
 
 

APPROVED SYSTEMS FOR RECORDING THE SUPPLY OF 
SUBSTANCES ON PRESCRIPTION GENERALLY OR IN AN 

EMERGENCY TO HEALTH PROFESSIONALS 

The Poisons and Therapeutic Goods Regulation 2008 requires a pharmacist to keep a 
record of all prescriptions dispensed and of all emergency supplies of prescription-only 
medicines made to doctors, dentists, veterinary practitioners or nurse and midwife 
practitioners on the basis of their signed and dated written order. 

Clauses 55, 57 and 113 of the Regulation state that the pharmacist must record the 
details of the prescription or the emergency supply order, as the case may be, in a 
manner approved by the Secretary, NSW Ministry of Health. 

“Details” includes, as a minimum: 

• all the details which are required to be included in the prescription or emergency 
supply order, such as the date, the name and address of the patient/practitioner, 
the name, strength and quantity of the substance, and, for prescriptions, 
adequate directions for use, number of repeats, etc. 

• a unique reference number for the prescription or emergency supply order, 

• the date on which the prescription was dispensed or emergency supply made, 
and 

• the name of the pharmacist who dispensed the prescription or made the supply. 

The Secretary, NSW Ministry of Health has approved the following recording 
systems: 

1. Computer Record 

In order to comply as an approved recording system, a pharmacist must ensure 
that their computer system meets, at a minimum, the specifications set out in the 
“Standard for Dispensary Computers in NSW 2001” (the Standard 2001). This 
document accommodates both the legal and professional obligations of 
pharmacists in relation to prescription records. 

Note: The Standard 2001 was originally published in 2001 by the then Pharmacy 
Board of NSW. 

The Standard 2001 was revised by the Pharmaceutical Services Unit in 
November 2014 to explain or remove references to defunct organisations and to 
clarify aspects of the standard, e.g. referring to electronic drug registers.  
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The Standard 2001 is a document that will henceforth be maintained by the 
Pharmaceutical Services Unit and a copy of it may be obtained by contacting the 
Duty Pharmaceutical Officer on Tel. (02) 9391 9944. 

2. Prescription Book 

2.1 The prescription book must be in the form of a book that contains 
consecutively numbered pages and that is so bound that the pages cannot 
be removed or replaced without trace. 

2.2 The pharmacist must record the full details of the prescription or emergency 
supply order in the prescription book. 

2.3 In the case of dispensing a repeat prescription, it is sufficient to indicate 
repeating the prescription by recording the patient’s name, the date and the 
unique reference number allocated at the time the prescription was first 
dispensed at the pharmacy, rather than re-recording the full details of the 
prescription. 

3. Duplicate Copy or Photocopy 

The pharmacist may retain, as an approved record: 

• a duplicate copy of each prescription or emergency supply order, or 

• a photocopy of each prescription or emergency supply order, or 

• a written copy of the full details of each prescription or emergency supply 
order,  

provided that: 

• each copy is given a consecutive letter or number which is incorporated in 
the record number, and 

• all copies are maintained in sequential order in bound form.  

4. Microfilm 

The pharmacist may retain a microfilm copy of each prescription or emergency 
supply order where: 

• each copy is given a consecutive letter or number which is incorporated in 
the record number, and 

• copies appear in sequential order on the microfilm record. 

5. Patient Medication Profile 

The pharmacist may retain a copy of the full details of each prescription on a 
personal or family medication record card, with cards filed in alphabetical order 
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according to patient or family name, provided that a Day Book which has the 
following features is also kept: 

• a separate page is used each day for indexing prescriptions dispensed on 
that day, 

• each line is given a sequential letter or number which is incorporated in the 
prescription number, and 

• each line entry is made up of the name of the patient and the identifier of the 
medication record card (upon which full details of the prescription are 
recorded). 

Records Generally 

All records of prescriptions dispensed or emergency supplies made must be kept on the 
premises where the prescription was dispensed or order supplied and retained for two 
(2) years from the date of dispensing or supply. 

For further information or clarification of this document, contact the Duty Pharmaceutical 
Officer, Pharmaceutical Services during office hours on (02) 9391 9944. 

 

This guide has been produced by: 

Pharmaceutical Services Unit 
Legal and Regulatory Services Branch 
NSW Ministry of Health 
Telephone (02) 9391 9944 
Fax (02) 9424 5860 
Email: pharmserv@doh.health.nsw.gov.au 
Website: http://www.health.nsw.gov.au/pharmaceutical 
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