ACTIONS TO BE TAKEN WHEN REPORTING THE LOSS/THEFT OF PRESCRIPTION FORMS
	Action
	Who to inform
	Their contact details 
	Notes
	Space to record actions taken in the event of loss/theft

	1
	Local nominated person in the practice responsible for security of prescription forms 
<insert job title>
	<insert details>
	<insert details>
<also insert details of delegate should 1st named contact be unavailable>
	Date and time reported: 

	2
	The Police
	Call the police non-emergency line: 101 to report the scripts missing/lost/stolen
	Obtain a crime number to enter on the subsequent adverse incident report and the alert to be sent out (see below)
	Date and time reported: 

Crime number: 


	3
	The Anti-Crime Specialist (Security Management) (ACS/LSMS)
	Carver Tedstone
Telephone: 07876 547691
Email: carver.tedstone@tiaa.co.uk
	Complete a copy of the ‘reporting form for the loss or suspected theft of prescriptions’ and send to the LSMS:


Alternatively, the LCFS should be contacted instead of the LSMS if stolen or altered prescriptions have already been fraudulently presented at a pharmacy.
	Date and time reported: 




Reported to: LSMS / LCFS (delete as appropriate)

	
	The Anti-Crime Specialist (Counter Fraud) (ACS/LCFS)
	 Lisa George
Telephone: 07825 827024
Email: lisa.george@tiaa.co.uk 
	
	

	4
	Dorset ICB Risk Management Team
	Please use the LFPSE system or adverse incident reporting process to report the loss/theft.
	A copy of the reporting form sent to the LSMS/LCFS can be included with the incident report.
	Date and time reported:

	5
	Controlled Drug Accountable Officer (CDAO) at NHS England
	Email: england.southwestcontrolleddrugs@nhs.net
	If the incident involves CDs, the CDAO must be informed. A copy of the reporting form sent to the LSMS/LCFS should be forwarded to the CDAO.
	Date and time reported: 

	6
	Primary Care Support England (PCSE)
	Practitioner Support: 
0333 014 2884
	PCSE only need to be contacted if prescriptions are missing in transit or if there is a discrepancy with a delivery.
	Date and time reported (if appropriate): 
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Description automatically generated]REPORTING FORM FOR THE LOSS OR SUSPECTED THEFT OF PRESCRIPTIONS 

(ADAPTED FROM NHS PROTECT GUIDANCE)

		Practice:

		

		Date reported

		



		Contact name (print)

		

		Contact phone number:

		



		Contact address: 

		



		Date & time of theft/loss

		

		If date/time is not known, tick here 



		Name of the person reporting the theft loss (if different from above)

		

		Telephone number:

		



		Full details of the loss:



		Include the following information: 

· date and time loss/theft first reported

· place where loss/theft occurred

· type of prescription stationery 

· quantity of prescriptions lost/stolen

· additional items stolen e.g. hand stamps 

		

















		Details of prescription form(s) lost or stolen



		Name(s) of prescribers

		



		Personal code(s) or identification number(s)

		



		Address (as it would appear on the script)

		







		Serial numbers lost or stolen

		From

		

		

		

		

		

		

		

		

		

		



		

		To

		

		

		

		

		

		

		

		

		

		



		Details of type of form stolen

		i.e. FP10SS (printer forms) or FP10NC (hand-held pads)



		Reporting



		Has this incident been reported to the police

		Yes

		No

		Crime number

		



		Name and police station of investigating officer

		





		Does this incident involve any prescriptions for controlled drugs? 

		Yes 

		No

		If this incident involves controlled drugs, has the CDAO been informed? 

		



		Name (PRINT)

		

		Position

		



		Signed

		

		Dated
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image1.jpeg

NHS







image1.emf
Reporting form for  loss or theft of prescriptions.docx


