STANDARD OPERATING PROCEDURE   |   Controlled Drugs
Standard Operating Procedure
Controlled Drugs: Handling and Register
	SOP Reference
	MED-03

	Category
	Medication

	Risk Level
	CRITICAL

	Applies to
	Trained, competency-assessed staff (often two required)

	Version
	1.0 (DRAFT for manager review)

	Date created
	June 2026

	Review date
	June 2027 (review at least annually)

	Owner / approver
	Andrea Tomkins (Registered Manager)



1. Purpose
Controlled drugs (CDs) are medicines with additional legal storage, recording and witnessing requirements because of their potential for misuse. This procedure ensures CDs are stored, administered, recorded and disposed of lawfully and safely.
2. When this procedure applies (the trigger)
1. Receiving, storing, administering, checking or disposing of any controlled drug.
3. What to do — step by step
Receiving and storage
1. Store CDs in a dedicated, fixed, locked CD cabinet that meets the legal standard, separate from other medicines.
1. On receipt, enter the CD into the CD register immediately, with date, quantity, resident and running balance. A witness checks and co-signs where required.
Administration
1. Where your policy requires, two trained staff check the CD together: the medicine, dose, resident, and the running balance in the register.
1. Administer following the MED-02 administration steps.
1. Both staff sign the CD register and the MAR. Record the new running balance.
Stock checks
1. Carry out and record regular CD stock checks (e.g. each shift/day per policy), confirming physical stock matches the register balance.
1. Investigate and report ANY discrepancy immediately to the manager.
Disposal
1. Dispose of CDs following the legal denaturing/disposal requirements and record it, witnessed (see MED-06).
4. Do and Don't summary
	✓ WHAT YOU SHOULD DO
1. Store CDs in a compliant locked CD cabinet
1. Record every CD transaction in the register with a running balance
1. Use two staff to check/witness where required
1. Reconcile physical stock to the register regularly
1. Report any discrepancy immediately
	✗ WHAT YOU SHOULD NOT DO
1. Do NOT store CDs with ordinary medicines
1. Do NOT leave the CD cabinet unlocked or keys unattended
1. Do NOT alter or overwrite the CD register — rule a line and re-enter
1. Do NOT proceed if stock and register don't match — escalate
1. Do NOT dispose of CDs without the correct witnessed process



5. Who to contact
	Medication lead / manager
	Name: Andrea Tomkins   Tel: 01704 564801 / 07912 939719

	Supplying pharmacy
	Tel: 01704 835500

	Accountable Officer (CD) / NHS
	______________

	GP surgery
	Tel: 01704 566646



6. Recording
The CD register is a legal document. Entries must be in order, in ink, never altered, with a running balance. Registers are retained per legal requirements and checked at inspection.
7. Related procedures
1. Administration SOP (MED-02)
1. Disposal SOP (MED-06)
1. Medication error SOP (MED-04)
8. Manager review checklist
Confirm: CD cabinet meets legal standard; witnessing policy is defined; stock-check frequency is set; Accountable Officer contact is recorded; staff are trained. Complete header boxes and mark 'Done'.
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