



POLICY & PROCEDURE FOR THE ORDERING, DELIVERY & STORAGE OF PRESCRIPTION PAPER

Dandenong District Division of General Practice has prepared the Ordering, Delivery and Storage of Prescription Paper Policy and Procedure to describe the way and circumstances under which prescription paper will be managed during the pilot of Medical Director, in the following residential aged care facilities:

· Trewint Nursing Home
· Hallam Private Nursing Home
· Berwick Private Nursing Home
Any enquiries regarding this policy should, in the first instance, be directed to the Divisions Special Projects / Informatics Coordinator:

Tanya Heaney

Dandenong District Division of General Practice


314b Thomas Street

DANDENONG  VIC  3175
The Division will provide a copy of this policy to all parties involved in the Medical Director Pilot.

Procedure
· The Divisions Informatics Coordinator will write a letter to PBS outlining the request for prescription paper to be issued to specified facility.

· A letter of support will be provided by the facility, on their letter head, signed off by Director of Nursing.

· An order form will be obtained from PBS and signed off by a General Practitioner representative of the Aged Care Program.  The order will be sent with the letter in accordance with the HIC procedure.
· The prescription paper will be delivered to the Dandenong District Division.
· The Informatics Coordinator will distribute the prescription paper to the Director of Nursing for each RACFs. 
· The RACFs will keep the prescription paper in a locked cupboard (i.e. medication cupboard or the locked cupboard in Doctors room, locked cupboard in DoN’s office etc) of which only the Registered Nurse or DoN has access. The Registered Nurse/DoN will make the stationery available for visiting medical officers as required and return any unused stationery to the locked cupboard.
· The RACFs will advise the Division when their stocks require replenishing and the Informatics Coordinator will liaise with the GP representative to order more. Both the RACFs and the Division will monitor usage of the prescription paper.
July 2004
Acknowledgement to Sutherland Division of General Practice for this policy.
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