NHS TAYSIDE – AGENDA FOR CHANGE
JOB DESCRIPTION

	1. JOB IDENTIFICATION




	Job Title

Responsible to

Department(s)/Location


Number of job holders
	Pharmacy Support Worker 
Specialist Pharmacy Technician

Pharmacy services across Tayside

45

	2. JOB PURPOSE

· To accurately dispense (both traditional and extemporaneous) and issue prescriptions for patients in wards/departments. See Appendix 1.
· Undertake the packing and supply of medicines to wards and departments.
· Provide a ward stock management service to wards & departments on several sites.
· Participate in the training and supervision of new staff.
· The accurate and safe receipt, storage, assembly, distribution and delivery of medicines.
· The production, monitoring & filing of documentation.



	3. ORGANISATIONAL POSITION
                      
· See Appendix 2



	4. SCOPE AND RANGE

The aim of the pharmacy department is to assure quality of patient care in the provision of treatment with medicines. To this end the objectives are:

· To provide pharmaceutical care to individual patients by meeting their particular needs whilst maximising efficiency in the use of resources.
· To provide medicines through systems of quality control, this helps to ensure safe, effective and economic use.
  

As a member of the team, the post holder will contribute to the provision of the pharmacy service by:


· Providing a clinical technical service by undertaking the dispensing of medicines in accordance with Standard Operating Procedures (SOPs).
· Contributing to effective stock management by carrying out accurate receipt, storage, selection, stock rotation, expiry date checking and stock taking of medicines.
· Carrying out the accurate, timely, safe and secure distribution and delivery of medicines to locations across NHS Tayside including wards, departments, external hospitals and GP practices.
· Carrying out the safe disposal of redundant medicines and hazardous substances from wards, departments/laboratories within NHS Tayside.

For the purpose of this job description the term 'medicines' includes all drugs, controlled drugs, cytotoxic medicines, intravenous fluids, vaccines, chemicals, medical gas cylinders, contraceptive aids, dietetic products, disinfectants and liquid nitrogen.







	5. MAIN DUTIES/RESPONSIBILITIES

Induction Standards & Code of Conduct
Your performance must comply with the national "Mandatory Induction Standards for Healthcare Support Workers in Scotland 2009" & with the Code of Conduct for Health care Support Workers.

To ensure the provision of a high quality pharmaceutical service the post holder will:


· Carry out the dispensing and labelling of individual in-patient/out-patient and discharge prescriptions which may include cytotoxic and named patient medicines bags following SOPs.
· Undertake extemporaneous dispensing- the preparation of medicines from ingredients or starting materials according to a pre-determined formula (from 2007). 
· Dispensing of controlled drugs, including signing of a legal register following SOPs.
· Carry out a ward stock management service i.e. Ordering and re-stocking of medicines according to ward stock list levels, stock rotation, expiry date checks, carrying out these duties on different sites and locations . Ability to travel to and from locations.
· The receipt of bulk fluid orders and medicines from suppliers, checking contents against the delivery note then transferring paper work to the area pharmacy office to be accepted onto the computer stock inventory.
· Undertake the training and supervision of new staff working in the department. Training includes duties such as ward stock management, dispensing and labelling of patients’ prescriptions, portering. New staff include: pre-registration pharmacists, pre-registration trainee pharmacy technicians, pharmacy technicians and other pharmacy support workers.
· Assemble and check medicines on daily basis for distribution to locations including wards, departments, external hospitals, GP practices etc. Check orders assembled by new staff for picking errors and having errors rectified.
· Recording data as required for monitoring practice against Key Performance Indicators.
· Carry out the accurate and safe disposal of redundant medicines and hazardous chemicals as appropriate, co-ordinating with waste management contractors for uplift, according to standard operating procedures.
· Carry out the accurate, timely, safe and secure receipt, storage, distribution and delivery of medicines to locations including wards, departments, external hospitals, GP practices etc.
· Carry out the ordering, receipt and storage of medical gas cylinders/liquid nitrogen from suppliers, reconcile invoices against delivery notes, attaching financial codes to invoices to be sent to management for authorisation then sent to Maryfield house for Payment.
· Communicate any supply difficulties or ongoing stock issues with the pharmacy office, gathering information that can be passed on to nursing staff/pharmacists regarding the ordering, ad hoc supply or any alternative products or suppliers that can be used. 
· Input data into the pharmacy computer system for orders that have been placed by fax, order books, printed ward stock lists, hand held computer systems or by telephone request.   
· Process orders for medicines by producing picking tickets and delivery notes accurately, ensuring consistency with the order placed and making any adjustments or credits necessary to reflect actual stock availability.   
· Process medicines through an automated robotic dispensing system (from 2010).
· Carry out reception duties in pharmacy including handing over medicines to patients.
· Deal with queries from patients, staff and visitors face to face or over the telephone in a courteous manner referring to other staff when appropriate.   
· Supply Out-patient Prescription pads and ensure accurate records are maintained. 
· Carry out environmental monitoring including recording refrigerator, freezer and room temperatures, reporting any temperatures outside of agreed limits for safe storage of medicines.       
· Undertake the production, filing and archiving of requisitions and documentation.
· Participate in performance development reviews and continuous personal development.
· Attend appropriate educational and training events as required.
· Undertake and maintain a safe, secure, clean and tidy department whilst complying with health and safety policies.
· Participate in provision of the portering service when required.
· Carry out the ordering of stationery and sundries.
· Follow good practice guidelines while complying with and adhering to NHS Tayside and departmental policies and procedures at all times.

