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Please use this flow chart as a guide when issuing prescriptions. Start on pages 1-5 and then
follow the other pages needed accordingly
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BMC Prescription SOP V2

Types of Prescriptions

Key Points:

- Repeat prescription requests can take up to 72 hours (3 working days) to process.

- Urgent prescription requests must only be requested urgently if this is on the urgent
medications list (these are located on each reception desk) These should be ready to
collect by 6pm that day

- On the day prescriptions will only be actioned if they come in before 2pm- any requests
that come in after this time will be processed the following working day.

Incoming Paper requests:

These are prescription requests that are made on paper by either the patient themselves or a
pharmacy requesting on the patients behalf. They are found in the prescriptions box located on
both Level 1 and Level 2 of the surgery.

If you have been given the task to request prescriptions you will need to empty the boxes at the
beginning of each day and also at lunchtime. The key can be found in the key safe in the staff
room. Once you have processed the prescription you will then need to file them away (see page
6)

Example of a paper request: Example of an urgent paper request:

Flease list madication requiesd
Name of medicine E

Rrowastanh [Ventolin
ey traling . [ Tab! ;
O
Poos e

o
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Incoming email requests:

These are prescription requests that are sent to us via email adminbmc@nhs.net. Similarly to
the paper requests these can also be from the patient themselves or a pharmacy requesting on
the patients behalf. These are located in the ‘Prescriptions’ folder. You will need to print out the
prescription requests and then process the prescription. Once you have processed the
prescription you will then need to reply to inform the patient/pharmacy that the request has gone
through (see below). Once you have replied you can then file away into the ‘Prescriptions
Actioned’ folder (see page 6)

4 Prescriptions 1

Prescriptions Folders in email: 4 Prescriptions Actioned ONLY
Example of email request: Example of how to reply to email:
prescription@mysurgerywebsite.co.uk MEDICAL CENTRE, Broadmezd (BROADMEAD MEDICAL CENTRE) Markc a3 unres d

Thu 07/05/2020 10:33

To: Daisy Duck =daisy.duck@hotmai.come=

To: MEDICAL CENTRE, Broadmead (BROADMEAD MEDICAL CENTRE); Dear Daisy
Thank you for your email.
Yellow Category Y ourrequest has been passed to our Practice Pharmacist for review.

It should be ready for collection in 72 hours (3 working days) from receipt of your email.
Please note thisdoes notinclude weekends and bank holidays.
You replied on 07/05/2020 11:59 We will contact you if there is a problem.

Kind Regards,
Prescriptions Team

Repeat Prescription Request - 07/05/2020

lion Team

Name Daisy Duck Bma-dmndﬂedi:al Centre
59 (wilhin Boots)
Date of Birth 26/03/1993 2?:35;4
Telephone 07749491406 o 0117.05¢ 8300
Address Flat 11 Baldwin Lofts 14-24 Baldwin Street vt oo ot
Email Daisy duck@hotmail.com
Usual Doctor Dr Jackie Belbeck
Collection Point The Surgery
Comments:
Requested Items SERTRALINE 50mg tablets --- 1 tablet of 50mg a day

°
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Email replies templates:

Dear

Thank you for your email.

Your prescription is ready for collection at the Surgery Level 2.
Kind regards,

Prescriptions Team

Dear
Thank you for your email.

Your prescription is ready for collection at the Boots Broadmead Pharmacy (can change to
nominated pharmacy).

Kind regards,

Prescriptions Team

Dear
Thank you for your email.
Your request has been passed to our Practice Pharmacist for review.

It should be ready for collection in 72 hours (3 working days) from receipt of your email. Please
download the NHS app in the App Store/Play store to track the progress of your prescription.

Please note this does not include weekends and bank holidays.

We will contact you if there is a problem.

Kind Regards,

Prescriptions Team

°
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Methods that prescriptions can be issued:

Electronic R2: These prescription requests will go electronically to the clinician and then
directly to the chosen pharmacy for collection.

