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1. Background: The importance of prescription security and 

control 

Blank prescription forms should be considered as an asset that has financial value:  The 
theft of prescription forms and the unlawful obtaining and misuse of prescription medicines 
needs to be   of concern to all practitioners and staff who handle prescription forms.  It is 
therefore important that all staff remain vigilant and adhere to procedures intended to 
reduce the risk of prescription theft and fraud. 

The prevention of incidents is the responsibility of all staff involved in the ordering, receipt, 
storage, transfer, access to and overall security and management of FP10 prescriptions 
used within the Trust.  Theft or misuse of prescriptions must therefore start with a security 
assessment of the risks.  Risk assessments should be carried out by appropriately trained 
staff, gathering information from a number of sources.  The Trust risk assessment pro-
forma and scoring matrix must be used (Refer to the Trust Risk Management Policy).  
Further assistance and guidance on security can be obtained from the Trust Local Security 
Management Specialist (LSMS).  

2. Purpose 
2.1. The Standard Operating Procedure (SOP) has been written to: 

Ensure safe and secure ordering, receipt, storage, transfer, access to and overall security 
and management of FP10 prescription forms for services provided by Northern Devon 
Healthcare NHS Trust, in accordance with NHS Counter Fraud Authority Management and 
control of prescription forms March 2018 version 1.0).   

3. Scope 
3.1. This Standard Operating Procedure (SOP) applies to all staff who require 

access to and are accountable for the management and / or control of FP10 
prescription forms within Northern Devon Healthcare NHS Trust provided 
services and must be adhered to at all times:  

 Medical and non-medical prescribers 
 Service leads for services that use FP10 prescriptions  
 Registered practitioners involved in the safe and secure handling of 

FP10 prescription forms as part of their normal duties 
 Staff supporting the safe and secure handling of FP10 prescription 

forms as    a specific, delegated task 

4. Location  
4.1. Staff working to this procedure must be able to demonstrate continued 

competence according to the Trust Roles, Responsibilities and Core Generic 
Competencies for Clinical Staff (Bands 1-5) – Framework Document for Staff 
and Managers. 

4.2. Within the Trust Pharmacy Department, the Chief Pharmacist has overall 
responsibility and accountability for the safe and secure ordering, receipt, 
storage, transfer, access to and overall security and management of FP10 
prescription within the Trust, which may be delegated to other, suitably 
qualified persons. 

http://ndht.ndevon.swest.nhs.uk/communications/what-we-do/press-office/pulse/
http://ndht.ndevon.swest.nhs.uk/communications/what-we-do/press-office/pulse/
http://ndht.ndevon.swest.nhs.uk/communications/what-we-do/press-office/pulse/
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4.3. The registered practitioner in charge of the ward, or specialist service lead is 
responsible and accountable for the safe and secure ordering, storage and 
management of FP10 prescription forms used within the ward, department or 
unit. 

4.4. In other community health and specialist services, the service lead is 
responsible and accountable for the safe and secure ordering, storage and 
management of FP10 prescription forms used within the community unit or 
service location. 

4.5. Non-medical prescribers are individually responsible and accountable for the 
ordering, storage, use and management of their own FP10 prescriptions 
forms. 

This Standard Operating Procedure does not cover the ordering of FP10 
prescriptions for use by GPs / Non-Medical Prescribers as part of Primary Care / 
General Medical Services. 

5. Equipment  

 Computer -  to access and send orders to the appropriate email account; 
 Appropriate stationery – a suitable recording note pad / book - to record FP10 

serial numbers of prescriptions received, stored and issued.  

6. Definitions 

NHS FP10 prescriptions:  
Within England, a number of different prescriptions are available for use in different 
situations. NHS FP10 prescriptions vary in colour and have different codes depending on 
use.  Each prescription form has unique serial number. 
 
Controlled stationery: 
All NHS FP10 prescription forms are classed as ‘controlled stationery’, as they require safe 
and secure handling to prevent theft, fraud and misuse. 
 
FP10HNC prescription forms:   
These are a specific type of prescription, which are green in colour and are used in 
hospitals and community services, for prescribers (both medical and non-medical) to hand-
write prescriptions. 
 
FP10CN prescription forms: 
These are a specific type of prescription, which are lilac in colour and are used by 
community practitioner nurse prescribers and independent / supplementary prescribers, to 
hand-write prescriptions.  
 
FP10SS prescription forms: 
These are a specific type of prescription, which are green in colour and are issued as 
single sheets, used by hospital and community service prescribers to issue computer 
generated prescriptions.  
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Serial numbers: 
As NHS FP10 prescription forms are classed as controlled stationery, they are issued with 
serial numbers as a security measure, which follow a set sequence.  The first 10 numbers 
are the serial number (these numbers run in sequence); the last (the 11th) character is a 
check digit and does not run in sequence. 
 

