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SOP005: Request for an Urgent Prescription 
	Purpose
	A step-by-step guide for processing an urgent prescription request.

	Scope
	This applies to prescriptions which have been requested as urgent by the patient. This includes what is “Urgent”, advice to give patients verbally over the phone, and via a Footfall response, in terms of when to collect their medication and who to contact if they have any queries. 

	For the use of
	Enter your text here 



1. Patient requests an urgent prescription. It is “urgent” if a patient states they have run out of medication or are about to run out and have less than 7 days supply.

2. Select the items the patient is requesting and process following SOP001 - Repeat Template, but do not save at this point. 

3. [image: ]If the medication must be requested via a patient request, you can include in the request that this is urgent and why by adding this into the text box with the other information (as shown below):


4. If the medication must be requested via a Task, you can include that it is an urgent in the task and why. 

5. You may wish to consider the use of Flags within Tasks to highlight an urgent request.
[image: ]
6. When you have finished processing the request, click save. 



7. If you have issued items from the repeat template, when you save, set the print options as needed and select ‘Mark script printing/signing as urgent’. 
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8. If speaking to the patient:

· Explain that you have marked the prescription for signing as urgent, but you cannot guarantee when this will be ready.

· The patient/representative should contact the pharmacy to check if the prescription is with them to be dispensed before they need to collect this.

· Advise the patient/representative to order in plenty of time next time when they are down to a 7-10 days supply. 

9. If you are processing an Online/Footfall request and the patient has stated in the additional comments that their request is urgent, you can add an urgent message into your usual reply: 

· ‘With regards to your additional comments, should you require your medication sooner than the time specified, you may need to chase your prescription with your nominated pharmacy’. 
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