OTHER DUTIES:

The post holder will work 37.5 hours per week over a 7 day working week.

The pharmacy department potential opening hours will be from 7.00am – 19.00pm Monday to Friday, 9.00am – 14.00pm Saturday and Sunday. Local arrangements and rotations will be discussed and agreed as required for service needs. The post holder will be flexible regarding hours of work and will participate in weekend and public holiday working.

HEALTH AND SAFETY: 

· All staff must take reasonable care of their own health and safety and that of other persons who may be affected by their actions. 
· All staff must comply with NHS Tayside and departmental policies and procedures at all times and use approved working methods and any personal protection provided. 
· Staff must not in any way interfere with or misuse anything provided for their own safety or protection of others. 
· Staff must report any hazard or unsafe working practice to the appropriate line manager and be aware of emergency procedures. 



	   6. COMMUNICATIONS AND RELATIONSHIPS

The post holder is required to communicate effectively and professionally, providing and receiving 
routine information to and from wards, departments, pharmacy and other healthcare staff regarding the supply of medicines:

Within the pharmacy service:

· Maintain communication effectively and professionally either in writing, oral or email, providing and receiving information to and from wards, departments, pharmacy and other healthcare staff regarding the supply of medicines.
· To communicate effectively with area pharmacy procurement office staff to resolve any problems arising during the receipt process, communicating logistical information concerning chasing stock medicines, shortages of supplies and stock order discrepancies.


Out with the pharmacy service:

· Outpatients and members of the public/carers while handing over medication and any procedures that may be in place for further onward supply.
· Patients, relatives and carers for directions.
· Nursing staff and healthcare staff from other departments for enquires.
· Porters, transport personnel, supervisors and managers of support services regarding the transfer and transportation of medicines across NHS Tayside.
· Communicate effectively and professionally with Medical gas supply companies to place orders.
· Communicating with patients, relatives, work colleagues, NHS staff/customers or general public whose first language may not be English. 
· Communicate with elderly patients who suffer hearing difficulties or patients with mental health issues, or patients with impaired visions etc, using communication methods such as Braille compliance devices, sun & moon stickers, hearing loop for patients with hearing aids.
· Visitors to the department including patients for routine information requests, complaints or handing over of medicines. 








	7. KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

The post holder must:
·  Meet the General Pharmaceutical Council regulation requirements.  In order to do this the post holder must have achieved the role relevant units of the S/NVQ Level 2 Pharmacy Services or equivalent accredited course
· Have completed the rotational trainee pharmacy support worker training programme.
· Have completed the Healthcare Support Workers Induction Standards
· Understand and work within SOPS
· Possess the ability to learn and adapt
· Have accuracy and numeracy skills to undertake the role effectively
· Completed training in the use of robotic and automated stores and dispensing system in order to dispense prescriptions, controlled drugs and issuing stock to wards.
· Be familiar with drug names, strengths, formulations and storage requirements or be prepared to undertake training provided by the department to provide this knowledge.
· Completed training in personal safety awareness and violence and aggression training for carrying out duties in secure mental health wards.
· Possess basic information technology skills.