EPACT: 
Electronic Prescription and CosT analysis system, which is an online database system, 
providing detailed prescription information (excluding clinical information such as 
diagnosis). 
 

FRAUD: 
Fraud is a term which describes a form of economic crime.  In layman’s terms it is defined 
as theft with an element of deception.  Fraud could occur when an individual alters 
documentation to enable them/or another to obtain drugs/prescription forms. This poses 
both financial concerns for the Trust and clinical concerns should an individual attempt to 
obtain medicines unlawfully. 
 

7. Procedure 

7.1. Use of FP10 prescription forms 

7.1.1. FP10 prescription forms are for use by prescribers employed by the Trust 
and are working within services provided by Northern Devon Healthcare 
NHS Trust to issue prescriptions as part of their role as outlined in Section 
7.2 

7.1.2. Prescribers must ensure they comply with all relevant legal requirements 
when writing prescriptions, particularly in relation to controlled drugs. 

7.1.3. To reduce the risk of misuse, blank prescription forms must never be pre-
signed.   

7.2. Situations where FP10 prescription forms can be used for Trust Service 
Provision: 

7.2.1. Immediate* treatment 

 Outpatient Services in Community Hospitals run by Northern Devon 
Healthcare NHS Trust: e.g. General medical outpatients, dermatology, ENT 
and rheumatology. 

 Clinics (e.g. Sexual and Reproductive Health Services) where an 
immediate* supply of medication is required which is not stocked as a ‘TTO’ 
pack. 

 Minor Injury Units and Walk in Centres when supply via Patient Group 
Direction is not an option.   

 Community nursing services according to the urgent clinical needs of the 
patient. 

 

* Immediate treatment is defined as treatment required within the next seven 
days, following the appointment;  Non-urgent medication will be referred back 
to the patient’s GP who will be able to prescribe according to clinical need. 
 

7.2.2. Non-Medical Prescribers 
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 May prescribe on-going treatment, according to the patient’s presenting 
condition and / or clinical treatment plan. 

7.2.3. Medicines not stocked by community hospital wards: 

 In exceptional circumstances, when a medicine is not stocked by the ward 
and cannot be obtained by other methods (e.g. using patient’s own supply or 
by ordering from the supplying Trust pharmacy) which will lead to an 
unacceptable delay in treatment (see Trust Omitted / Delayed Medicines 
Standard Operating Procedure). 

 

 On-going supply can be ordered from the supplying acute Trust pharmacy. 
 

7.2.4. Discharge medication: 

 When it is not possible to arrange timely supply of discharge medicines from 
the local supplying Trust pharmacy. 

 When the NDDH pharmacy is closed and a patient needs to go home with 
additional item/s that are not available as TTA (‘To Take Away’) pre-
packs.  

 Where there is an existing agreement to use FP10HNC forms for supply of 
discharge medicines (up to a maximum of 28 days supply). 

 For out of area patients. 

 When prescribing controlled drugs, legal requirements must be adhered to. 

 The maximum quantity of controlled drugs prescribed should not exceed 30 
days’ supply (this requirement applies to Controlled Drugs in Schedules 2, 3 
and 4). 

7.3. FP10 prescription forms for new services:   

 For new acute, community or specialist services, the Trust Chief Pharmacist 
must be contacted to agree whether prescribing via FP10 prescription is 
identified as required within new service, in addition to a budget being 
agreed.  The Trust Chief Pharmacist will assess the service requirements 
and if agreed, will verify medical prescriber registration.  See Appendix 6 for 
list of key contacts. 

 New non-medical prescribers must contact the Trust lead for non-medical 
prescribing who will assess service requirements and verify the prescriber 
details, registration and non-medical prescriber status.  See Appendix 6 for 
list of key contacts. 

 

7.4. Ordering FP10 prescription forms: 

7.4.1. Stock control: 

 Before ordering FP10 prescriptions, the number of FP10 prescriptions forms 
held must be assessed, to keep the number of prescription forms held to a 
minimum, taking service requirements into account. 

7.4.2. Authorisation to order: 

 Named service leads, ward managers and non-medical prescribers for 
whom use of FP10 prescriptions has  been agreed as a service requirement 
by the Chief Pharmacist or Trust Non-Medical Prescribing Lead are 
authorised to request orders of FP10 prescriptions. 

http://ndht.ndevon.swest.nhs.uk/omitted-and-delayed-medicines-standard-operating-procedure/
http://ndht.ndevon.swest.nhs.uk/omitted-and-delayed-medicines-standard-operating-procedure/
http://ndht.ndevon.swest.nhs.uk/discharge-prescriptions-when-nddh-pharmacy-is-closed-standard-operating-procedure/
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 Only nominated, authorised staff will be able to request an order FP10 
prescription forms.  

