	
	
	


Insert your logo here
SOP008: Synchronisation of prescription items
	Purpose
	How to identify if a patient is suitable to have their medications synced and the steps to follow to synchronise a patient’s medication.

	Scope
	This was created to cover the process of synchronising a patient’s repeat medication, so that the patient is able to order all of their medications at the same time.

	For the use of
	Insert your text here 



1. If a patient would like to synchronise medications, first check that the patient and their medications are suitable to be synchronised.


2. Patients who are not suitable for their medication to be synchronised:

· If their medication review date is overdue 
· If their item has reached the individual review date
· If their item has reached the maximum issue count
· If their medication is being adjusted 
· If they have been commenced on a new medication

3. Medications to be excluded from synchronisation:
· Inhalers 
· Creams
· Eye Drops 
· PRN’s
· Titrating Doses (increasing / decreasing strength)
· Medications with special container requirements (Quantity cannot be split)

4. If the patient can have their medications synchronised, ask the patient to confirm the exact number of tablets they have left of each item. (You can only synchronise repeat medications).

5. Using the figures given, calculate the how much you need to order of each medication to reach a 28 or 56 day supply. 


Quantity issued per prescription item – Quantity the patient has left 
+ 10 day buffer 
(Remember to consider how many tablets they are taking a day)
= Quantity required 

If the patient has controlled drugs on their repeat medication list, you will need to synchronise the other medications to the controlled drug.  You do not need to add the 10 day buffer to any of their medications. It is important that you do not issue more than a 28 day’s supply of CD medications at a time. 
6. To synchronise, highlight the medication and click [image: ] and amend the quantity to the calculated amount.

7. Do not change the issue duration when amending the quantity. Then press ok. 

8. Repeat this step for each item. Once you have amended each of the items these can then be issued. (Do not save) 

9. If you are synchronising a medication that requires clinical monitoring (high-risk), 
                                   
<Please enter your process here>


10. Use the amend icon to return the medication back to its original quantity and repeat this for each of the items. 

11. Document any relevant information regarding the synchronisation in the tabbed journal and save. 

12. Repeat this step for each item. 
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