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Standard Operating Procedure
Medication Ordering, Receiving and Storage
	SOP Reference
	MED-01

	Category
	Medication

	Risk Level
	CRITICAL

	Applies to
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	Version
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	Date created
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	Review date
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	Owner / approver
	Andrea Tomkins (Registered Manager)



1. Purpose
To ensure medicines are ordered correctly, received and checked accurately, and stored safely and securely at the right temperature, so residents always have the medicines they need and nothing is lost, expired or misused.
2. When this procedure applies (the trigger)
1. Routine monthly (or cycle) medication ordering.
1. Interim/urgent orders when a medicine changes or runs low.
1. A medicines delivery arrives and must be checked in.
1. Daily storage and temperature checks.
3. What to do — step by step
Ordering
1. Order from the repeat prescription list at the agreed point in each cycle. Check each resident's MAR and current needs before ordering.
1. Order any changed, new or discontinued items accurately. Never order medicines that have been stopped.
1. Record what was ordered and the date.
Receiving
1. When the delivery arrives, check it against the order and the MAR: right resident, right medicine, right strength, right quantity, in date.
1. Report and record any discrepancies, missing items or errors to the pharmacy immediately.
1. Book medicines in / update stock records and file the MAR charts ready for the new cycle.
Storage
1. Store all medicines securely in locked cupboards/trolleys, accessible only to authorised staff.
1. Store medicines requiring refrigeration in a lockable medicines fridge (2–8°C). Record fridge and room temperatures daily; act on out-of-range readings.
1. Store controlled drugs per the controlled drugs SOP (MED-03).
1. Check expiry dates regularly and remove expired/discontinued stock for disposal (see MED-06).
4. Do and Don't summary
	✓ WHAT YOU SHOULD DO
1. Check every delivery against the order and MAR
1. Store medicines locked and at the correct temperature
1. Record daily fridge and room temperatures
1. Report discrepancies to pharmacy immediately
1. Rotate stock and remove expired items
	✗ WHAT YOU SHOULD NOT DO
1. Do NOT order discontinued or stopped medicines
1. Do NOT leave medicines unattended or unlocked
1. Do NOT ignore an out-of-range fridge temperature
1. Do NOT accept a delivery without checking it
1. Do NOT mix residents' medicines together



5. Who to contact
	Supplying pharmacy
	Name: ______________   Tel: 01704 835500

	GP surgery
	Tel: 01704 566646

	Medication lead / manager
	Name: Andrea Tomkins   Tel: 01704 564801 / 07912 939719



6. Recording
Where to record this: use the Temperature Log (in Forms & Logs) for daily medicines fridge and room temperatures.
Keep ordering records, delivery checks, discrepancy reports and temperature logs. These demonstrate safe medicines management at inspection.
7. Related procedures
1. Medication administration SOP (MED-02)
1. Controlled drugs SOP (MED-03)
1. Medication disposal SOP (MED-06)
8. Manager review checklist
Confirm: pharmacy and GP details are filled in; the ordering cycle/date is recorded; temperature logs and acceptable ranges are in place; only trained, competency-assessed staff handle medicines. Complete header boxes and mark 'Done'.
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