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  I. General Procedures 

A. Hours: The Pharmacy will be open Monday through Friday, 8:00AM to 
6:00PM; Saturday 8:00AM to 1:00PM.  The Pharmacy will be closed on 
holidays, or University closing days.  Adequate preparations will be made 
for these days.  If there is any deviation from the usual hours notification 
will be posted. 

B. Personnel: The pharmacy will be staffed with one licensed Pharmacist, 
two full time technicians and two part-time technicians (3.3 FTE) 
Technicians will be encouraged to pursue certification as pharmacy 
technicians by a national board. Upon certification, technicians will be 
recommended for a 10% raise in salary. 

C. After-hours procedures: If clinicians need access to the Pharmacy at night 
or on weekends, they will use the keypad beside the door to enter their 
PIN which will allow them to disarm the security system and enter the 
Pharmacy. They must leave a prescription showing any items taken at that 
time.  They then exit and re-arm the security system. A log will be kept of 
the prescriptions left and compared to a Central Alarm list of people 
entering the Pharmacy. Any entrances that do not coincide with a 
prescription will be investigated. Clinicians will not send students by 
themselves to the Pharmacy. 

D. Pharmacist’s Absence: when the pharmacist is absent the Pharmacy will 
be operated by the pharmacy technicians with regulatory supervision of 
the veterinarians from each clinic who are responsible for emergency duty. 
During such times no medications will be dispensed for human use 
pursuant to a physician’s prescription. 

E. After-hours outside procurement: if a medication is needed and not 
available from the Pharmacy after hours of operation, the clinician may 
procure the medication from a local hospital. The clinician must submit a 
signed receipt to the Pharmacy the next business day in order to be 
processed for payment.  Holidays: on holidays or University closing days, 
the Pharmacy will usually be closed. Preparations will be made prior to 
closing so that clinic patients may have adequate medications. If the 
University is closed due to inclement weather, the Pharmacist, and any 
willing technicians, will attempt to come in. 
 
 

II. Specific Procedures 
A. Prescriptions 

1. Information required on the UTCVM Pharmacy Prescription form: 
a. Patient information: stamped in the space provided. The patient 

number and name will both be required at minimum 
b. The date written  
c. The problem being treated 
d. The drug name, strength and quantity 



e. Directions for use  
f. Prescribing clinician’s signature 
g. Refill information  

2. Procedure: prescriptions are submitted to the Pharmacy by placing 
them in the tray at the window. The Pharmacy staff will then fill the 
prescription and place it along with the top copy (white) of the 
prescription form on the counter. If the prescription is to be mailed 
or passed to the client the Pharmacy should be notified. 
Filling prescriptions: the prescription is read and checked for 
accuracy. It is then entered into the hospital computer system which 
will generate a price and label. The drug will prepared and dispensed 
in a child resistant container and labeled properly. 

 3.     Prescription checking procedure:  
a. All prescriptions, new and refills, will be checked by a person 
other  than the one filling it. When two people are working on a 
prescription they will each check the other. Each prescription will 
be initialed by both the person filling and the person checking. 
b. The prescription will be checked for proper drug, strength, 
dosage form, quantity and instructions. Any questions will be 
referred back to the prescribing clinician for clarification.  
c.In the event only one person is working, like Saturday mornings, 
the clinicians may be asked to check the prescription before 
dispensing. 

4. Shipping: upon request, the Pharmacy will send prescriptions to 
clients. The client will be charged a shipping fee.  

5. Compounding: certain prescriptions must be compounded. The 
Pharmacy will compound any prescription within our capabilities. 
Compounded prescriptions will be assessed an additional fee for 
the service. These prescriptions take a longer time to prepare and 
often must be picked up the next day. 

6. Refill policy 
a. Clinician must indicate on the prescription form if a 

medication is to be refilled and the number of times. 
Prescriptions are refillable 5 times in a six month period after 
which the clinician must approve additional refills. 

b. Inpatient prescriptions are not refillable and require a new 
prescription. If an outpatient prescription is marked “no 
refill” or is no indication is given, the prescription cannot be 
refilled. 

c. If the number of refills has expired, the client will be advised 
to contact the clinician for refill authorization. If the clinician 
is no longer here the service chief will assume responsibility 
for future refills. 

d. If the dosage or frequency of administration has changed so 
that the refill schedule will change, this information should 
be given to the Pharmacy 

7. Prescriptions for outside pharmacies should be written on the same 
form used in-house with the top copy going to the client and one of 
the other copies inserted in the medical record. 