 

 The delegation of ordering duties by authorised staff is outlined in Section 
7.4.3:  

 

7.4.3. Delegation of ordering duties: 

 The registered practitioner in charge of the ward / unit, or service lead may 
delegate the task of ordering FP10 prescription forms to nominated, named 
individuals who will be authorised to place orders for FP10 prescription forms 
via the Northern Devon pharmacy team procurement lead.  The registered 
practitioner in charge of the ward / unit, or service lead retains overall 
responsibility and accountability for prescription form management and 
control.  

 

 The registered practitioner in charge of the ward / unit, or service lead will 
inform the Northern Devon pharmacy procurement lead of named individuals 
authorised to place orders for FP10 prescription forms using the approved 
nomination form (see Appendix 2).   

 

 The registered practitioner in charge of the ward / unit, or service lead will 
inform the Northern Devon pharmacy procurement lead of any changes to 
the named, nominated individuals authorised to order FP10 prescription 
forms, including any withdrawal of staff authorisation. 

 

 A record of orders for FP10 prescriptions will be kept by the registered 
practitioner in charge of the ward / unit, or service lead or delegated 
individual, detailing the name of individual ordering, quantity of prescription 
forms ordered, date and time. 

 

7.4.4. Process for ordering FP10 prescriptions (See Flowchart - Appendix 1): 

 Non-medical prescribers must place orders for FP10 prescriptions via the 
Trust non-medical prescribing lead email account; 

 

 Northern Area Trust Services must place orders for FP10 prescriptions via 
the ndht.pharmacyprocurement@nhs.net  email account;  

 

 Prescription orders will be placed with the current approved NHS Provider. 

 

7.4.5. Timescale for ordering: 

 FP10 prescription forms take from 7 - 14 days to be printed, depending on 
the day the order is sent (unless there is an agreement for prescription pads 
to be ordered in advance and kept securely in the Northern Acute Pharmacy 
department - Northern area only).   

 Practitioners must ensure that adequate time is allowed for prescription 
orders to be processed, prescriptions to be printed, received and distributed 
to the requesting person, balancing this with the requirement to keep 
prescription forms to a minimum. 

 

mailto:ndht.pharmacyprocurement@nhs.net
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7.5. Collection / Delivery of FP10 prescription forms 

7.5.1. Prescription forms ordered from the Northern Devon email account 

ndht.pharmacyprocurement@nhs.net must be collected from the 

Pharmacy Department at Northern Devon District Hospital by the person 
who placed the order, who must sign for the supply and collection. 

7.5.2. Prescription forms ordered from the Trust non-medical prescribing lead will 
be delivered to the non-medical prescriber that placed the order, by courier 
from the current NHS Provider.  The NHS Provider will notify (by email), the 
non-medical prescriber who requested the prescription forms, when they 
have been dispatched.   The recipient must complete and return the 
order form enclosed with the prescription forms from the NHS 
Provider. 

7.6. Secure Storage of FP10 prescription forms when not in use 

7.6.1. FP10 prescription forms and the recording book (See Section 7.7) used to 
record the serial numbers on receipt / issue must be stored securely when 
not in use.   

7.6.2. In community hospitals / units, the controlled drugs (CD) cupboard or a 
secure safe should be used for secure storage of FP10 prescription forms.  If 
the controlled drugs cupboard or safe does not have sufficient capacity to 
store FP10 prescription forms and recording book, a designated locked 
drawer or cupboard, located in a locked room that is not accessible by 
patients would be suitable, providing access is only authorised or delegated 
by the designated, responsible nurse in charge. 

7.6.3. Prescribers working in the community (e.g. making home visits), must take 
suitable precautions to prevent loss or theft of FP10 prescription forms, such 
as ensuring prescription pads are carries in a lockable carrying case and 
kept out of sight during home visits until they are needed. The prescriber 
should only take a minimal number of prescriptions with them (the NHS 
Counter Fraud Authority suggests between 6 and 10), according to the 
needs of the service, and ensure the serial numbers of the prescription forms 
taken are recorded prior to leaving base. Prescribers must remain be 
vigilant, as persons intending to steal prescription pads may attempt to 
divert your attention, and could try to separate you from your prescriptions in 
your bag. 

