Process to obtain Pre-printed Computer Generated Prescription Paper Stationery for Use in Residential Aged Care Facilities
ADGP would like to thank the Mid North Coast and Sutherland Divisions of General Practice in commencing the work necessary to enable pre-printed computer generated prescription paper stationery to be utilised in RACFs.  The following template letters have been adapted from resources developed by the two divisions.
To assist Divisions, RACFs and GPs in the process of requesting pre-printed computer generated prescription paper ADGP in consultation with Medicare Australia, have developed the attached form letters.  The form letters are in two formats; one electronic and one paper based version.
To complete the electronic template letters use the Tab key to move to the next field. On completion of all the relevant sections save as a Word document.
Division & RACF Checklist for Pre-printed Computer Generated Prescription Paper Stationery for Use in Residential Aged Care Facilities 

1. Division consults with GPs and RACFs regarding request for use of pre-printed computer generated prescription paper stationery.









 FORMCHECKBOX 

2. RACF sources a ‘responsible GP’ and advises the Division of details.




 FORMCHECKBOX 

The ‘responsible GP’ is the person who is nominated to order and receive the pre-printed prescription paper.
3. Division discusses and formalises with the RACF, the storage and authority policy for the pre-printed prescription paper.










 FORMCHECKBOX 

4. Division prepares Proposal letter and RACF letter of support in accordance with Point 3.


 FORMCHECKBOX 

5. Division sends the following request forms for completion by the RACF and ‘Responsible GP’.

 FORMCHECKBOX 

a. Division Proposal Letter


 FORMCHECKBOX 

b. RACF Letter of Support


 FORMCHECKBOX 

c. Order for PBS



 FORMCHECKBOX 

6. RACF returns all 3 documents completed to the Division in a reply paid envelope.



 FORMCHECKBOX 

7. Division checks all documents to ensure all components completed.




 FORMCHECKBOX 

8. Division sends all 3 documents to Medicare Australia – GPO Box 9826, Sydney   NSW   2001.

 FORMCHECKBOX 

Process for Returning Unused Pre-Printed Prescription Paper
to Medicare Australia

In the event that unused pre-printed computer generated prescription paper needs to be returned e.g closure of a RACF
1. RACF advises Division that they have unused pre-printed computer generated prescription paper to be returned to Medicare Australia.

2. Divisions contacts Medicare Australia on 132920 to arrange for collection and safe destruction. The Medicare Australia telephone operator will require the following details from the Division:

I. Pick up point address – this could be either the Division, RACF or the ‘responsible’ GPs surgery address.
II. Name of prescriber (ordering / responsible GP)

III. Name of contact person at the Division

IV. Telephone number for Division contact
V. Number of parcels

Medicare Australia will then arrange for collection from the designated address through Australia Post.

If you have any questions please contact Medicare Australia on the aforementioned telephone number.
