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NHS and LA reforms factsheet 1
Ordering of prescription forms and other NHS forms
Prescription form security
Prescription forms and other items on the NHS Forms Contract can only be ordered through the contract currently held by Xerox (UK) Ltd. The contract is divided into secure and non-secure print items.

Secure items are those at risk of fraudulent use or counterfeiting.  Each organisation wishing to order forms will need to have someone registered and verified by the NHS Forms Contract Management Team. All forms will be paid for by the ordering organisation.

Prescription form theft and misuse is an area of concern as these forms can be used to obtain drugs illegally, often for misuse. Anyone involved in the handling, storage or distribution of prescription forms should ensure they have read and follow the guidance provided by NHS Protect; http://www.nhsbsa.nhs.uk/SecurityManagement/Documents/SecurityManagement/ Security_of_prescription_forms_GUIDANCE_March_2011_FINAL.pdf
GP General Medical Services practices (GMS), Personal Medical Services
(PMS) and their associated GPs and employed non-medical prescribers
The responsibility of ordering prescription forms for GPs is transferring from PCTs to the NHS Commissioning Board (NHS CB). Therefore practices will need to contact the NHS CB’s Area Team covering their location to clarify the local arrangements. In many cases, the Family Health Services/Primary Care Support Agencies established by PCTs will become part of an Area Team, so the contact and process may be the same as previously. Alternatively, some Area Teams may commission other organisations to carry out these roles.

The Area Teams or the other organisations with whom they have contracted, must contact Xerox (UK) Ltd to obtain a template to confirm user, delivery, invoicing and access rights details so they can be registered on the Xerox (UK) Ltd system. Users must be registered before any forms can be ordered by them.

The Area Team or their contractor will be responsible for the onward secure delivery of the forms to the practice. The practice must ensure the forms are held and managed according to the NHS Protect guidance.

Other Providers and their associated medical and non-medical prescribers
Any commissioning organisation, such as a Clinical Commissioning Group (CCG) or Local Authority (LA) will in the future contract with any appropriate provider to provide health services. If this service requires the supply of items to patients, it may be appropriate to supply via prescriptions that are dispensed by community pharmacies or appliance contractors. If this is the case, the service provider will need to access the NHS Prescription Form – known as the FP10. The commissioner can arrange for the provider to order forms and bear the cost, or the commissioner can retain this responsibility. These arrangements will need to be set out in the contract between the two bodies.

Both commissioning and provider organisations are responsible for ensuring prescription forms are held and managed according to NHS Protect guidance. The provider or commissioner (depending on which organisation is going to be

responsible for ordering the forms) must contact Xerox (UK) Ltd to obtain a template to confirm user, delivery, invoicing and access rights details so they can be registered on the Xerox (UK) Ltd system. Users must be registered before any forms can be ordered by them.

NHS Trust or Foundation Trust
A hospital trust wishing to have prescriptions dispensed by community pharmacies can order the NHS prescription form directly through the Xerox (UK) Ltd system. They will need to contact Xerox (UK) Ltd to obtain a template to confirm user, delivery, invoicing and access rights details so they can be registered on the Xerox (UK) Ltd system. Users must be registered before any forms can be ordered by them.

Where a trust is commissioning services they will decide if they or the provider will order and pay for the forms. Both commissioning and provider organisations are responsible for ensuring prescription forms are held and managed according to NHS Protect guidance.

Private Prescribers of Schedule 1, 2 and 3 Controlled Drugs
Private prescribers of Schedule 1, 2, and 3 Controlled Drugs will order their prescription forms through their designated Area Team or the contractor providing this service for them. The Area Team or their contractor will be responsible for the onward secure delivery or collection of the forms. Forms must be held and managed according to NHS Protect guidance.

Process for registering for access to order forms
1. Organisations must contact Xerox (UK) Ltd to obtain a template to confirm user, delivery, invoicing and access rights details so they can be registered on the Xerox (UK) Ltd system.  Users must be registered before any forms can be ordered by them.

2. At least one user must be identified as a “Reports User” as only they will be allowed to add or change user and delivery details. The remaining users will only be allowed to place orders.

3. Users who are entitled to order prescription forms should be annotated as requiring “Secure Catalogue Access” on the Xerox (UK) Ltd registration template. For security reasons, prescribers are not permitted to place orders for prescription forms.
4.
It is acknowledged that the “Reports User” may not actually order forms but they should hold a position of authority where they have sufficient responsibility and autonomy to make these decisions.

5.
The completed templates should then be sent to Xerox (UK) Ltd.

6.
Xerox (UK) Ltd or the NHS Contract Management Team may subsequently contact the commissioning or provider organisation if anything needs to be clarified as part of the verification process.

7.
When the users have been registered on the Xerox (UK) Ltd system, Xerox (UK) Ltd will email each user providing a link to the ordering web site and details of the next steps.

Contact Email Addresses

Xerox (UK) Ltd NHS Forms Contract Supplier – NHSorders@xerox.com

NHS Contract Management Team – NHS.Print@nhs.net 

NHS England contact - 0300 311 22 33 or email england.contactus@nhs.net
Additional Important Information – Transitional arrangements
Where prescribers use their IT systems to print details on the prescriptions, they need to ensure they comply with the requirements for overprinting of NHS prescription forms. The overprint specifications can be found at http://www.nhsbsa.nhs.uk/PrescriptionServices/938.aspx
Pre-printed personalised prescription forms used by certain groups as listed below will need to be reordered with the relevant new organisational codes for each prescriber; supplies of old forms should be destroyed securely. Please refer to NHS Protect guidance.

a.
community nurses with the identifier CN;

b.
where a cost centre is set up with a new code; or
c.
where the transfer of the service leads to a different phone number or address.

The organisation responsible for ordering NHS prescription forms must also inform NHS Prescription Services about prescribers and their cost centres. See Fact Sheet “Organisational Codes” for more information.
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