8. Labels are generated by the hospital computer system and include 
all pertinent information. For after hours use a computer is left 
running with a label program in place. The clinician may then 
insert all required information and print a label  

9. Prescriptions are priced on a sliding scale according to the cost of 
the drug, as follows: 
Cost 0-$25.00 x 2.25 = client cost 
         $25.01 to $75.00 x 2.05 = client cost 
         $75.01 to $125.00 x 1.75 = client cost 
         $125.01 and over x 1.5 = client cost 
Minimum prescription charge is $5.00 

10. Discounts to faculty, staff and students 
a. Discounts are taken at the front desk at time of payment 

according to each department's policy 
b. Sale at discount of the following items will be limited to 6 

boxes per person per year. More product may be purchased, but 
will be charged regular client price. The products are:  

• Frontline Top Spot 
• Heartgard, Interceptor 
• Sentinel, Revolution and  
• Advantage 
• Other products may be added at the pharmacist's 

discretion. 
11. Drugs from the Omnicell machines are covered under separate 

policies (attached) 
12. According to Tennessee state law, once a prescription drug has 

been dispensed, it cannot be returned to the pharmacy. If a 
dispensed prescription has not left the hospital, it can be returned 
for credit to the Pharmacy. 

13. Controlled substances for use in the hospital will be procured 
mainly from the Omnicell machines in the clinics. In those 
instances where the machine is not used, a system will be 
maintained such that the drug will be accounted for. The person 
receiving will sign out a specific amount of drug and will be given 
a numbered sheet on which to record each dose of drug used and 
each animal receiving a dose. This sheet will be returned to the 
Pharmacy where it will be kept on file as required by law. Any 
controlled substances checked out must be kept in a secure locked 
cabinet. 

14. University Experiment Stations: Legend drugs will supplied to 
experiment stations operated by the University only on the order of 
a staff veterinarian pursuant to a valid veterinarian-client-patient 
relationship.  

B. Supplies 
1. The Pharmacy will serve as a central supply area for disposable 

items such as needles, syringes and tape.  
2. Stores: these supplies will be stored in the Pharmacy and the 

storeroom located at the Shipping and Receiving area. The 



Shipping clerk will help maintain the inventory of these stores and 
will submit an inventory to the Pharmacy each week. 

3. Distribution: supplies will be distributed from the Pharmacy 
pursuant to a requisition sheet submitted by the department. These 
sheets must be signed and the appropriate account number written 
on the sheet. Some items such as cases of intravenous fluids will 
be delivered to the requesting area by the shipping clerk upon 
request of the Pharmacy.  

 
  III.    Regulatory Procedures 

A. Research Drugs: in accordance with Tennessee law, the use of controlled 
substances or legend drugs for research requires registration with the 
Board of Pharmacy. Researchers must submit an application, available in 
the Pharmacy, to the Pharmacy Committee along with a brief description 
of the protocol. This information will be circulated to the committee for 
approval. Notification will be made only if there is a problem. Otherwise, 
the application will be forwarded to the Board.  

B. DEA numbers: The Pharmacy will be registered with the Drug 
Enforcement Administration. Each clinician will be issued a DEA number 
based on the Pharmacy registration number with a suffix attached. The 
suffix will consist of the first letter on the clinician’s last name and a two 
digit number. The clinician must use this number on any prescription for 
controlled substances sent to an outside pharmacy, as well as for research 
applications. 

 
IV.  Fiscal Responsibility 

A. Budget: the Pharmacy budget will cover all operating expenses of the 
Pharmacy, including salaries and benefits. The Pharmacy will pay for all 
drugs and supply stores in inventory and then sell these stores to the 
various departments at acquisition cost plus 10%.  

B. Procurement: the Pharmacy will purchase goods and services in 
accordance with all University fiscal policies. 

 
V. Omnicell  

A. General Policies and Procedures: attached copy of Omnicell’s standard 
B. Specific Policies and Procedures for LACS and SACS: 

1. No prescription will be written. Notation of drugs obtained and 
administered from the Omnicell will be entered on the Physician’s 
Orders sheet in the patient’s record 

2. Dose drawn into a syringe cannot be returned for credit. Doses not 
used must be destroyed. Only unopened vials can be returned for 
credit. 

3. Unused doses of controlled substances must be destroyed in the 
presence of a witness. This action must be noted and initialed on the 
patient’s medication form by both parties. 

4. Controlled substances must be removed one dose at a time. 
5. For SACS, 1 dose will equal 0.1ml for most drugs. Exceptions will be 

noted on the machine. 



6. For LACS, 1 dose will equal 1.0ml for most drugs. Exceptions will be 
noted on the machine. 

7. There is no price break in removing an excess amount and returning 
the unused portion. Charges are calculated on the amount used. 

8. Drugs in the machine are meant for inpatient use only and are not to be 
dispensed to outpatients. 

9. Charges enter the hospital computer system when the transaction takes 
place at the machine. 

10. Some drugs have been designated as LA versions to differentiate from 
the same drug in the SACS machines due to dose volumes.  The 
Pharmacy will charge each department monthly for the drugs 
restocked in the Omnicell machines.     

 



    

 













 

       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


