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SOP010: Pharmacy Nominations – regular and one-off 
	Purpose
	A guide for sending a prescription to the patients chosen pharmacy nomination and how to amend this on a permanent or one-off basis. 

	Scope
	This SOP was created to show how to check and change a patient’s chosen pharmacy nomination and also show how to set up a one-off pharmacy nomination if needed in specific situations. 

	For the use of
	< Enter your text here >



Nominated Pharmacy 
1. Confirm with the patient their nominated pharmacy when processing a prescription request. This is important to ensure their prescriptions will be sent to the correct pharmacy.

2. The nominated pharmacy can be viewed in three different ways:

· It is displayed in the top right-hand side of the home screen
[image: ][image: ]


· On the home screen, click on [image: ] icon found at the top of the toolbar.

· [image: ]Click on ETP Details in the clinical tree and click on 
icon found at the top of the pop-up window.

3. If patient confirms the pharmacy nomination as correct, you do not need to change anything. 

4. [image: ]If the nomination is incorrect or the patient would like to nominate another pharmacy, this can be changed by clicking on the ETP details in the clinical tree. Then click on the icon.

5. [image: ]Click on change a community pharmacy icon

6. [image: ]Select the nominated pharmacy either from searching in the favourites list, Proximity search or Custom search.

7. To search via the Favourites search, the pharmacy closest to the patient’s home will always appear at the top of the list. Click on the chosen pharmacy to select and click on ok. 

8. To search via Proximity search. The postcode of the patient’s home will automatically appear in the ‘closest to box’. Pharmacies will be displayed in area range from the patient’s home address. 
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9. To search via Custom search. This option can be used to search for pharmacies outside of the local area. This is used for patients who may need a prescription sent to other parts of the country. You will need to input the name and address of the chosen pharmacy into the search box. 

[image: ]If the pharmacy does not appear on the search, you can search for it using the pharmacies ODS code by using - NHS Digital ODS Portal. 
You can then input the ODS code into the correct box and search this way. 


10.  Once you have selected the pharmacy from the list, click ok. The pharmacy will then appear, press ok to finish and return to the homepage. 
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11. Once you have successfully amended the patient’s pharmacy nomination you can save to exit out of the patients record or can carry on to process the patients request. 

One Off Pharmacy Nomination
If a patient is away from home, on holiday or working away you can add a one-off nomination to send a prescription to a pharmacy of their choice in the area they are staying. (The one-off nomination option will not change their usual pharmacy nomination).
1. [image: ][image: Shape][image: ]Once the request has been processed, click save and tick the ‘One-off nomination’ box. 
[image: ]
2. Next click on          to the right of the one off nomination option. 

3. [image: ]Change the postcode option to ‘other’ and ‘open in the next’ option to the appropriate option if necessary. This will display pharmacies that are open with the set time frame. 


4. Type in the postcode of the patient’s temporary address (e.g. where they are on holiday/working). Or the postcode of the pharmacy of their choice and click search. 

5. Click on the pharmacy the patient would like as a one-off nomination to highlight and then click ok. You will see the nomination change to the one-off nomination, then click ok again to complete the prescription. 
[image: ]





[image: Shape]















Version Control 
	Date 
	Version Number
	Change Made

	25/4/2024
	v1.0
	New SOP

	
	
	



	SOP010 
	Pharmacy Nominations 	
	V1.0

	Issue Date:  25/04/2024
	Review Date: 25/04/2026

	Reviewed by: Norfolk and Waveney Medicines Optimisation Team

	Reviewer in Practice:
	Approved in Practice:



image1.png




image2.png
GMS, Alexandra Road Surgery, Well Lowestoft -
d

RSB N LAYV XE




image3.png




image4.png
B




image5.png
Select Community Pharmacy

»  Favourites (click to expand)
> Proximity Search (click to expand)

