[image: ]

Private Patient Prescription Requests
Purpose
To ensure all private patient prescription requests are managed appropriately, safely, and in line with Irish General Practice standards. This SOP sets out the procedure for requesting, approving, and issuing private prescriptions, including prepayment and documentation requirements.
Scope
This SOP applies to all administrative and clinical staff within the practice who are involved in handling private patient prescription requests.
Responsibilities
Administrative Staff:
· Ensure all requests are received in writing, confirm payment prior to issue, and send prescriptions only after payment verification
General Practitioners (GPs)
· Review, authorise, and document all private prescriptions in accordance with clinical judgement and Medical Council guidelines.
Practice Manager
· Oversee adherence to this SOP, maintain records, and ensure compliance during audits.
Procedure
Request Submission
·  All private prescription requests must be submitted in writing. Accepted formats include:
   • Secure email
   • Written request form handed to reception
   • Online via our website
· Verbal or telephone requests will not be accepted under any circumstances.
Verification
· Reception & Admin team must ensure the request includes the following details:
   • Full patient name and date of birth
   • Medication name, strength, and dosage (if known)
   • Prescribing GP (if applicable)
   • Reason for request (e.g., repeat medication)
·  Incomplete requests will be returned to the patient for clarification before processing.
Payment Process
· A private prescription fee must be paid in full before the prescription is issued or sent to the pharmacy.
· Accepted payment methods include:
   • Card payment in person or over the phone
   • Online payment link (if available)
· A receipt must be issued, and payment confirmation recorded in the patient’s record.
· Prescriptions will not be processed or sent to the pharmacy until payment is confirmed.
GP Review and Approval
· Once payment is confirmed, the prescription request is forwarded to the GP for clinical review.
· The GP must confirm that the prescription is clinically appropriate and safe.
· The GP may refuse or amend the request if not clinically justified.
Prescription Issuance
· Approved prescriptions are signed and issued by the GP electronically
· Prescriptions are then sent directly to the patient’s nominated pharmacy via Healthmail.
· Administrative staff must ensure payment confirmation before dispatching the prescription.
Documentation
All requested for private patient prescriptions must be scanned to the patient chart
Audit and Compliance
This SOP will be reviewed annually or as required. Random audits of private prescriptions and payments will be conducted to ensure compliance with practice policy and Irish prescribing standards.
Related Documents
• Private Prescription Request Form 
• Payment Policy
• Data Protection and Confidentiality Policy
• Medical Council Guide to Professional Conduct and Ethics
Review Schedule
This protocol will be reviewed biennially or in response to significate changes in the procedure or clinical guidelines.
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