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Dear Colleague 
 
COVID 19 – Dispensing GP Practices : NHS 
MEDICINES DELIVERY SERVICE 
 
Purpose 
 
1. This circular sets out the arrangements for a new time-

limited medicines delivery service which may be 
deployed by Dispensing GP practices to support NHS 
remobilisation and our National Strategic Framework 
during the COVID-19 outbreak, and reduce winter 
pressures.  

 

Background 

2. Since the outbreak of the pandemic, dispensing GPs 
and their teams have demonstrated resilience and 
adaptability to find new and innovative ways of working 
to support the NHS and ensure patients continue to have 
access to vital medicines and pharmaceutical care 
across our 94 Dispensing GP practices.  
 

3. The pandemic has seen a greater demand from patients 
looking for their medicines to be delivered, extended 
beyond shielding groups. Many Dispensing GP 
practices have responded to this and have set up their 
own local delivery services. 
 

4. The latest strain of the virus brings increased risk due to 
the nature of increased transmissibility. It is therefore 
even more important to minimise points of contact 
among the general population to reduce infection rates 
in our communities. All GP practices are operating 
systems to support physical distancing and infection 
control. Offering an NHS Medicines Delivery Service can 
help support the “stay local, stay home” message during 
this period. 
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Detail 
 
5. A time-limited medicines delivery service for those most at risk will help to alleviate 

the pressures on the Dispensing GP practices and wider NHS services. This cohort 
would include persons considered as shielding, all patients deemed to be at high 
risk (as per the NHS influenza vaccination criteria but excluding those aged 55-64), 
those self-isolating and those whom GPs professional judgement would warrant 
such a service.    
 

6. Dispensing practice teams who wish to offer a delivery service are asked to identify 
eligible patients and proactively offer the delivery service to them for acute and 
repeat medications. The service can also support those individuals or households 
who have been instructed to self-isolate through Test and Protect contact or a 
positive COVID-19 test.    
 

7. The service will allow this cohort to stay at home and avoid unnecessary journeys 
to their GP practice, which may involve waiting outside in adverse conditions as a 
result of necessary COVID-secure ways of working. The service will also help 
practice teams to manage their workload and COVID risk from a reduced footfall.  
 

Operations 
 
8. Funding arrangements to support dispensing practice delivery services will run from 

the date of issue up to 31st March 2021. It will support manageable timescales for 
delivery and allow for significant uptake. Deliveries should be undertaken by 
appropriately qualified members of the pharmacy team or a third party provider.  
Practices should ensure that the appropriate indemnity, confidentiality and audit 
requirements are in place and develop a Standard Operating Procedure for delivery 
of the service.  An example SOP is included in Annex C  

 

9. Practices will be paid on receipt of the appropriate claim form (Attached Excel 
Spreadsheet) £1.50 for each prescription delivered within a 10 mile radius of the 
practice and £2.50 for each prescription delivered to a patients address over 10 
miles from the practice 
 

10. For each delivery made, a claim for the distance travelled should be applied once 
per prescription form. For example, if four items are delivered against two 
prescription forms, two claims can  be made in total.  

 
11. The full service specification can be found at Appendix A  

 
Funding and Payment  
 
12. Scottish Government have agreed funding of £350,000 for the period January to 

end of March 2021. Contractors who participate in this service shall receive a one 
off payment of £1,460 per Dispensing GP practice for initial set up costs. 
Please find attached at Annex B a declaration form for those who participate 
in the service.  
 

https://www.nhsinform.scot/healthy-living/immunisation/vaccines/flu-vaccine
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13. Payments will be made one month in arrears (e.g. claims made for February 
deliveries will be paid at the end of March if received by PSD by 13th of the 
month) 

 
Monitoring and evaluation 
 
14. The service will be reviewed prior to the planned end date (end March 2021) to 

assess the need for any extension. 
 
Consultation  
 
16.  This circular has been developed in discussions with BMA (SGPC) and the 
Dispensing Doctors Association.    
 
Action  
 
17. NHS Boards are asked to:  

 

 note the contents of this Circular   

 copy the contents of this Circular to Dispensing GP practices within 
their health board area  

 
 
Yours sincerely,  
 
  

 
 
 
Naureen Ahmad 
Interim Deputy Director 
General Practice Division 
Primary Care Directorate 
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Annex A – Dispensing GP practices:  NHS Medicines Delivery Service: Service 
Level Agreement 
 

1. Introduction 
i. Funding for a prescription delivery service for patients most at risk from 

poor outcomes following COVID-19 infection has been agreed between  
BMA (SGPC) and the Scottish Government, initially to cover the period 
from the date of issue – 31st March 2021. 
  