7.6.4. Storing prescription forms in a vehicle whilst working is not without risk; if 
prescription forms have to be left in a vehicle for a short period of time, they 
must be stored in a locked compartment such as the car boot and the 
vehicle be fitted with an alarm. Prescription forms must never be left in a 
vehicle overnight. 

7.6.5. Where several prescribers may be working and require access to FP10 
prescriptions (such as outpatient clinic areas, MIUs, Emergency 
Departments), additional precautions need to be considered: 

 Ensuring the security of prescriptions forms when not in use; 

 Ensuring that prescription forms are not left unsupervised in areas 
accessible by patients / the public; 

 Ensuring accurate, timely record keeping of all prescription pads (Section 
7.7) 

mailto:ndht.pharmacyprocurement@nhs.net
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 Ensuring all staff, including prescribers, understand their responsibilities 
in relation to FP10 prescription form management and control. 

 
7.6.6. If a prescriber leaves the Trust or prescription forms are no longer needed by 

a service/unit/clinic, the appropriate person (North Devon Pharmacy team 
member or non-medical prescribing lead) must be contacted to arrange 
secure destruction and recording of any unused or obsolete prescription 
forms.  See Appendix 6 for list of key contacts. 

7.7. Recording of FP10 prescription forms 

7.7.1. Prescribers and community units/services must keep a record of the serial 
numbers of prescriptions issued to them, to maintain clear, unambiguous 
records of prescription forms received, used or securely destroyed.  The first 
and last serial numbers of prescription pads should be recorded.  It is also 
good practice to record the number of the first remaining prescription form of 
an in-use pad at the end of the working day / clinical session.   

7.7.2. Although there is no legal requirement for a specific type of recording book 
to be used for record keeping in relation to FP10 prescription forms, a 
tamper evident, hard backed note pad, dedicated for the purpose of record 
keeping for FP10 prescription forms is strongly recommended.   

7.7.3. The record keeping book must be stored securely with the FP10 prescription 
forms (See Section 7.6). It is good practice to record the following: 

 Date of delivery  
 Name of person accepting the delivery 
 Details of what has been received (quantity and serial numbers) 
 Date of issues 
 Name of person issuing the prescription forms 
 To whom the prescription form/s were issued 
 Serial numbers of prescription forms issues 
 Details of the prescriber 

 

7.7.4. It is also considered good practice to keep a record of prescription forms 
issued to patients.  For example, the serial number of the prescription form 
may be documented in the patient notes.  In a clinic setting, where 
prescription forms may be issued to a number of clinic patients, the 
prescription form issues log form (Appendix 3) may be used to record 
prescription form details. 

7.7.5. The record of serial numbers of FP10 prescription forms held, issued and 
returned for secure destruction, must be retained for a minimum of three 
years from the date of the last entry. 

7.7.6. Any discrepancies in prescription form serial numbers must be dealt with 
immediately (See Section 7.10 and 7.11) and be reported as an incident on 
the Trust incident reporting system, pending further investigation, following 
Trust Policy. 

7.8. Security of FP10 prescriptions when in use 
7.8.1. In community units/ services, before issuing FP10 prescription forms for 

prescribers to use, ensure that the prescriber will be using the forms to 
prescribe for services provided by Northern Devon Healthcare Trust, as 
described in Section 7.2. 

 

7.8.2. The first and last serial numbers of the prescription pad handed to the 
prescriber must be recorded in the recording book. 

http://ndht.ndevon.swest.nhs.uk/incident-reporting-and-management-policy/
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7.8.3. The prescriber is responsible for the FP10 prescription forms once in their 
possession, including their security, at all times. 

7.8.4. Patients and visitors must never be left alone with prescription forms or be 
allowed to access secure areas where prescription forms are stored. 

7.8.5. The prescriber will return the remaining, unused FP10 prescription forms for 
safe, secure storage at the end of use. 

7.8.6. Computer generated, single sheet prescription forms (FP10 SS forms) are 
acceptable in handwritten form, so it is not advisable to leave the forms in 
printer trays when not in use or overnight. 

7.8.7. If new printers are being installed for computerised prescribing, or there is 
concern over existing printer security, consideration should be given to fitting 
a security device to the printer to prevent theft of forms from the printer tray, 
or placing the printer in a secure part of the building, away from areas to 
which patients and the public have access. 

7.8.8. In settings where single sheet prescriptions are used, staff with access to the 
system, including the prescription issuing module must be clearly defined.  

7.9. Destruction of unwanted FP10 prescription forms 

7.9.1. In the Northern Devon area, FP10 prescription forms that have been 
obtained from the Trust Pharmacy Department, which are no longer 
required, must be returned to the Trust Pharmacy Department for secure 
destruction (e.g. by shredding), prior to placing in the confidential waste – 
also see 7.9.3. 

