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Fourth Community Pharmacy Agreement Dose Administration Aids Program

Guidance and checklists for service delivery
Purpose and use of this document

This document provides a summary of professional practice aspects relating to service delivery under the Fourth Community Pharmacy Agreement Dose Administration Aids (DAA) Program.

When using this document, pharmacists should refer to the Pharmaceutical Society of Australia’s Professional Guidelines and Professional Standards1 as required, as the checklists provide a cross reference to these documents.

When assessing compliance with the Professional Standards1 for this service, pharmacists should refer to the notes (where available) under each criterion and associated indicators as they will assist with implementation issues.  Pharmacists must also consider the Professional Standards for this service in the context of requirements covered by other standards, in particular (but not limited to), Fundamental Pharmacy Practice, Comprehensive Pharmacy Care, Dispensing, Counselling and Organisation of Pharmacy Practice.2
As with any aspect of professional practice, it is expected that pharmacists will comply with all legislative requirements including those for privacy, therapeutic goods, drugs and poisons, and dispensing.

This document does not include any operational requirements which may be covered in the Fourth Agreement DAA Program Operations Manual contained in the Pharmacy Readiness Kit issued by The Pharmacy Guild of Australia.

Structure of this document

To facilitate use in practice, four separate checklists have been developed covering the following areas:
A. Planning, implementing and maintaining a DAA service

B. Formalising a DAA service with the consumer

C. Packing the consumer’s DAA

D. Confirming and meeting the consumer’s DAA service needs

Checklist A covers aspects of the service itself.  It may be particularly useful when a service is being established although regular reviews will also be important.

Checklists B, C and D are designed so that they can be tailored and used for each consumer the DAA service is provided to.

References

1. Dose Administration Aids Service – Guidelines and Standards for Pharmacists (Pharmaceutical Society of Australia, July 2007)

The Professional Guidelines and the Professional Standards are presented together in this single publication for easy access.  The publication can be downloaded from PSA’s web site at www.psa.org.au from the Policies and Guidelines page.  Please note the Professional Standards in this publication is unchanged from the version published in Professional Practice Standards (version 3).
2. Professional Practice Standards. Version 3. (Pharmaceutical Society of Australia, 2006).
This publication contains the full suite of professional standards published by PSA in 2006.  The full publication or individual standards can be downloaded from PSA’s web site at http://www.psa.org.au/site.php?id=1094.

Feedback

PSA welcomes feedback on this document.  Please send an email to: 4CPAprograms@psa.org.au 

Checklist A – Planning, implementing and maintaining a DAA service

	
	Task
	Person responsible
	Date completed with initials
	Comments
	Relevant section(s) 
in the Professional Guidelines
	Requirements under the Professional Standards
Criterion no. – 
Indicator no.

	1
	Understand the aims and objectives of the DAA service
	
	
	
	1.2, 2.2, 3.1, 3.2
	

	2
	Assess likely demand for the DAA service
	
	
	
	3.1, 3.2, 3.3
	

	3
	Allocate resources to provide DAA in a timely manner.
For example, consider resources needed to: 
a. maintain the packing area
b. maintain the software
c. reorder stock
d. pack and check DAA
e. provide information to doctors and consumers
f. request prescriptions
g. deal with changes to DAA
h. monitor consumers
	
	
	
	3.1, 3.4, 3.5
	3–1, 3–7, 9–1

	4
	Establish necessary systems, procedures, tools and facilities
For example, consider systems and procedures required in relation to: 
a. communicating with doctors and consumers
b. formalising the service with consumers
c. creating and updating DAA Profiles
d. packing records, audit trails and other record keeping
e. medicines not to be packed in a DAA
f. storage of packed DAA
g. a quality assurance program
h. returned packs
i. managing requests for changes to DAA
	
	
	
	3.1, 3.2, 3.3, 3.5, 3.6, 4.5, 5.1, 5.3, 5.4, 5.5, 5.6, 6.7, 6.9, 7.1, 8
	3–5, 3–7, 5–1, 7–1, 8–1, 8–2

	5
	Clarify and confirm roles and responsibilities of staff
	
	
	
	3.4, 3.5, 3.6
	3–1, 3–2

	6
	Train and educate staff
	
	
	
	3.4, 3.5
	3–2

	7
	Advise local GPs of the service
	
	
	
	2.2, Appendix 1
	

	8
	Monitor and regularly review the packing process
	
	
	
	8
	3–6


Checklist B – Formalising a DAA service with the consumer

	Insert consumer’s details or attach name/address label

	Notes:


	
	Task
	Person responsible
	Date completed 
(or assessed as N/A) 
with initials
	Comments
	Relevant section(s) 
in the Professional Guidelines
	Requirements under the Professional Standards
Criterion no. – 
Indicator no.

