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Scope 
 

 Clinicians and Operational Staff  

 
Purpose 
 
 

To ensure prescriptions for controlled drugs are processed timely, 
effectively in line with NQR and patient expectations 

Guidelines 
Clinicians and Operational to follow this process for dealing with requests 
for prescriptions for controlled drugs during times of electronic downtime 
and the service is on paper records 

PROCEDURE RESPONSIBILITY 

1 

To be followed when the electronic system(s) become 
unavailable and the service goes to paper 
 
The UCC despatcher, along with the Shift Manager will 
designate one centrally located Urgent Care Centre for all 
controlled drug prescription appointments. 
 
The Shift Manager will liaise with the clinician on duty at the 
designated Urgent Care Centre to communicate point 3. 
Shift Manager to ensure clinician is aware of the 
requirement for patient/patient representative to provide 
adequate identification evidence in order to receive the 
controlled drug prescription 
 
 

Shift Manager/UCC 
Despatcher 

2. 
Clinician will triage the patient using the paper consultation 
record sheet 

PC24 Clinician 

3. 

If following triage, the patient is identified as requiring a 
prescription for controlled drugs the clinician will forward the 
patient/patient representative for a UCC appointment 
 

 The clinician will inform the UCC despatcher the 
patient requires an appointment for controlled drug 
prescription 
 

PC24 Clinician/ UCC 
Despatcher/ UCC 
Receptionist  
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 The UCC despatcher will pass this information to the 
UCC receptionist for next step action 

 

 The receptionist will contact the patient/patient 
representative and give an appropriate appointment 
time.   

 

 The receptionist will remind the patient/patient 
representative to bring appropriate identification 
evidence such as a previous prescription or box of 
previous supplied medication with the patient’s name 
and address on 

 

 The receptionist will then enter the time of the 
appointment on the paper diary planner for that day 

 

5.  

Once the patient/patient representative has attended the 
appointment, the clinician will complete the paper 
consultation record documenting the details of the 
controlled drug prescription.    The complete record is then 
passed to the receptionist who will log the date, time and 
venue of the appointment on the front of the record and 
store for collection by PC24 admin/meds management 
 

PC24 
Clinician/Receptionist
/PC24 Admin 
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