ESSENTIAL ADDITIONAL INFORMATION

	8. SYSTEMS AND EQUIPMENT

The post holder will be required to use the following equipment and systems on a daily/weekly basis:

 Equipment & machinery

· Measuring vessels e.g. conical glass measures
· Tablet counting devices e.g. triangles, capsule counters
· Tablet cutters
· Syringes for preparation of extemporaneous medicines
· Electronic weighing scales
· Compliance devices (blister packs)
· Pallet trucks/pallet lifters
· Trolleys
· Pharmacy robotic system
· Pharmacy computer system
· Hand held ward stock order device
· Fax machine
· Photocopier
· Computer
· Telephone
· Kick stools
· Forklift truck (where applicable)
· Refrigerators and freezers
· Thermometers
· Printer
· Portable stairway 
· Stanley knives
· Personal protective equipment

  Systems:

· NHS Tayside health and safety, communication and information security and any other relevant policies.
· Use of pharmacy stock control and labelling system.
· Departmental policies and standard operating procedures
· Control of Substances Hazardous to Health (COSHH)
· Performance and development review
· Paging systems, NHS email and intranet systems

Responsibility For Records Management:

All records created in the course of the business of NHS Tayside are corporate records and are public records under the terms of the Public Records (Scotland Act 2011). This includes email messages and other electronic records. It is your responsibility to ensure that you keep appropriate records of your work in NHS Tayside and manage those records in keeping with the NHS Tayside Records Management Policy and with any guidance produced by NHS Tayside specific to your employment.

	9. PHYSICAL DEMANDS OF THE JOB


Physical effort :

· Pushing/pulling loaded trolleys and pallet trucks (Daily 10-30kg)
· Lifting, bending and stretching during receipt, storage and assembly of orders/deliveries
· Seated or standing for prolonged periods with limited movement.
· Assembling of bulk orders for PRI, Carseview and Stracathro stock holding units.
· While portering all medications and fluids around hospital.
· Lifting of Gas cylinders, Bags of salt for renal, boxes of Fluids (Daily 20-90kg) using appropriate equipment 



Mental effort :
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
· High accuracy levels required when counting medicines, measuring liquids, dispensing medicines and labelling, filling compliance devices.
· High accuracy levels when undertaking extemporaneous dispensing, e.g. weighing or using syringes while undertaking the manipulation of materials/ingredients.
· Responding to urgent/emergency telephone, bleep, or in person requests for medicines immediately, which could result in having to re-prioritise or re-schedule all other work load at that time. 
· Workload is subject to interruptions as priorities change at very short notice, staff will re-prioritise according to the needs of the service. These interruptions may include stock queries, cold chain enquiries, delivery schedules, non urgent telephone calls, bleep, emails, requests for information and/or advice, reception duties e.g. answering the door/hatch all of which may result in short term re-prioritisation of current workload.
· Using a computer/ VDU for the majority of the shift whilst standing and dispensing medicines, preparing labels, processing ward stock orders.
· Complete work within agreed timescales in order to meet transport schedules.


Emotional effort:

· Telephone calls from angry/distressed staff when there are drug shortages in hospital, or pharmacy are out of stock, emergency drugs or discharge prescriptions not been delivered on time.
· Ward stock management being carried out in areas with mentally or terminally ill patients and having direct contact and communication with them and their families which may cause distress to some staff.
· Staff can be infrequently subjected to verbal aggression from patients or their relatives when providing ward stock management or at dispensary reception hatch.

· There is frequent indirect exposure to distressing or emotional circumstances, i.e. deceased or badly injured patients, this can happen at least once per week or more for example, in the A&E department. 
· Staff working in mental health units are required to carry panic alarms in case of being attacked. Dealing with patients within mental health wards or patients on general wards suffering from dementia, they could become verbally or physically aggressive as their behaviour is unpredictable.  
· While undertaking ward stock management, staff may work in locations they find stressful such as oncology and palliative care wards and the special care baby unit.
· Frequent indirect exposure to patient’s information whilst dispensing their medicines on daily basis.                          




	10. 
DECISIONS AND JUDGEMENTS

The post holder:

· Must follow the Standards Operating Procedures that are in place.  SOP’s are in place for specific processes within Pharmacy to ensure all staff carrying out those processes complete these consistently, accurately, safely and legally.  Staff can be held accountable for their actions or omissions.
· Deals with routine enquiries, refers to line manager when appropriate.
· Uses knowledge of work schedules, medicines and medicines storage to prioritise tasks.
· Participates in formal appraisal of performance annually, with 3 monthly informal reviews with line manager.



	11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

· To be consistently accurate in the identification, selection and storage of medicines and their various presentations and formulations.
· Responding to urgent/emergency requests for medicines for patients in an accurate and timely manner.
· To work within time constraints for the supply of medicines with frequent interruptions to work patterns.
· Meeting the priorities and demands of working in a busy department through effective teamwork with flexibility to respond to the needs of the service
· To work unsupervised, within the confines of SOP'S whilst travelling to/from sites and carrying out a ward stock management service



	12. JOB DESCRIPTION AGREEMENT 

The job description will need to be signed off using the attached sheet by each post holder to whom the job description applies.