»  Custom Search (click to expand)




image6.png
Click on ‘patients home' for
nearest pharmacy from their
house o click on ‘here’ for a

pharmacy closest to the surgery





image7.png




image8.png
Cosestto [NR325PS || Semcn | | patenttome || Hee |

Boots
Hopton Pharmacy
F P Cross Lig

|Jhoots Pharmacy
Holly Pharmacy
|Hayden Chemist
fctoria Pharmacy

|LioydsPharmacy
|Well Lowestoft - Westwood Avenue

Boots
|Well Cartton CoNille - Ashburnham
| way

Rosedale Pharmacy

|Well Gorleston - Magdalen Way
LioydsPharmacy
[eil Loweston- Alexandra Road

Day Lewis Pharmacy
High Street Pharmacy
|asda Stores Lt

[superarug stores rc

Boots
Eastpoint Pharmacy
|Jhoots Pharmacy

Meadow R, Lowestof, NR32 3AZ 30 miles.
1 Warren Road, Hopton On Sea, Norfolk, NR31 98N 3.4 miles

Village Rise Pharmacy, Weston Road, Lowestoft, 3.4 miles.
NR32 4PT

19-21 Station Road North, Belton, Norfolk, NR31 GNF 3.4 miles
1 Bridge Road, Oulton Broad, Lowestoft NR323LJ 3.5 miles
Hayden House, Bridge Road, Lowestoft, NR323LL 3.6 miles

Victoria Surgery, 82 Victoria Road, Oulton Broad, 3.9 miles.
NR33 6L

2 Church Lane, Bradwell, NR31 8QW. 44mies
55 Westwood Avenus, Waveney Garden Estate, 4.4 miles
Lowestoft, NR33 SRW.

1205t Peters St Lowsstoft, NR32 1UD 45 miles

Unit5, 15 Ashburnham Way, Carfton Colville, NR33 4.5 miles
8L6.

Rosedale Surgery, 3 Ashburnham Way, Suffolk, NR33 4.5 miles
L6

‘The Pharmacy, Magdalen Way, Gorleston, NR31 7AA 4.6 miles
77 Magdalen Way, Gorleston On Sea, NR31 7AA 46 miles
Alexandra Road Surgery, Alexandra Road, Lowsstoft, 4.6 miles
NR321PL

54, Springfisid Road, Norfolk, NR31 64D 47 miles.
High Street Surgery, High Street, Suffolk, NR32 1JE 4.7 miles
Horm Hill, Suffolk, NR33 0PX 47 miles.
Superdrug Pharmacy, 14 The Britten Centre, 47 miles.
Lowestoft NR32 1LR

76A London Road North, Lowestof, NR32 1ET 48 miles
Clifion Road, Arvor Houss, Lowestoft, NR33 0HF 48 miles
187 London Road South, Lowestoft, NR330DR 48 miles

25 Phamacies

> CustomSearchclcktooxpand)

T 1T




image9.png
Patient's postcode




image10.png




image11.png
town [ ] [ seaen |

[
o
H
g





image12.png
=]

Vour LocalBuots Pharmacy S Johns Road, Bunga, Sutolk NR35 1L el 015363

i





image13.png
Change to
one-off
nomination




image14.png
S -
B S e oy ey e s ) )
imeotmm H

[Pre——"





image15.png




image16.png
¥ Select Community Pharmacy

Postiods Opatients home O Here @ Other I
Openin the next O1 02 O6 O12 ®24 Ocustom 24 |hours

Search

[The one-off nomination will not affect future prescriptions; they will continue to be sent to the patient's
regular nominated dispenser, but the one-off prescription would be affected if the regular nomination is
changed before it is collected





image17.png
¥ print Issues x

Counterfoil options [Print all repeats if a repeat was issusd =

Ifthere are no repeats o print leave the counterfoil blank
[ Print details of next appointment (this ignores appointments today)
[ Print medication review reminder
[ Print recalls due in the next month
Authoriser |Dr Mehrdad Moghaddas ~
ETP options @ Routine O Immediate

[ Nominate dispenser (Community pharmacy (Central Pharmacy, Central Surgery, Su... v |

[A One-offnomination [Tesco In-Store Pharmacy, George Westwac

[ Print tokens (cptional for slectronically signed scripts with a nominated dispenser) | Set Default

Recurring patient Presets
counterfoil message ear
One-ofpatient Presets
counterfoil message ear
[Scripts will be signed, and any tokens printed, later via the Prescription Search screen.
Script Printing [ Query Prescription
Selectwhatto do with scripts) | | Adds a query note visible o the authoriser when signing e

& PrinySign & Send Now

i & Ssnd Latsl

% Do Not Print Them

Seftings | | Ok | | Cancel





image18.png




