iv.  Dispensary Policy and Procedure
Rx Request 

Rx refill request(existing on patient med list)


Medication priced for patient (if needed)


Corroborate med/dose/frequency with patient’s meds list in chart


Physician prescribes in AtlasMD
If staff enters refill request, physician notified via email from AtlasMD for approval which states “Another user prescribed in your name” with link to Rx
Physician responds to email and refills by clicking on link to AtlasMD 
Link provides ability to print label for Rx in office (label can only be printed once approved by physician)
If physician out of office, a reply to email from AtlasMD sent to staff with  approval
Staff prints label for Rx and documents approval by physician in patient chart
Physician/staff emails patient product insert info with listed side effects at time of prescribing
AtlasMD records NDC number and quantity of med ordered (NDC includes lot # and expiration date)


Dispense for patient/in stock (see dispensing guidelines *)
Order for patient/not in stock (see ordering guidelines **) and then dispense when shipment received (see dispensing guidelines *)

New Rx (not existing on patient’s med list)


Medication priced for patient


Ensure no allergies/drug interactions 


Physician prescribes med in AtlasMD
If staff enters Rx request, physician notified via email from AtlasMD for approval which states “Another user prescribed in your name” with link to Rx
Physician responds to email and refills by clicking on link to AtlasMD 
Link provides ability to print label for Rx in office (label can only be printed once approved by physician)
If physician out of office, a reply to email from AtlasMD sent to staff with  approval
Staff prints label for Rx and documents approval by physician in patient chart
Physician/staff emails patient product insert info with listed side effects at time of prescribing


AtlasMD records NDC number and quantity of med ordered


Dispense for patient/in stock (see dispensing guidelines *)
Order for patient/not in stock (see ordering guidelines **) and then dispense when shipment received (see dispensing guidelines *)
 
*Dispensing Guidelines

Patient in office
Pills/tabs/capsules- confirm name of med prescribed with name of med on stock bottle
Pills/tabs/capsules counted in triplicate (if quantity larger than 90, a fourth count is performed unless a prepackaged stock bottle from manufacturer of 90 dispensed, then stock bottle itself dispensed without opening to count 90)
Fill appropriate container with above
If a stock bottle quantity is equal to dispensed quantity then, per physician order, this bottle is dispensed unopened and without counting.  



Label applied  
Physician checks name of medication prescribed and matches it to name of med                                   on stock bottle/confirms strength and dose/and ensures the color, shape and markings on the stock pills/tablets/capsules matches those dispensed.
Patient is asked to sign a duplicate label with dispensed name of med, quantity, date, name and DOB of patient and instructions for medication.  This will serve as confirmation patient picked up medication.  These signed duplicate labels will be put into a record book. 
Liquid-confirm name of med prescribed with name of med on stock bottle
Measure amount of liquid medication ordered by physician into graduated cylinder, then from graduated cylinder into appropriate bottle 



Label applied
Physician checks name of medication prescribed and matches it to name of med on stock bottle/confirms strength and dose/ensures the color, consistency, smell of the liquid matches that dispensed    
Physician places approved container into “done” basket once reviewed and approved
Staff calls patient to inform them that Rx is ready to be picked up
Staff moves approved/dispensed bottle into “pick up” basket
Patient is asked to sign a duplicate label with dispensed name of med, quantity, date, name and DOB of patient and instructions for medication.  This will serve as confirmation patient picked up medication.  These signed duplicate labels will be put into a record book. 
Reconstituted meds- confirm name of med prescribed with name of med on   stock bottle
Follow instructions for reconstitution on bottle of med prescribed
Per instructions, measure out exact amount of liquid into graduated cylinder (if using H2O-use distilled bottled H2O)
Add liquid into stock bottle as directed on instructions, shaking appropriately if instructed. 

Stock bottle and labeled bottle with dispensed medication set aside for physician inspection (matching stock bottle of medication with dispensed bottle of medication) and approval
Physician places approved bottle of dispensed medication into “pick up” basket,   patient is notified that Rx is ready.
Patient is asked to sign a duplicate label with dispensed name of med, quantity, date, name and DOB of patient and instructions for medication.  This will serve as confirmation patient picked up medication.  These signed duplicate labels will be put into a record book. 