7.9.2. FP10 prescription forms that are no longer required by a Trust non-medical 
prescriber must ensure that prescription forms are securely destroyed (e.g. 
by shredding) by the non-medical prescriber and be witnessed by a 
registered practitioner, prior to placing in the confidential waste – also see 
7.9.3. 

7.9.3. A record of the destruction must be made in the FP10 prescription recording 
book of the serial numbers on the prescription forms destroyed by the 
individuals destroying and witnessing the destruction of the FP10 
prescription forms.  The witness must sign, time, date and specify their 
registration / PIN number to complete the record.  Records of prescription 
forms destroyed need to be retained for at least 18 months. 

7.10. Security of prescriptions posted in the mail 
7.10.1. The safest and preferred option for distribution of FP10 prescription pads is 

for prescription forms to be handed to the recipient in person.  
7.10.2. The safest and preferred option for patients to obtain a signed prescription 

from their prescriber is either face to face at the time of consultation. 

7.10.3. In situations where it is not possible for a patient to be issued with a 
prescription face to face, following a clinical assessment and risk 
assessment, the prescription form may be sent to the patient’s nominated 
community pharmacy for collection by a named representative, as an 
exception to routine procedures. 

7.10.4. In exceptional circumstances, if sending a prescription form to a patient’s 
nominated community pharmacy, a record must be kept of the following: 

 The name and address of the receiving pharmacy 

 The date when the prescription form/s were posted 

 The expected date of delivery to the receiving pharmacy 

 The item/s prescribed, including dosage and total quantity 
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7.10.5. A signed prescription form from a legitimate prescriber carries a risk of 
fraudulent activity should the posted prescription not reach the intended 
recipient (i.e. the community pharmacy); prescriptions for controlled drugs 
carry greater associated risks. 

7.10.6. Posting prescription forms must therefore be risk assessed and only be 
considered a ‘final resort’ if no other delivery options are practical or 
possible.  The following must be considered as part of risk assessment and 
mitigation process: 

 The envelope / external packaging must be discreet, so that the item/s enclosed 
are not easily identifiable; 

 The envelope / external packaging must include a return address, should the 
item be rejected or cannot be delivered; 

 Risk assessment must include consideration of the use of a postal service that 
includes tracking information, so that delivery can be traced and checked; 

 Risk assessment must also consider the use of a postal service that includes 
step by step tracking, so that movement of the item/s and delivery can be 
tracked and traced;  

 Reconciliation audit checks to ensure that the patient received the prescription; 

 Escalation and reporting of instances when prescription forms are nor received 
by the intended recipient. 

 

7.11. Dealing with Discrepancies (See Appendix 4) 

7.11.1. Discrepancies with order received: 

 If a discrepancy is found between the order placed and the FP10 
prescription forms received, the supplying service (i.e. Xerox (UK) Ltd, NHS 
Provider or Northern Devon Healthcare NHS Trust Pharmacy Department) 
must be contacted immediately to resolve the discrepancy. If the 
discrepancy cannot be resolved, then the Local Security Management 
Specialist (LSMS) must be contacted to investigate further to ascertain 
whether prescription security has been compromised.   

 If fraud is suspected, the Local Counter Fraud Specialist (LCFS) must also 
be informed.  

7.11.2. Discrepancies in FP10 prescription forms held (including missing, lost 
or suspected theft of FP10 prescriptions): 

 If a discrepancy is found between the FP10 prescription form serial numbers 
held and the recorded serial numbers, the recording book must be checked 
to ensure that there has not been a book-keeping or numerical error.  If the 
discrepancy is resolved, a note to correct the discrepancy must be made in 
the recording book, which must be signed, timed and dated by the individual 
completing the correction.  This must also be reported on the Trust incident 
reporting system. 

 Discrepancies in FP10 prescription forms held (including missing, lost 
or suspected theft of FP10 prescriptions) that cannot be resolved must 
be dealt with urgently as follows: 

 Discrepancies must be reported as an incident using the Trust incident 
reporting system, pending further investigation, following Trust Policy. 

http://ndht.ndevon.swest.nhs.uk/incident-reporting-and-management-policy/
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 If the discrepancy cannot be resolved, and it is suspected that one or more 
prescription forms are missing, lost or may have been be stolen, then the 
following actions must be taken as a matter of urgency: 

I. Report the incident / discrepancy via the Trust incident reporting 
system, in accordance with the Trust Incident Reporting Policy and 
Procedures, completing and attaching the notification for missing, 
stolen and altered prescriptions alert form (Appendix 5) to the 
incident form.  

