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1. Purpose 
To improve safety and security of controlled drug prescriptions a signed, dated record must be kept. This 
serves as part of the audit trail and minimises the risk of missing prescriptions. The system should be robust 
and any missing prescriptions should be investigated and documented in an attempt to identify any common 
causes. The process should be audited regularly and all data should remain confidential. 
 
2. Procedure 

 When collecting a Controlled Drug prescription patients/representatives must complete their details 
in the Controlled Drug collection book as the example below. 

 

 To protect patient confidentiality reception staff must protect the names of the previous entries 
using the defined practice method. 

 Collection may be coded as 8BPK (prescription collected) in the patients notes with free text to 
include CD prescription. 

 
Completed sheets/books should be referred to in the event of a missing prescription. A separate record 
should be kept of all missing controlled drug prescriptions and audited regularly to identify the cause.  
 
Missing controlled drug prescriptions should be documented in the patient record using code 8B3X (lost 
prescription) with text containing details and a replacement prescription should be re-issued if agreed by the 
prescriber. Controlled drug prescriptions should NOT be re-printed.  
 
Completed sheets/books should be retained by the practice for 2 years (Good practice guidelines) 
 
Lost prescriptions should be audited regularly following How To Guide 42 
 

This document is part of a suite of documents produced for the sole purpose of NHS Stockport GP 
practices in managing the prescription process. The CCG accept no responsibility or liability for any 
use of the information the documents contain outside of NHS Stockport GP practices or for adoption 
by other organisations providing health or care services 
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