Last Issue Mumber / Method

Electromnic R2

Electronic R1: These prescription requests are forwarded to the clinician for completion and
will normally be printed when approved and returned to reception for filing.

Last Issue Mumber / Method

1 of 3 Electronic /1 Printed: These will be printed and then passed to the clinician for
signing, then returned to reception for filing.

Last Issue Mumber / Method

1of3 Prnt
Search for patient and go to medication screen:

Once you have a prescription request you will then need to search for the patient that is
requesting (press F5 and type date of birth) ensure that you also check the address.

Search for a patient by any or all of the criteria below.

All or part of the name, date of birth, NHS no. or patient no. House name/number, street, postcode or telephone
| | | | ' Search
Date of Status for this GP/organisation [EMIS =

Mame/address birth/NHS No. Contact details orgenisation no.

_ _ - " USER, Anonymous (Mr
MOUSE, Debbie (Miss) 01-1an-1986 SIEEIBLAILETE Broadmead ;ediGI(Cer)wtre
00 Boscombe Crescent, Bristol, Bristol, BS7 9EQ 7779999 Dumrmy EMIS no. 4545
MOUSE, Loopy (Miss) 02-0ct-1998 Home: (0117) 962 4481  Active Patient JB?Uri%Sr"ne-l;il?l\Eizgiﬁl Centre
Mousehole In The Kitchen, 18 Henleaze Gardens, Bristol, Avon,... Unknown Maobile: (07815) 963848  Dummy EMIS no. 15
MOUSE, Nancy (Miss) 12-Jun-2004 Home: (0117) 963 4153 Active Patient JSER, Aromymous (1
6, Gwiullam Street, Bedminster, Bristol, BS3 7DR Unknown Durmmy EMIS no. 5

MOUSE, Fred (Miss) i . ) A, Walk-in Doctor (Dr)
Preferred Name: Freddie 08-May-1995 Home: (0117) 963 4153  Active Patient Broadmead Medical Centre
6, Gwiuliam Street, Bedminster, Bristol, BS3 7DR Unknown Durnmy EMIS no. 2

BELBECK, Jackie (Dr)

MOUSE, Daisey (Mrs) ) ) 19-Jun-1999 Home: (0117) 985 3521  Active Patient Broadmead Medical Centre
3 Wallngford Rd, Knowle, Bristol, Bristol, BS4 13 Unknown Mobile: (07772) 233254  Dummy EMIS no. 30

] ] JONES, Tim (Dr)
TEST, Test (Mr) 15-Dec-1979 Active Patient Broadr’nead Medical Centre
59 Broadmead, Bristol, BS1 2AE Unknown Walk-In EMIS no. 503974
MINNIE, Mouse (Madame) i . ) A, Walk-in Doctor (Dr)
Preferred Name: minnie 02-Dec-1940 H?rne.. (0117) 950 3933 Active Patient Broadmead Medical Centre
95 Mouse Lane, Mouseville, Bristol, BS15 8NF Unknown Work: (0117) 959 2042 Dumrmy EMIS no. 3
DUCK, Priscilla (Lad . . USER, Anonymous (Mr
Preferred Namé: CiIE 15-Apr-1952 Home: (0117) 923 1143 Active Patient Broadmead ;edimlf(:egtre
74, Padstow Road, Knowle, Bristol, Bristol, BS54 1E] Unknown Mobile: (07778) 271234 Dummy EMIS no. 23

. . BELBECK, Jackie (Dr)
DUCK, Don {Mr) 12-Dec-1985 Active Patient Broadme'ad Medical Centre
1 Mouse Way, Ducktown Unknown Walk-In EMIS no. 569176
MOUSE, Mickey (Mr} n7Nar 1058 Hnrma: (1117 0AM 2033 Actiua Datiant THUMMA - LOCUM, Kiran (Dr) w

(No data) oK Cancel

Then go to their medication screen (tablet icon on toolbar) -
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BMC Prescription SOP V2

Criteria for issuing prescriptions:
Before issuing a prescription it is important that you check the following criteria...