II. A copy of the completed notification for missing, stolen & altered 
prescriptions alert form (Appendix 5)  must be emailed to the 
following, who will take further appropriate action: 

a. Trust Chief Pharmacist 

b. Trust Accountable Officer for Controlled Drugs 

c. Trust Non-Medical Prescribing Lead 

d. Trust Local Security Management Specialist 

III. If a criminal act is suspected or has been committed, in consultation 
with the Local Security Management Specialist, inform the Police as 
soon as possible.  Leave any evidence left in situ, until otherwise 
advised by the Police, to preserve the scene of the crime.  

 In the event of suspected fraudulent use or misuse of FP10 prescription 
forms, the Trust Local Counter Fraud Specialist (LCFS) should be contacted 
as a matter of urgency for further advice and guidance.  See Appendix 6 for 
list of key contacts. 

 If urgent, or if patient or public safety is at risk telephone the police on 101 or 
999. 

7.12. Audit 

7.12.1. Monitoring of Trust FP10 Prescribing: 

 Prescription use will be reviewed (using ‘EPACT’) by the Trust non-medical 
prescribing lead / member of the pharmacy team following a request for a 
supply of prescription pads, to ensure both appropriate use and quantity of 
prescription pads ordered (which may be reduced at the discretion of the 
person reviewing the order request). 

 Non-medical prescribers will be provided with feedback on their prescribing 
by the Trust non-medical prescribing lead on a quarterly basis. 

 Prescribing trends, costs and formulary adherence will be monitored on a 
quarterly basis. 

7.12.2. Documentation:  Records to be retained for audit purposes: 

 Records of serial number of prescriptions received and issued for use must 
be retained for at least three years. 
 

 Records of prescription forms that have been destroyed need to be retained 
for at least three years. 
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8. References 

 NHS Counter Fraud Authority.  Management and Control of Prescription Forms – A 
guide for prescribers and health organisations. March 2018 version 1.0.  Accessed 01-
04-19.  

 NHS Business Services Authority Knowledge Base – NHS Prescription Services   
Accessed 01-04-19. 

9. Associated Documentation 

9.1. Northern Devon Healthcare NHS Trust Policies for: 

 Trust Medicines Policy and associated Standard Operating Procedures 

 Trust Controlled Drugs Policy and Standard Operating Procedure 

 Trust Incident Reporting, Analysing, Investigating and Learning Policy and Procedures 

 Trust Risk Management Policy  

 Trust Counter Fraud, Bribery and Corruption Policy 

 Trust Secure Environment Policy  

 Trust Non-Medical Prescribing Policy 

 Trust Roles, Responsibilities and Core Generic Competencies for Clinical Staff (Bands 1-5) 
– Framework Document for Staff and Managers 

 Pharmacy Dispensary Standard Operating Procedures for Ordering and Receipt of FP10 
Prescription Pads 

 Standard Operating Procedure: Onward reporting of missing, lost or suspected theft of 
FP10 Prescription Forms  

 

  

https://cfa.nhs.uk/resources/downloads/guidance/Management%20and%20control%20of%20prescription%20forms_v1.0%20March%202018.pdf
https://cfa.nhs.uk/resources/downloads/guidance/Management%20and%20control%20of%20prescription%20forms_v1.0%20March%202018.pdf
https://contactcentreservices.nhsbsa.nhs.uk/selfnhsukokb/AskUs_PS/en-gb/5201/nhs-prescription-services/
https://www.northdevonhealth.nhs.uk/2018/09/medicines-policy/
http://ndht.ndevon.swest.nhs.uk/controlled-drugs-policy/
http://ndht.ndevon.swest.nhs.uk/incident-reporting-and-management-policy/
http://ndht.ndevon.swest.nhs.uk/risk-management-policy/
http://ndht.ndevon.swest.nhs.uk/counter-fraud-policy/
http://ndht.ndevon.swest.nhs.uk/secure-environment-policy/
http://ndht.ndevon.swest.nhs.uk/non-medical-prescribing-policy/
http://ndht.ndevon.swest.nhs.uk/roles-responsibilities-and-core-generic-competencies-for-clinical-staff-bands-1-5-framework-document-for-staff-and-managers/
http://ndht.ndevon.swest.nhs.uk/roles-responsibilities-and-core-generic-competencies-for-clinical-staff-bands-1-5-framework-document-for-staff-and-managers/
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Appendix 1:  Process for ordering FP10 prescription forms for non-medical 
prescribers, service leads or hospital matrons:  

 

  
FP10 Prescription forms required by 

service / non-medical prescriber 

Request for prescription forms must be made by one of the following: 

