additional CPD Training Undertaken
	Name:
	Name:
	Name:
	Name:

	e.g. Methguard or  Training Matter Courses
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