Is the medication on current medication list?

Is the medication on repeat or acute?

Is the medication due? When was it last issued?

Has the medication got remaining issues left?

Are they overusing? Is the usage percentage over 200%?
Are they due a medication review?

ANANANANANA

Current/Past medication

As soon as you go to the patients’ medication screen it will automatically show all their current
medications list. In order to look at a patients’ past medications list you will need to click on the

tab as shown:
&)

Current
!/ Past

Current medications: Each patient will have both current list of medication/s this will include all
medications they are currently taking. If a patient requests medication that is on their current
medication list, please continue on this page.

Past medications: Each patient will also have a list of past medications that includes all
medications the patient has been prescribed in the past or have now expired. If a patient
requests medication that is in his past medications please continue to page 9 as the request
does not meet the criteria and will need to be reviewed by the Practice Pharmacist (Ade
Williams/Tauheed Ahmed).

Repeat/Acute medication

Repeat medications: Medication that can be ordered a certain amount of times without seeing
a GP for review. If a patient requests medication that is on their repeat medication, please
continue on this page.

Acute medications: Medication that needs to be reviewed every time it is requested/issued. If
a patient requests medication that is on their acute medication please continue to page 9 as the
request does not meet the criteria and will need to be reviewed by the Practice Pharmacist (Ade
Williams/Tauheed Ahmed).

°
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BMC Prescription SOP V2

Examples of a list of Repeat medication:

Repeat

Atorvastatin 40mg tablets One To Be Taken Each Day, 28 tablet

Bisoprolol 5Smg tablets One To Be Taken Each Day, 28 tablet

Clopidogrel 75mg tablets One To Be Taken Each Day, 28 tablet

Lansoprazole 15mg gastro-resistant capsules One To Be Taken Each Morning to be continued until 28/5/19, 28 capsule
Ramipril 2.5mg capsules One To Be Taken Each Day, 28 capsule

Warfarin 1mg tablets as directed, 56 tablet

Warfarin 3mg tablets as directed, 56 tablet

T & m m o & m

Examples of a list of Acute medication:

Acute
A [CD| Diazepam 2mg tablets One To Be Taken Three Times A Day, 1 tablet
B [CD| Zopiclone 7.5mg tablets One To Be Taken At Might, 28 tablet

Last issue date/Calculating when due

Last issue date: When a prescription has been issued it will then show on the patients’ record
the date the latest prescription was issued, this is a way to see if a patient is due medication and
when they will run out.

Calculating when due: In order to calculate when medication is due check the quantity of
medication that was last issued and how many they take per day, you will then see whether a
patient’s medication is due for a new prescription. We usually issue 1 week early as the request
can take up to 3 days to process.

°
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You can use the following table to help calculate:

BMC Prescription SOP V2

Calculating Quantities:

Quantity

Dose per day

How long supply will last

28 tablets/capsules

1 per day

= 1 month supply

56 tablets/capsules

1 per day

= 2 month supply

56 tablets/capsules

Twice per day

= 1 month supply

112 tablets/ capsules

Twice per day

= 2 month supply

Prescription Codes:

Code Quantity
Od = One per day
Bd = Twice per day
Tds = Three times per day
Qds = Four times per day
Mane = In the morning (am)
Notce = At night (pm)
Prn = As required
Inhalers:
Pack Size Dose per Day 1 inhaler will last for...
30 Dose 1 puff daily 30days
1 puff twice daily 15 days
50 Dose 1 puff twice daily 25 days
2 puffs twice daily 12 days
60 Dose 1 puff daily 60 days
1 puff twice a day 30days
2 puffs daily 30days
2 puffs twice a day 15 days
100 Dose 1 puff twice a day 50 days
2 puffs twice a day 25 days Page 7
120 Dose 1 puff daily 120 days
1 puff twice a day 60 days
2 puffs daily 60 days
2 puffs twice a day 30days
200 Dose 1 puff twice a day 100 days
2 puffs twice a day 50 days
2 puffs three times a day 33days
2 puffs four times a day 25 days
1 puff three times a day 66 days
1 puff four times a day
®
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BMC Prescription SOP V2

Number of issues: Each repeat medication will have a number of issues; this is the number of
prescriptions a patient can have prescribed before they need to have a review with a GP. If the
medication requested has issues left, continue on this page. If the medication has ran out of
issues continue to page 9 as the request does not meet the criteria and will need to be reviewed
by the Practice Pharmacist (Ade Williams/Tauheed Ahmed).