 Hospital matron or service lead; 

 Non-medical prescriber;  

 Nominated authorised person (see section 7.4.2); 

and must be emailed to one of the following, depending on the service: 

Non-medical prescribers: 
Non-medical prescribing 

lead email account 

Eastern services email: 
medicinesmanagementteam@nhs.net 

Northern services email: 
ndht.pharmacyprocurement@nhs.net 

All email requests must include the following information: 

 The name and location of the unit (not needed for non-medical prescribers) 

 The prescriber / unit code (which starts with RBZ) 

 The number of prescription forms requested (pads of 50) 

The pharmacy / medicines management team / non-medical prescriber will vet the request by checking: 

 Checking the frequency of orders placed previously 

 Checking EPACT / prescribing data for recent activity 

 Checking the registration of non-medical prescribers according to the Trust non-medical 

prescribing policy 

The pharmacy / medicines management team / non-medical prescriber will place the order with the current 
NHS Provider 

 Prescription orders will usually take between 7-14 days to be delivered 

 Allow for weekends and bank holidays when requesting prescription forms 

 The NHS Provider will notify (by email), the person who requested the prescription forms, 
when they have been dispatched 

If the prescription forms do not arrive as ordered, see sections 7.10 and 7.11 – missing, lost or stolen 
prescription pads for further information – prompt action is essential 

 

mailto:medicinesmanagementteam@nhs.net
mailto:ndht.pharmacyprocurement@nhs.net
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Appendix 2:  Notification form for North Devon Pharmacy teams (of Named 

Authorised Individuals who are approved to order FP10 Prescription forms) 
 

Hospital / Service:  

 

Address:  

 

 

 

Name of Matron / 
Service Lead 
completing form: 

 

 

Email address of 
Matron/ Service Lead: 

 

 

Telephone number of 
Matron/ Service Lead: 

 

 

 

Details of nominated individuals (Please complete, printing details clearly): 
 

Name of 
nominated 
individual 
(Forename / 
Surname) 

Job title of 
nominated 
individual 

Email Address of 
nominated 
individual 

 

Telephone 
Number (in case 
of query) 

Signature 

 

 

    

 

 

 

 

 

    

 

 

 

    

 

 

 

    

 

Name of Matron / Service Lead 
completing Form (Please print) 

 

Signature of Matron / Service Lead 
completing Form 

 

Date: 
 

 

A copy of this form will be retained by the unit as a record of staff authorised to order 
FP10 prescription forms. 
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Appendix 3:  Prescription form issues log 

WARD / AREA ISSUING FP10 PRESCRIPTIONS (please 
print)……………………………………………………………………………………………… 

DATE TIME PATIENT NHS NUMBER PRESCRIPTION FORM 
SERIAL NUMBER 

PRESCRIPTION ITEM/S 
ISSUED 

PRACTITIONER 
SIGNATURE 

      

      

      

      

      

      

      

      

      

      

      

      



 SOP: FP10 Prescription Form Management and Control                                    
   

Medicines Management / Pharmacy Team  Page 19 of 22  
SOP FP10 Prescription Form Management FINAL v3 0 

Record to be retained by ward / unit / clinic / service for 3 years from date of last entry; 
Scan and send copy to joy.davey2@nhs.net. 

mailto:joy.davey2@nhs.net
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Appendix 4: Process for dealing with FP10 prescription form 
discrepancies (including missing, lost or suspected theft of FP10 
prescription forms) 
 

  

Discrepancy resolved Discrepancy not resolved 

1. Discrepancy with order received from supplier 
(e.g. Capita from April 2016 for Eastern services or 

Northern Devon Pharmacy Department) 

IMMEDIATELY contact the supplier to 
resolve the discrepancy 

Record details (discrepancy 
and resolution) in FP10 

prescription form recording 
book 

If fraud is suspected, 
contact the Local Counter 
Fraud Specialist (LCFS) for 

further investigation 

IMMEDIATELY contact the 
Local Security Management 
Specialist (LCFS) for further 

investigation 

2. Discrepancies with FP10 Prescription Forms held 
(including missing, lost or suspected theft) 

 

IMMEDIATELY Check the FP10 prescription form recording book for numerical error in serial 
number recording. 

IMMEDIATELY Report the discrepancy via the Trust incident reporting system, in accordance with 
the Trust Incident Reporting Policy and Procedures, completing and attaching the notification for 

missing, stolen and altered prescriptions alert form (Appendix 5) to the incident form. 