2. Service objectives 
i. The main aim of this service is to keep practice teams and patients safe 

by reducing unnecessary footfall and use of public transport. 
ii. The service will also help to reduce the number of vulnerable patients 

having to queue outdoors in adverse weather as a necessary but 
unfortunate result of keeping the practice environment COVID-secure. 

iii. The service is also intended to help practice teams manage workflow 
 

3. Service description 
i. The NHS Medicines Delivery Service is an optional, funded service put 

in place to support communities across Scotland through the winter 
period 

ii. The service can be offered to the patients listed at point 3.iii. below and 
is intended to cover prescription medication. 

iii. Eligible patients are as follows: 
 

 Those aged 65 and over 

 Those who have an eligible health condition 

 Pregnant women 

 Young and unpaid carers 

 Those in Shielding categories 

 Those who are currently self-isolating as per Scottish Government 

guidelines 

 Any others whom a GP or other practice clinician believes would benefit 

from the service 

 
4. Service requirements 

The Dispensing GP contractor must have: 
i. A prescription medicine delivery SOP in place which takes into account 

COVID-19 infection control measures as per current government and 
NHS guidance (example in Annex C) 

ii. Adequate indemnity insurance in place to cover delivery activities 
iii. A team suitably trained to offer a prescription delivery service 

 
5. Service operation 

Participating Dispensing practice teams will: 
i. Identify any patients eligible for the service using the information 

available to them, assess whether they would benefit from a delivery 
and offer the service to patients proactively as appropriate 

ii. Respond to requests for the service from patients who are eligible, 
attempting to fulfil the request wherever possible. Proof of eligibility may 

https://www.nhsinform.scot/healthy-living/immunisation/vaccines/flu-vaccine#people-aged-65-or-over-those-with-a-health-condition-and-carers
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not always be available. The GP should apply their professional 
judgement in these cases. 

iii. Ensure the service is accessible, appropriate and sensitive to the needs 
of all service users. Equal access to the service should be afforded to 
all eligible patients. 

iv. Apply their professional judgement to determine how urgently the 
patient requires a delivery 

v. Then deliver the prescription medication to the patient using either: 
i. A team member (who could be a temporary worker)   
ii. A secure outsourced delivery method 

vi. Ensure that medicine deliveries are made in a safe, secure and 
effective manner   

vii. Ensure that opportunities for the practice to convey health information 
or advice to the patient and for the patient to ask questions about their 
health or medication are retained 

viii. Alert the patient to any failed delivery attempt. 
 

6. Governance, record-keeping and data sharing 
i. The dispensing practice contractor must maintain appropriate records 

to ensure effective ongoing service provision and to support post-
payment verification. This should include, as a minimum, details of the 
eligible patients to whom a delivery was attempted or made under this 
service and the date of the delivery.  

ii. Any patient safety incidents should be dealt with in line with the 
contractor’s own policies and regulatory standards. Records of any 
patient safety incidents should be kept. 
 

7. Payment and evaluation 
i. Claims and payments will be made as per the detail in Annex C  
ii. This service will be subject to NHS Scotland Payment Verification 

processes and scrutiny 
iii. The service will be subject to evaluation, which the service provider 

must participate in as and when requested by  the Scottish 
Government. 
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Annex B – Dispensing GP practices: NHS Medicines Delivery Service: 
Declaration Form 
 
TO BE COMPLETED, SUBMITTED TO PRACTITIONER & COUNTER FRAUD 
SERVICES AND RETAINED AS RECORD FOR POST PAYMENT VERIFICATION   
 
 
Contractor Name   
 
 
Contractor Code 
 
 
Date of completion 
 
 
I the undersigned contractor confirm that I have complied with all the requirements detailed in 
NHS Circular PCA(M) (2021)01 relating to the Dispensing GP practice NHS Medicines 
Delivery Service.  
 
I hereby confirm that I :  
 

Have in place all appropriate arrangements for the safe and effective delivery of NHS 
medicines in line with NHS Circular PCA(M)(2021)01 
 

COUNTERFRAUD DECLARATION 
 
I declare that the information I have provided is correct and complete. I 
understand that, if I knowingly provide false information, this may result in 
disciplinary action and I may be liable for prosecution and civil recovery 
proceedings.  I agree that any overpayments identified through the post payment 
verification procedure may be recovered at a future date by the Common 
Services Agency for the Scottish Health Service.  For the purposes of payment 
verification, I consent to the disclosure of information from this form to and by 
the Common Services Agency and the Health Board  and agree to co-operate 
fully with all payment verification procedures. 
 
 
Signature: ………………………………………………………………………………………… 
 
Name:  ………………………………………………………………………………………… 
 
Position:   ………………………………………………………………………….……… 
 
Date:  ………………………………………………………………………………………… 
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PLEASE RETURN THIS FORM BY 28th  February TO: 
 

  
 
 

  

Contractor Finance Services 

Aberdeen office NEW 
All enquiries:              nss.psd-gppractices-aro@nhs.scot 

Edinburgh office NEW 
All enquiries:              nss.psd-gppractices-ero@nhs.scot 

Glasgow office NEW 
All enquiries:              nss.psd-gppractices-gro@nhs.scot 

mailto:nss.psd-gppractices-aro@nhs.scot
mailto:nss.psd-gppractices-ero@nhs.scot
mailto:nss.psd-gppractices-gro@nhs.scot
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Annex C ; COVID 19 – DISPENSING PRACTICES:  
NHS MEDICINES DELIVERY SERVICE 
 

STANDARD OPERATING PROCEDURE 
 

This Standard Operating Procedure (SOP) should be read in conjunction with (SOP) 
PCA(M) (2001) 01 circular setting out arrangements for a new medicines delivery 
service to support winter pressures, NHS remobilisation and our National Strategic 
Framework during the COVID-19 outbreak. The key objective to reduce the risk of 
transmission of infection to patients and staff operating the delivery service during a 
pandemic 
 

This SOP outlines the procedure to be followed when delivering medicines to the 
patient’s address during the COVID-19 pandemic, or other infection disease pandemic.  
It also details the process to claim delivery fees.  
 