Example of medication with issues left: This shows that the patient has 2 remaining issues
till they will need a review.

1of 3 Punt

Examples of medication out of issues: This shows that the patient has had 2 issues of his
medication and now requires a review in order to have another prescription.

2 of 2 Prnt

Usage percentage: Each one of a patient’'s medication will have a percentage, this is used to
see if a patient is overusing medication, if the medication requested has a percentage less than
200% continue on this page. If the medication has a high percentage over 200% then continue
to page 9 as the request does not meet the criteria and will need to be reviewed by the Practice
Pharmacist (Ade Williams/Tauheed Ahmed).

Usage Current / Average

Example:

80% 99%

Medication review: Each patient will have a review date at the bottom of their medication
screen. If this is in the future and is not due, continue on this page. If the review is
overdue/expired continue to page 9.

Reqgime Review Date 25-1ul-2020 (Rermnove)

Example:

If your prescription request has met the criteria, you will be able to issue the prescription.
Continue to next page...

°
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BMC Prescription SOP V2

Issue a prescription- Step-by-step

Step 1: Select requested medication

Repeat
A Paracetamol 500mg capsules TAKE ONE TO TWO TABLETS AS REQUIRED UP TO 4 TIMES A DAY, 100 capsule

Step 2: Check destination/nominated pharmacy against patients’ request

Prescription Boots
Destination

Prirmary Boots (52 Broadmead, Bristal,
Momination Awvon, BS1 3EA)

Step 3: Press Issue

: :..f -3¢ Cancel |ssue
E:j;i Feprint <

~% Reguest lssue

lzsue

|ssuing

Step 4: Change the prescription type to what is being requested (Printed or electronic script) In
order to do this- press change all and select the correct type.

1y Charmge All = hange Selectsor
[ EP%- Direct to Main Pharmacy
EPS - Any Phasmascy
Dupansing
Ot OF Hiours (Mo Prnt)
Feccrd Hospatal (Mo Prant)
Fgesd For Mates (Ble Pank)
Handwniten
e The Counter (Mo Pring)
Prevat S rapi ]

Step 5: Change authorising clinician to Practice Pharmacist- Ade Williams (Can also pass to
Nurse/GP if no pharmacist working) Click on the ‘To be signed by” then find Ade.

°
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BMC Prescription SOP V2

EPS - Direct to Main Pharmacy
To Be Signed By: DYKES, Christopher {Dr)

EPS - Direct to Main Pharmacy
To Be Signed By: WILLIAMS, Ade (Mr)

Step 6: Then press ‘Forward and Complete’

| Forward and Complete | Cancel

Following these steps enables you to successfully
Request ;o510 q prescription. The following step is to
Thisisf document in care history, continue to page 10 g criteria.

Step 1: Select requested medication

Repeat
A Paracetamol 500mg capsules TAKE ONE TO TWO TABLETS AS REQUIRED UP TO 4 TIMES A DAY, 100 capsule

Step 2: Check destination/nominated pharmacy against patients’ request

Prescription Boots
Destination

Primary Boots (59 Broadmead, Bristol,
Momination Awvon, BS1 3EA)

Step 3: Press request issue

it Cancel lssue
@Heprint =
-7 Reguest [ssue

l=suing

°
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BMC Prescription SOP V2

Step 4: A text box will appear, type who requested the prescription patient/pharmacy and also
the reason such as, out of issues, in past medication, on acute.