IMMEDIATELY email a copy of the completed notification for missing, stolen and altered 
prescriptions alert form to the: 

 Trust Chief Pharmacist 

 Trust Accountable Officer for Controlled Drugs 

 Trust Non-Medical Prescribing Lead 

 Trust Local Security Management Specialist 
 

NB: In the event of suspected fraudulent use or misuse of FP10 prescription forms, the Trust Local 
Counter Fraud Specialist (LCFS) should be contacted as a matter of urgency for further advice and 
guidance. 

If urgent or if patient or public safety is at risk telephone the police on 101 or 999. 
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Appendix 5:  NHS England Area Team – notification for missing, stolen 
and altered prescriptions alert form  (TO COMPLETE AND ATTACH TO 
DATIX REPORT) 

 

Missing, Stolen & Altered 
Prescriptions Alert 

Private and confidential – not for viewing by non-NHS staff or non-authorised persons 
 

 

Prescription details: 
Quantity of Prescriptions and  
Prescription Serial Number/s: 

 

Prescription Type (FP10HNC, FP10SS, 

FP10CN): 
 

Unit or prescriber identification code:  

Medication on prescription (where 

applicable or state ‘blank’): 
 

Patients Initials & road of 
address (where applicable or state 

‘blank’): 

 

 

Details of when the prescription/s went missing: 
Date/time (estimated time if exact time 
not known – please state if estimate) 

 

 

Where theft / loss occurred  

 

Prescribers Details (where applicable): 
Prescribers Name:  

Prescribers Address:  

Prescribers Telephone Number:  

Prescribers   

Prescriber will write in red ink until:  

 

IF URGENT OR PATIENT OR PUBLIC SAFETY IS AT RISK TELEPHONE THE POLICE 
ON 101 OR 999 

 

Staff action required (see flow chart - Appendix 4): 
1. Complete and attach this form to the Trust 

incident report form; 
2. Email (high priority) to Trust Chief 

Pharmacist, Trust Accountable Officer for 
Controlled Drugs and Local Security 

Date sent:  
 
 
Time sent: 

Has incident been 
reported to the Police? 
(Circle response): 

Yes 

 

No 

Name of person 

reporting 
  Date reported  

Telephone Number   Time reported  
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Management Specialist (record the time and 
date email sent): 

 
………………………………………………………………………………………………………………………………………….… 

Pharmacy / Accountable Officer / Local Security Management Specialist only: Follow 
Standard Operating Procedure for Missing, Lost or Suspected Theft of FP10 Prescription Forms 
for onward reporting.  

Appendix 6: List of Key Contacts 
 

Trust Chief Pharmacist and Accountable Officer for Controlled Drugs: 
 

Matt Kaye, Trust Chief Pharmacist 
Pharmacy Department, North Devon District Hospital,  
Raleigh Park, Barnstaple, Devon 
EX31 4JB 
Telephone: 01272 322621  
Email: matthewkaye@nhs.net 

 
Trust Medicines Governance Pharmacist: 

Joy Davey, Medicines Safety and Governance Pharmacist 
Unit 1 Exeter International Office Park, Clyst Honiton, Exeter, EX5 2HL.   
Telephone: 01392 356927 
Mobile: 07854521400 
Email:  joy.davey2@nhs.net 

 
Contact for Local Security Management: 

 

Mike Cousins, Local Security Management Specialist (LSMS) 
Suite 8, Munro House, North Devon District Hospital, Raleigh Park, Barnstaple, EX31 4JB 
Telephone: 01271 311725  
Email: michaelcousins@nhs.net  

 
Contact for Suspected Fraud: 
 

Mo Jackson, Local Counter Fraud Specialist (LCFS) 
Newcourt House, Old Rydon Lane, Exeter EX2 7JU 
Telephone: 01392 356034 
Mobile: 07824 606899 
Email: mo.jackson@nhs.net 
 
Contact for Pharmacy team (ordering and supply of FP10s): 

 

Samantha Lockey 
Pharmacy Procurement Lead, 
Pharmacy Department, North Devon District Hospital, Raleigh Park, Barnstaple, Devon 
EX31 4JB 
Telephone: 01271 322394 
Email: slockey@nhs.net  

 
Contact for non-medical prescribing: 

 

Sally Jarmain, Non-Medical Prescribing Lead, 
Unit 1 Exeter International Office Park, Clyst Honiton, Exeter, EX5 2HL.   
 Mobile: 07805848283 

 Email:  sally.jarmain@nhs.net 

mailto:matthewkaye@nhs.net
mailto:joy.davey2@nhs.net
mailto:michaelcousins@nhs.net
mailto:mo.jackson@nhs.net
mailto:slockey@nhs.net
mailto:sally.jarmain@nhs.net