JOB DESCRIPTION AND ESSENTIAL ADDITIONAL INFORMATION FORM – SIGNATURE OF AGREEMENT

	
Post Title

	


	
Reference Number

	



The attached job description and essential additional information will be used as part of the Agenda for Change assimilation exercise and therefore the job-matching panel may wish to seek further clarification on any issues contained within the documents. Should this be necessary please identify an appropriate Manager and Staff representative who can be contacted.

	Responsible Manager

	

	Contact No.

	

	
	

	Staff Representative

	

	Contact No.

	



I/we the undersigned agree the attached document is an accurate reflection of the requirements of the post. The essential additional information provides accurate information of additional job related factors.

	Signed :- (Manager)


	




	Staff Members:
	
	

	NAME
(BLOCK CAPITALS PLEASE)
	SIGNED
	POST NO.
(office use only)


	

	
	

	

	
	

	

	
	

	

	
	





Appendix 1 				Explanation of terms
Traditional & Extemporaneous dispensing
 
The term ‘traditional dispensing’ refers to the process of issuing, labelling and assembling medicines according to a prescription for an individual patient.  This involves accurate interpretation of the prescription, identification, selection, labelling and packaging of medicines in their various presentations and formulations. Medicines are either retained in their original packaging or re-packaged using measuring vessels for liquids or tablet counting devices to pack down medicines into suitable containers or compliance aids/devices (also known as monitored dose system or MDS)* depending on the needs of the individual patient.  All grades of staff have a final accuracy check carried out on all dispensed medicines by an accredited accuracy checking pharmacy technician or a pharmacist.
 
*A compliance aid/device/MDS is a medication storage device designed to simplify the administration of solid oral dose medication such as tablets and capsules.  Such devices can potentially address issues such as difficulty accessing medication and following the regimen due to sight and/or confusion/forgetfulness.  
 
Extemporaneous dispensing is the process of mixing together raw materials to prepare a product according to a pre-determined formula.   This involves accurately calculating and measuring the quantities of ingredients needed, making, packing and labelling the product correctly.  Examples of equipment used during the preparation of an extemporaneous product include weighing scales, syringes and other measuring vessels for liquids and a pestle and mortar.   All grades of staff have a final accuracy check carried out on all extemporaneously dispensed medicines by an accredited accuracy checking pharmacy technician or a pharmacist.
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Appendix 2


 (
PSW’s highlighted in RED font
)

Head of Medicines Supply Chain


Accountable Pharmacist Aseptic


x 13 staff inc 5 PSW


Service Delivery Manager – Pharmacologistics & IT Systems, 
Ninewells Supply Chain Site Lead


Lead Pharmacy Technician – Purchasing, Stores & Distribution


Service Delivery Manager – Clinical Technicians & Dispensaries, 
PRI Supply Chain Site Lead


Clinical Trials Pharmacist


Lead Pharmacy Technician – Tayside Dispensaries & Ninewells Supply Chain Coordinator


SPT - Clinical


SPT – PRI Dispensaries 


SPT – Stores & Distribution


 x 3 staff


SPT  Vaccines & Emergency Planning


SPT Stores & Distribution


IM&T Manager


APO Manager


SnPT Homecare


SPT Dispensary


Rotational Pharmacy Technicians x 5 


X 3 staff inc 
1 PSW


 x 17 staff inc
14 PSW 


x 4 Staff


x 11 staff inc 
9 PSW


X8 staff


X9 staff inc 
6 PSW


X5 staff inc 
4 PSW



Head of Clinical Pharmacy Development


PCP Cancer


SPT Oncology, Haematology, SS & WCH


PCP WCH


PCP SOCC


PCP Medicine


PCP Specialist Services


PCP Mental Health


PCP Palliative Care


PCP Geriatric medicine


Lead Pharmacist P&K


Lead Pharmacist Dundee 


Lead Pharmacist Angus


SPT SOCC


PCP RVH


PCP MRH


PCP Carseview


SPT Carseview/ 
Str acathro


SPT MRH


SPT Medicine


SPT RVH


Fixed SnPT x 4


Fixed SnPT x 1


Fixed SnPT x 1


x 3 staff inc 
2 PSW


x 5 staff inc
2 PSW


Fixed SnPT x 1


Inc 2 PSW


