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STEP BY STEP GUIDE TO THE NATIONAL PGD FOR SUPPLY OF 
MEDICINES,  APPLIANCES AND ACBS PRODUCTS  
 
 

Patient presents seeking 

supply of medication, when 

prescriber is unavailable

Step 1
Pharmacist Interviews patient, 

or their representative, to 

ensure eligibility. 

Is patient

registered with a GP

within Scotland, even as 

a temporary

resident?

Is the patient requesting a 

previously prescribed item, by a 

Prescriber registered and 

practising in

Scotland?

The item

requested is not excluded from 

being supplied under this PGD 

or on the NHS?

Patient NOT eligible to 

receive supply under this 

PGD.

(See advice)

YES

YES

Not Excluded

NO

NO

Excluded

Advice for Pharmacists when patients 

are not eligible for supply of medicine/

appliance under this scheme.

It is the pharmacists’ responsibility to 

either:

Make a supply under the existing 

Emergency Supply regulations

Make an appropriate Over the 

Counter (OTC) recommendation or 

give advice

Telephone the local Out of Hours 

service to arrange a prescription 

using the professional to professional 

contact number supplied. (See 

Section 6)

Step 2
Pharmacist completes the 

Community Pharmacy 

(Urgent Supply) CP(US)/

CP4 form

Required Details:

Patient's Name

Patient’s Address

Patient’s CHI Number (If not 

available, their date of birth 

should be entered into the first 

six boxes of the CHI number)

The pharmacy contractor code

GPhC number of the 

pharmacist completing the 

CP(US) form

The patient’s prescriber 

reference number

Go to Step 3

Notes:

If the CHI and Prescriber reference number 

are not known by the person requesting the 

supply they can be obtained from the 

practice when it is next open.

These details MUST be completed before 

the CP(US)/CP4 form is forwarded to NHS 

NSS for processing.  Fax numbers and 

GP codes are available on

www.communitypharmacy.scot.nhs.uk/

Unscheduled_care.htm

Remember the PGD can be used in hours.

It maybe unreasonable to expect a patient 

to obtain an urgent prescription from the 

prescriber in hours in certain 

circumstances where they may be 

unavailable
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Step 3
Pharmacist finishes completing the 

Community Pharmacy (Urgent 

Supply) CP(US)/CP4 form by adding 

the full details of the item supplied

Required Details:

The drug or brand name

The strength and form in which it is supplied

The quantity supplied-maximum one cycle

The appropriate dosage instructions

Step 4
Item is dispensed and labelled

This must be done in accordance with the requirements of the 'Human 

Medicines Regulations 2012', and any subsequent amendments.

Step 5
Patient’s PMR record annotated with 

the CP(US)/CP4 supply

This is not mandatory but is good practice.

Step 6
Appropriately completed CP(US) form 

is signed on the reverse by the 

patient(s), or their representative.

From Step 2

Step 7
Pharmacist stamps and endorses the 

CP(US) as required.

Step 8
Copy of CP(US) sent to patient’s 

prescriber and telephone regular 

pharmacy if registered for CMS

Process complete

Step 9
Completed and dispensed CP(US) 

forms returns to NHS NSS or send 

electronic claim message for 

processing

The pharmacist will forward a copy of the CP(US)/CP4, preferably by secure 

fax, email or GPO, to the Patient’s prescriber at the first available opportunity 

to allow their staff to update the patient’s notes . 

 


