7.  STOCK CONTROL

[bookmark: _Toc297110721]7.1 Office Supplies	
Supplies of stationery including prescription pads, letterhead, certificates etc. are accessible only to authorised persons.  The Health Centre Manager, or delegate, checks and maintains stock ensuring perishable materials are rotated so oldest is used first.

Stock is checked monthly and items are re-ordered when supplies are low. Incoming goods are checked against orders and invoices.  

When a staff member takes a supply of stationery e.g. pen, sticky notes etc. they are to tick off the item as having been removed from the cupboard. Staff will advise the Health Centre Manager when stationery stock is needed. Necessary and regularly used items should be re-ordered on our purchase order form and when extra supplies or new items are needed, purchase requisitions are  directed to the Health Centre Manager .

7.2 Medical Supplies

Registered Nurses can only access locked drug storage facilities. Stock checks and re-ordering is under the direction/supervision of a doctor who is personally present. Perishable medical supplies including vaccines, pharmaceutical and medical consumables are correctly stored, stock rotated, and items discarded if past expiry dates.

A designated person has primary responsibility for the proper storage and security of medicines, vaccines and other healthcare products. They are required to maintain a log of areas to be checked such as the drug cupboard, doctors’ bags, and fridge and other cupboards containing perishable medical stock. The log documents the location, date and initials of the staff member checking the stock and is kept in the Manager’s office.  

Stock is rotated in a uniform manner with oldest nearest to the front of the shelf, drawer etc. Stock is marked with expiry date and is rotated according to the expiry date. All sites are checked 3 monthly with a note made in the log to re-check if items will pass expiry date before the next review. i.e. name of item, location and expiry date. Vaccines are left in boxes so expiry date is evident. 

Items with expired ‘use by dates’ are to be withdrawn from active storage location and disposed of immediately according to manufacturer’s instructions and  drug destruction/disposal guidelines. 