Then change the request from to Ade Williams (Can also pass to Nurse/GP if no pharmacist
working) and then press ‘Request Issue’

Preparations selected  Paracetamol 500mg capsules

Boots requesting, is out of issues

Query
Request from \WILLIAMS, Ade (Mr) «|[ 2
Urgent ]

Request issue Cancel
Following these steps enables you to successfully

request issue a prescription. The following step is
to document in care history, continue to page 10.

°
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Documenting in care history

When you issue any prescription you will need to document in the patient’s care history. This is
used as a way to track the prescription.

Step-by-step:
Step 1: Go to ‘Care history’ tab in Emis

Gmg B/ EHT PS> -

Summary  Consultations  Medication  Problems  Investigations | CareHistory | Diary  Documents  Referrals

Step 2: Go to ‘Add’ then ‘Code’

'TGT' = Ean @

3 Delete
. Trend
w| Shamng = =

e
Ay

Congultton
Feferral ]
Documerd k
Dats using Template
Diary Entry

Tt Faguest ]

°
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Step 3: In the search bar type ‘prescription’ then select ‘repeated prescription’

MINNIE, Mouse (Madame)
Preferred Name  minnie

Find code

| Search | prescription

Bomn  02-Dec-1940 (79y)

Usual GP A, Walk-in Doctor (Dr)

Findings Disorders

‘ Observations

Procedures

Family history ‘ ‘ Allergies & reactions

Referrals

Admin

94 search results

Related codes | Resources

Repeated prescription

Prescription collected by pharmacy
Prescription collected by patient
Prescription not collected

FW 8 - application for prescription exemption
Drug prescription

Prescription event monitoring

Repeat prescription-computer

Hospital prescription

Repeat prescription monitoring

Prescription sent to pharmacy

Exercise on prescription

Free prescriptions

Prescription given no examination of patient
Prescription by GP

Prescription sent to patient

Repeat prescription reviewed by pharmacist
Prescription payment exemption

Has free prescriptions - automatic

Prescription by nurse practitioner

Gender Female

EMIS No.

<

b4

Clinical Terms (SNOMED CT). Release v162

EMIS code (navigational concept)

Concept ID: 192931000006108

Description ID: 192931000006112

SNOMED CT Concept

NHS prescription |
Options Cancel ‘
Step 4: Go to the ‘descriptive text box’ and type the following...
v" Whorequested? Patient/Pharmacy
v" How have they requested? Paper/Email
v' Specify if it doesn’t meet the criteria- Medication out of issues
v" Who the request has been passed to- Ade
v Destination- Collect from surgery/pharmacy.
Then press ‘OK’
Selected code x
Code Repeated prescription
Date of entry
Descriptive text ‘Ennts requesting Paracteamol- Passed to Ade- EPS Boots
Problem detail [ Record as Problem
Active Problem = Minor = FirstEpisode ~ Remains active indefinitely -
Options Add Another 0K Cancel
[ ]

Filing away prescriptions:

Email Scripts:

You will need to reply to the email prescription requests. Reply to email and then copy and
paste one of the reply examples (examples are on pages 2&3)
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Once you have replied to emails then file the emails away in the ‘Prescriptions actioned’ folder
in the inbox.

4 Prescriptions 1

4 Prescriptions Actioned OMNLY

Make sure that all email prescriptions are printed away for filing purposes.

In the back office (Level 2) there are 2 folders on the shelf for prescriptions...

Completed Prescriptions: All completed prescriptions need to be filed in this folder, put a
sticky note on top with your name and date (so we can see who actioned the prescriptions)

Pending Prescription requests: If you do not finish all prescription requests, file these away in
this pending folder so that the next member of staff and pick up and continue.

Version Control

Date Version ‘ Author ‘ Change Details

08/05/2020 | 1.0 Chloe Reed Megan Joscelyne
27/02/2023 | 2.0 Megan Joscelyne - Reviewed
08/10/2025 | 2.0 Megan Joscelyne - Reviewed
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