	1
	Provide an overview of the DAA service
	
	
	
	2.2, 4, Appendix 1
	1–1

	2
	Assess the consumer’s needs and risks and document findings
	
	
	
	4, 4.1, 4.2, Appendix 2
	2–1, 2–2, 4–5

	3
	Discuss and agree service details with all new consumers
	
	
	
	4.2, 4.4, Appendix 3
	1–1, 2–2, 8–1

	4
	Complete the DAA Profile
	
	
	
	2.1, 4.2
	2–2, 3–4, 4–2, 4–7

	5
	Provide instructions about the use of DAA
	
	
	
	4.4
	1–2

	6
	Communicate with the consumer’s GP where appropriate
	
	
	
	4.3, Appendix 3
	4–7, 8–1

	7
	Store all documentation in a secure manner
	
	
	
	4.5
	


Notes:

Checklist C – Packing the consumer’s DAA

	Insert consumer’s details or attach name/address label

	Notes:


	
	Task
	Person responsible
	Date completed 
(or assessed as N/A) 
with initials
	Comments
	Relevant section(s) 
in the Professional Guidelines
	Requirements under the Professional Standards
Criterion no. – 
Indicator no.

	1
	Ensure valid prescriptions are available
	
	
	
	1.3, 6.3, Appendix 3
	8–2

	2
	Make changes to DAA according to established documentation
	
	
	
	5.5, 6.9, Appendix 3
	4–6

	3
	Consider the stability and safety of medicines to be packed
	
	
	
	6, 6.1, 6.2, 6.5, 6.6, 6.8, Appendix 5
	5–1, 5–2, 5–3, 5–4, 5–5, 5–6, 5–7, 5–8

	4
	Consider the optimal packing of medicines including balancing any risks of non-adherence
	
	
	
	6, 6.1, 6.2, 6.3, 6.4, 6.5, 6.8, Appendix 5
	4–5

	5
	Pack DAA according to the consumer’s medication regimen and DAA Profile
	
	
	
	5.2, 5.5, 6.6, Appendix 4
	3–1, 3–4, 4–1, 4–2, 4–6

	6
	Label the DAA
	
	
	
	5.4
	4–6, 6–1, 6–2, 6–3

	7
	Check the packed DAA
	
	
	
	5.2
	3–3, 4–1

	8
	Complete the DAA packing record
	
	
	
	5.3
	3–3, 3–5, 3–7

	9
	Store packed DAA and remaining medicines appropriately
	
	
	
	3.3, 5.2, 6.3
	3–5, 5–8


Notes:

Checklist D – Confirming and meeting the consumer’s DAA service needs

	Insert consumer’s details or attach name/address label

	Notes:


	
	Task
	Person responsible
	Date completed 
(or assessed as N/A) 
with initials
	Comments
	Relevant section(s) 
in the Professional Guidelines
	Requirements under the Professional Standards
Criterion no. – 
Indicator no.

	1
	Reiterate (as required) instructions about the use of DAA
	
	
	
	4.4
	1–2

	2
	Update (if required) the DAA Profile
	
	
	
	2.1, 4.2
	2–2, 3–4, 4–2, 4–7

	3
	Communicate with the consumer’s GP where appropriate
	
	
	
	4.3, Appendix 3
	4–7, 8–1

	4
	Provide medicines not packed in a DAA
	
	
	
	4.4
	4–4

	5
	Provide a list of all medicines and indicate which medicines are not packed in a DAA
	
	
	
	4.4
	4–3, 8–3

	6
	Provide CMI and counselling as required
	
	
	
	4.4
	1–3, 8–4

	7
	Monitor and review (as agreed or when necessary) the use of DAA
	
	
	
	4.4, 7.1, 7.2
	2–1, 4–7, 8–1, 8–4

	8
	Ascertain reasons for returned packs
	
	
	
	6.9, 7.2
	8–4

	9
	Record date of disposal of returned packs
	
	
	
	6.9
	7–1


Notes:
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