The SOP will ensure: 

 The appropriate consent/s are given and recorded 

 That deliveries take place in accordance with practice procedures 

 That patient confidentiality is maintained 

 That covid infection control guidance is adhered to during the pandemic 
 

OPERATING STANDARDS FOR DISPENSING PRACTICES 

Medicine Deliveries 

1. Create a Delivery Schedule for each day that deliveries will be made. 

 

2. The Delivery Schedule should contain the following information: 

 Date and time of anticipated delivery to each patient; 

 Name, address and CHI of the patient to be delivered via patient label; 

 Number of bags to be delivered; 

 Special delivery instructions, where applicable e.g. fridge; and 

 Space to capture the name of the person who accepted the medicine to 

confirm it has been delivered  

 

3. On the day before the delivery is scheduled to take place: 

 Go through any outstanding prescriptions to check that these can be fulfilled; 

 If they cannot be fulfilled, inform the patient and organise any dispensed items 

for delivery; 

 Check the prescription bags against the list of patients; 

 Secure delivery item bags with tape or staples; and 

 Complete the Delivery List 
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4. Take two copies of the Delivery Schedule.   

 One copy goes with the delivery driver.  

The Schedule and prescription items should be stored in a secure location, and 

where patient information is not publicly visible.  

 The other copy stays at the surgery and should be filed in the Dispensary. 

Delivery records should be kept for one month. 

 

5. On delivery day  

 Retrieve refrigerated items for the delivery driver and highlight priority for 

delivery on the Delivery Schedule (cold box use under consideration); 

 Dispense Controlled Drugs for the delivery driver; 

 Second dispenser to check; and 

 Delivery driver to sign acknowledgement of receipt 

 

6. Delivering medicine to patients 

 Medicines should be (where possible) left on the patient’s doorstep; 

 Delivery driver should wait at a distance >2m until it has been collected from 

the doorstep by the patient / carer / representative; and 

 Driver to capture the name of the person who accepted the medicine to 

confirm it has been delivered on the Delivery Schedule 

 

7. Where delivery is unable to be achieved 

 Medicines must not be posted through letterboxes or left with unauthorised 

representatives; 

 If there is no patient or authorised representative present to take delivery of 

the medication, then the medication must be returned to the surgery; 

 Dispensary staff must be informed; and 

 Dispensary staff should attempt to contact the patient to arrange another 

suitable delivery time 

 

8. After medicine has been delivered 

 The completed Delivery Schedule to be attached and filed with the Dispensary 

copy for payment and audit purposes. 

 
Personal Protective Equipment (PPE) 
 
PPE should be considered on a case-by-case basis in line with most up to date 
guidance issued by Public Health Scotland and the Chief Medical Officer.  
 
ADDITIONAL NOTES 
 
a. Signatures for proof of delivery are no longer recommended as this step 

increases the risk to patients and the delivery staff 
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b. Signatures for proof of prescription exemption are no longer recommended. The 

delivery team member would need to ensure that the patient is aware that they 
are signing the prescription on their behalf and must indicate their exemption and 
any liabilities or penalties incurred by the practice acting as an ‘agent’ are the 
liabilities of the patient, not the practice. The patient is the original source of the 
information and if the information is incorrect, the patient is liable, not the 
dispensary. 

 

Medicine Delivery Payments 

1. Refer to the completed Delivery Schedules to identify deliveries that were 

successfully made. 

2. Complete the Dispensing Practices Medicine Delivery Payment claim form return 

with the following information: 

 Practice name 

 Practice code 

 Date deliveries made 

 Patient CHI 

 Patient post code 

 Whether delivery of each prescription delivered from the Practice was: 

o Within 10 mile radius - £1.50 rate  

o Over 10 mile radius - £2.50 rate  
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COVID 19 – DISPENSING PRACTICES: NHS MEDICINES DELIVERY 
SERVICE 
DELIVERY SCHEDULE 

PRACTICE 
NAME 

 

DELIVERY 
DATE 

 DELIVERY 
DRIVER NAME 

 

 

ANTICIPATED 
DELIVERY 

TIME 

PATIENT 
NAME 

ADDRESS 
CHI 

NUMBER 

TOTAL 
BAGS TO 

BE 
DELIVERED 

SPECIAL 
INSTRUCTIONS 

NAME OF 
RECIPIENT OF 

MEDICINE 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

 

DISPENSING STAFF 
NAME 

 
CHECK 
UNDERTAKEN BY 

 

DRIVER SIGNATURE  DATE  

 
 


