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GUIDANCE  February 2009                
SUBJECT:  NHS Prescription Services Request for Information and Data Proforma
1. Purpose

This guidance has been devised to help the applicant complete the NHS Prescription Services.  Request for Information and Data Proforma to obtain NHSBSA Prescription Services information in line with current legislation and Regulation.

The Proforma aims to provide the NHS Prescription Services with sufficient information to allow the release of prescription data and information. It does not intend to supersede any existing service level agreements or legislation, unless stated in the body of this guidance 
· Purpose
· Legislation & Regulation

· Instruction on Completion

· Timescales, Retention and Return
The purpose of this Process is to standardise and record all requests, made by external regulatory or NHS bodies, and has been designed to allow the applicant access to prescription information and data as held by the NHS Prescription Services under the regulatory and/or legislative powers as defined.
2. Legislation and Regulation

This application for information and data complies with and meets the requirement of : 
· The Data Protection Act 1998 Section 29(3).  Requests made under this legislation must provide sufficient information to determine whether a disclosure is to be made. This request form does not oblige the recipient to disclose, rather it enables a disclosure to be legally made.
· The Secretary of State Directions to NHS Bodies on Counter Fraud Measures 2004.
· Sections 24 and 25 (i) of the Controlled Drugs (Supervision  of Management and Use) Regulations 2006 no. 3148.  
· Section 39, Health Act 1999 (updating the National Health Act 1977 section 122 (A & B)
· Section 17 of the National Health Service (Complaints) Regulations 2004 no 1768.
· Section 35A (1) (b) of the Medical Act 1983 (as amended 2000)

· Sections 58/64/65/67/offences, sections 111 and 112 of The Medicines Act 1968.

· Section 46 1 (A) (ii) and 1 (B) (ii) of The Pharmacists and Pharmacy Technicians Order 2007 No 289
· Home Office Circular 68/1955 as amended.

·  Schedule 11, section 17 (2) of the VAT Act 1995.
This list is not exhaustive, and you should contact the NHS Prescription Services Gatekeeper if your request is made under the provision of alternative different powers or regulations
3. Instruction on Completion

< …. >    insert information in all cases

*             provide full explanation and details of information required 
Part 1 – Recipient / Applicant details

To :                               NHS Prescription Services Gatekeeper         CFS.requests@ppa.nhs.uk 

From:                         <NAME>,   LCFS,    <PCT>
Contact Email:          < EMAIL ADDRESS  >
Contact Address:      <ADDRESS>  
 Contact Tel No:         <TEL >     
cc:                                 CFSMS PFT Manager                   pft.bsadr@cfsms.nhs.uk
Date:                            <…>
Part 1 Guidance Notes :
1. All requests must be submitted SECURELY to the NHS Prescription Services Gatekeepereither by FAX to 01912035007 or encrypted to the  email address (above), and copied to the CFSMS PFT email address (above)
2. All contact details must be completed to verify your authority to access this information. It is essential that state which Organisation you represent.

           E.g. RPSGB/ PCT / CFSMS etc
Part 2 –Regulations

This section sets out the regulations and powers required to release the data and information. 

The following information/data has been requested under regulatory and or legislative powers as defined by my professional role (* Please delete as applicable) 

1. LCFS  : In line with Secretary of States Directions to NHS Bodies on Counter Fraud Measures 2004 for the prevention or detection of crime, and the apprehension or prosecution of offenders. 

2. PCT Accountable Officer :  Sections 24 and 25 (i) of the Controlled Drugs (Supervision  of Management and Use) Regulations 2006 no. 3148.  

3. Royal Pharmaceutical Society of Great Britain :  Sections 58/64/65/67/offences, sections 111 and 112 of The Medicines Act 1968.

4. Healthcare and Associated Professions (Pharmacists)  : Section 46 1 (A) (ii) and 1 (B) (ii) of The Pharmacists and Pharmacy Technicians Order 2007 No 289

5. Police Service  : Section 29 (3), Data Protection Act 1998, for the prevention or detection of crime, and the apprehension or prosecution of offenders. This enables a disclosure of information to be considered/made.
6. General Medical Council  : Section 35A (1) (b) of the Medical Act 1983 (as amended 2000)

7. NHS Dental Services : Section 39 , Health Act 1999 (updating the National Health Act 1977 section 122 (A & B)

8. Coroner's Office  : Home Office Circular 68/1955 as amended.

9. Care Quality Commission  : Section 17 of the National Health Service (Complaints) Regulations 2004 no 1768.

10. HM Revenue & Customs  : Schedule 11, section 17 (2) of the VAT Act 1995.

Part 3 – Further Information
1. Who is requesting this information/data:-  *
Please state your title/role and the organisation you are representing
This information is essential to verify your authority to access the information.

2. Specifics of information required * [e.g. FP10, account numbers, months etc] 
This should include a summary of the allegation which will facilitate the extraction of any information.  Use additional sheets as necessary
You must detail what information you require: e.g.
· Prescriptions, FP10 – identified by Prescriber (GP/Hospital/Dentist)
· Prescriptions, FP10 – identified by Pharmacy Contractor/Hospital Dispenser
· Prescriptions, FP10 – identify medication dispensed by pharmacy
· Prescription Data – to establish Net Ingredient Cost (NIC) and associated fees
· Payment Schedules – to identify total monthly payments.
In all cases you should identify the Prescriber number, Pharmacy Contractor account number (F CODE), drug type and month/period to be analysed [where applicable]
3. Additional Information attached :     YES* / NO

Indicate additional information attached, e.g. spreadsheet.

4. Why is this information required:- *
Provide detail of enquiry type, e.g. criminal, civil, disciplinary
You must indicate why this information is required e.g criminal investigation, civil recovery, disciplinary hearings.

5. How will this information be used:-*
Provide detail of any third part use, e.g. solicitor/police

6. Timescales –
· When is this information required:-  *          
·  How long will you retain/use the information provided:-
     It is essential to determine when the information is required by e.g trial date, as this will determine the priority of your request. 
Part 3 Guidance Notes:
a) NHS Prescription Services do not currently hold Patient FP10 forms indexed by name or address etc. All prescription forms FP10, are stored by dispensing month/Pharmacy account.

b) You should indicate whether you require a hard or electronic version [electronic image of FP10 will be available under the development of the CIP / EPS process]

c) Due to archiving and quantity of information held, it is essential that timescales are realistic. The NHS Prescription Services cannot always contact you and advise an estimated time for the information to be extracted and provided. If you require this service state it in your request.
d) NHS Prescription Services will acknowledge your request within 1 weeks of receipt and indicate an anticipated completion date for the work requested.
e) Some NHS Prescription Services information and data is only retained for a short period. In line with legalisation other information is retained in archive. This may effect the timescales for your work requisition.
6. All extracted prescription forms must be annotated with the Pharmacy Account Number (F CODE) and dispensing /accounting month to facilitate refilling and or destruction in line with NHS Prescription Services Retention guidelines.
4. Timescales, Retention and Return

As set out in Part 3, 6.Timescales, the NHS Prescription Services have a Retention Policy & procedure in respect of all data and information retained. The NHS Prescription Services will advise you of the retention period relevant to your request.

The NHS Prescription Services operates an archiving system for all data. NHS Prescription Services will advise you on the current and archived status of the data requested. This may impact on the time required to extract and produce the data.

You are required to return all information which is no longer required for your enquiries to the NHS Prescription Services for retention and destruction in line with the NHS Prescription Services Retention Policy & Procedure.
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