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B. General Practice

pharmacy information

1. PHARMACY NAME:


ADDRESS:


TELEPHONE: 


HOURS OF OPERATION


2. PHARMACY MANAGER:


staff INFORMATION

3. PHARMACISTS

PHARMACIST’S ASSISTANTS (TECHNICIANS)

OTHER STAFF AND POSITIONS

POSITION DESCRIPTIONS

4. PHARMACY MANAGER

PHARMACISTS

PHARMACIST’S ASSISTANTS (TECHNICIANS)

OTHER  STAFF MEMBERS

sECURITY

5. Dispensary Policy and Procedures

OPENING AND CLOSING

a)  OPENING
b) CLOSING
KEYS OPENING AND CLOSING

a)  OPENING
b) CLOSING
sECURITY cont.

c) LOCK & LEAVE
ALARM  COMPANY  CONTACTS

STORAGE OF E-MAIL & ELECTRONIC RECORDS (7 Years Compliant with The Personal Health Information Act)

STORAGE OF PRESCRIPTION HARD COPIES (2 Years Consistent with the Manitoba Pharmaceutical Act)

HARDWARE AND SOFTWARE SECURITY

sECURITY cont.

PATIENT DATA SECURITY

6. NON-PRESCRIPTION MEDICATION

a) STOCK LAYOUT

b) SALES

c) EXEMPTED CODEINE

d) NAPRA SCHEDULE II & III

sECURITY cont.

7. DELIVERY/MAIL

c. DISPENSARY

8. COMPUTER
a)  COMPUTER INFORMATION

PSV SUPPLIER
   

REPAIR CONTACT
   

SUPPLIES
  

b)  DISPENSARY SOFTWARE

COUNSELLING
   

REFERENCE
   

9. REFERENCE LIBRARY

10. STOCK LAYOUT DIAGRAM  & TEXT

11. WORK FLOW SCHEMATIC (Text)
DISPENSARY cont.

12. WORK FLOW SCHEMATIC (Diagram)
13. NARCOTICS POLICIES & PROCEDURES

a)  NARCOTICS REPORT
b)  NARCOTICS INVENTORY MANAGEMENT
c)  OUTDATED STOCK
DISPENSARY cont.

14. CHILD RESISTANT CONTAINERS

15. SUPPLIERS (Principle & Contacts)
16. ORDERING

17. RECEIVING INVENTORY

18. CLIENT COMPLAINTS

DISEPNSARY CONT.

19. COUNSELLING

20. ERROR STANDARD (policies & procedures showing an audit trail)

21. CONFIDENTIALY AGREEMENTS (Policy & Procedures & Sample Document)
DISEPNSARY CONT.

22. FAX STANDARD COMPLIANCE

23. DOCUMENTATION GUIDELINE COMPLIANCE (DPIN access, MY/MZ codes, etc.)

D.  INTERNATIONAL PRACTICE

24. PHYSICIAN  LICENSURE CONFIRMATION (Policy & Procedures, Sample Document with Name and Address)

	Physician
	province of Licensure
	Date Confirmed
	Confirmed by

(initials)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


INTERNATIONAL PRACTICE cont.

25. INTENT TO HONOR STANDARDS OF PRACTICE  

26. COUNSELLING (Policy & Procedures, Audit Trail)

27. WEBSITE & AFFILIATE WEBSITES DISCLOSED TO THE ASSOCIATION

E. additional recommended content

28. CHARGE ACCOUNTS

29. CHEQUES

30. STAFF PURCHASES

31. TELEPHONES

additional recommended content cont.

32. ACCOUNTS RECEIVABLE


33. ACCOUNTS PAYABLE

34. COUNSELLING AUDIT TRAIL

35. BANKING

