Checklist for contractors to use for unplanned closure


	ISSUE
	Completed

	
Email SPPG Business Support to notify of closure, include pharmacy details (name, address, contractors) and provide a phone number in case a member of the SPPG team needs to contact you directly. 
[bookmark: _GoBack]
· Pharmacy Services Belfast pharmacyservicesbelfast@hscni.net
· Pharmacy Services North pharmacyservicesnorth@hscni.net
· Pharmacy Services South pharmacyservicessouth@hscni.net
· Pharmacy Services South East pharmacyservicesse@hscni.net
· Pharmacy Services West pharmacyserviceswest@hscni.net

	

	
1. Business Continuity: 

· Has your business continuity plan been implemented?

	

	
2. Communication: Patients

Notice in Window

The following are suggestions to include in the notice but not limited to:

· Other local pharmacies including telephone number
· Where services can be obtained
· Expected date of re-opening
· Contact telephone number
· “For weekly or daily pick-ups, please contact your practice”
Contacting patients directly: 
If you chose to communicate with patients directly that is in addition to a notice. You should ensure any such communication is GDPR compliant, in particular with SMS messages, email and social media.
	

	
3. Communication: Local Practices

The pharmacy should try to communicate immediately about the closure, then follow-up later on partially dispensed prescriptions or other outstanding prescription issues.

This is likely to take time. Consider if you or the local office send an email to affected practices as an immediate alert to stop patients or prescriptions being directed to the pharmacy.

Including a mobile telephone number to be used for the purposes of communicating about this closure only is highly recommended. This will assist with queries e.g. did a patient get a delivery; did a patient collect their medications

	

	
4. Communication: Others

· Domiciliary Care Team Leads to see if possible to stepdown MDS (if abrupt closure/ closure reducing capacity to safely produce MDS); 
· Addiction Services re OST supervision problems
	

	
5. Business Continuity: Will your pharmacy be closed when due to cover rota?

· If so, highlight to Business Support at the above emails
	