Patient not in office




 
Pills/tabs/capsules- confirm name of med prescribed with name of med on stock bottle
Pills/tabs/capsules counted in triplicate (if quantity larger than 90, a fourth count is performed unless a prepackaged stock bottle from manufacturer of 90 dispensed, then stock bottle itself dispensed without opening to count 90)
Fill appropriate container with above
If a stock bottle quantity is equal to dispensed quantity then, per physician order, this bottle is dispensed unopened and without counting.  



Label applied  
Physician checks name of medication prescribed and matches it to name of med on stock bottle/confirms strength and dose/and ensures the color, shape and markings on the stock pills/tablets/capsules matches those dispensed.  
Physician places approved container into “done” basket once reviewed and approved
Staff calls patients to inform them that Rx is ready to be picked up
Staff moves approved/dispensed bottle into “pick up” basket

Patient is asked to sign a duplicate label with dispensed name of med, quantity, date, name and DOB of patient and instructions for medication.  This will serve as confirmation patient picked up medication.  These signed duplicate labels will be put into a record book. 



Liquid-confirm name of med prescribed with name of med on stock bottle
Measure amount of liquid medication ordered by physician into graduated cylinder, then from graduated cylinder into appropriate bottle 



Label applied
Physician checks name of medication prescribed and matches it to name of med on stock bottle/confirms strength and dose/ensures the color, consistency, smell of the liquid matches that dispensed    
Physician places approved container into “done” basket once reviewed and approved
Staff calls patient to inform them that Rx is ready to be picked up
Staff moves approved/dispensed bottle into “pick up” basket
Patient is asked to sign a duplicate label with dispensed name of med, quantity, date, name and DOB of patient and instructions for medication.  This will serve as confirmation patient picked up medication.  These signed duplicate labels will be put into a record book. 
If someone other than patient picks up medication, verbal or written permission is obtained from patient along with the name of the individual picking up the med, recorded in chart and photo ID is checked of individual at time med is picked up at office.  This individual signs the duplicate medication label as above.
Reconstituted meds- confirm name of med prescribed with name of med on   stock bottle
Follow instructions for reconstitution on bottle of med prescribed
Per instructions, measure out exact amount of liquid into graduated cylinder (if using H2O-use distilled bottled H2O)
Add liquid into stock bottle as directed on instructions, shaking appropriately if instructed. 

Stock bottle and labeled bottle with dispensed medication set aside for physician inspection (matching stock bottle of medication with dispensed bottle of medication) and approval
Physician places approved bottle of dispensed medication into “pick up” basket,   patient is notified that Rx is ready.
Patient is asked to sign a duplicate label with dispensed name of med, quantity, date, name and DOB of patient and instructions for medication.  This will serve as confirmation patient picked up medication.  These signed duplicate labels will be put into a record book. 
If someone other than patient picks up medication, verbal or written permission is obtained from patient along with the name of the individual picking up the med, recorded in chart and photo ID is checked of individual at time med is picked up at office.  This individual signs duplicate medication label as above.
**Ordering Guidelines

For medication not in stock 


Physician/staff ensures existing med and/or no drug allergies to new Rx if for patient.


Staff/physician can place an order for general office stock if new or if low existing                                     stock   


Medication is put “in cart” on Andamed website 
Medication written onto Andamed Order List which includes date, patient name, phone number, medication, dose, SIG, amount*

For medication low in stock/out of stock


Physician/staff ensures existing med and/or no drug allergies to med if for patient


Staff/physician can place an order for general office stock if new or if low existing                                     stock   


Medication is put “in cart” on Andamed website 
Medication written onto Andamed Order List which includes date, patient name, phone number, medication, dose, SIG, amount


*Andameds cart is updated daily to reflect Andameds Order List from that day
Every Friday, Andamed Order List is reviewed with physician, reconciled with cart in Andameds


Physician approves Andameds Order List and cart submitted for order


Date of order is marked for each med on Andamed Order List
Shipment receiving and inventory

Andamed order from previous Friday received on following Monday

Order is reviewed by ensuring invoice matches shipment

Invoice is filed in office

Order is inventoried and recorded in AtlasMD via following input information


Medication name


NDC Code


Expiration Date


Lot Number


Quantity/Price 





Date order received is marked on Andamed Order List

Dispensing guidelines followed as above

Each Rx filled is marked “ready” in column on Andamed Order List

Date Rx picked up is marked on Andamed Order Sheet. 
