Company Name
Audit Report 

For the year 2022

AUDIT REPORT

	Centre: 
	
	MI Manager:
	

	Date: 
	

	Auditor: 
	
	Designation:
	


	Dates of previous audits


	

	Action points from previous audit


	Comments

	
	

	
	

	
	

	
	

	
	

	
	


	Summary of service




	Summary of recommendations




Service Outline

	A. Centre Profile 
	Comments (brief description)

	· Location of MI centre
	

	· Management and reporting arrangements
	

	· Service provision/user profile
	

	· Publications:
	

	· Out-of-hours enquiries
	

	· PCT support
	

	· Access to medical library: 
	

	· Involvement with local ADR reporting
	

	· Involvement with formulary work
	

	· Involvement with D & T Committee
	

	· Involvement with Area Prescribing Committee
	

	· Involvement with Medicines Management programmes
	

	· Involvement with Patient Group Directions
	

	· Ward/clinical work
	

	· Patient Helpline
	


	B. Enquiry Answering

	No. of enquiries – current year
	From:
	<month, yr>
	To:
	<month, yr>
	

	No. of enquiries – previous year
	From:
	<month, yr>
	To:
	<month, yr>
	

	% Change = current / previous year
	

	

	Enquirer type 
	Current Year n (%)
	Previous Year n (%)

	Hospital doctors
	
	

	Hospital pharmacists
	
	

	Hospital nurses
	
	

	GPs
	
	

	Community Pharmacists
	
	

	Community nurses
	
	

	PCT Advisers
	
	

	

	C. MI Training Commitment

	
	No. /Year
	Training time per annum

	Pre-registration Pharmacy Graduates
	
	

	Pharmacists
	
	

	Student technicians
	
	

	

	D. MI Staffing

	
	Grade
	Wte
	Job Description last revised

	Regional Director  (if applicable)
	
	
	

	MI Manager
	
	
	

	MI Pharmacists

1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	MI Technicians
	
	
	

	Admin/clerical staff

1
	
	
	

	2
	
	
	

	3
	
	
	

	Other staff


	
	
	

	

	E. Calculation from Time/Activity Matrix

	Time period used
	

	Time required for MI activities (Total A+ Total B)
	

	Time available for MI activities (Total C)
	

	Difference between time required and time available
	

	Comments/Actions based on matrix results




Performance review

Enquiry Answering

Standard 1 :
The service is organised to permit prompt handling of enquiries and information on all matters relating to the use of medicines.

	Parameter
	National Standard
	Performance
	Standard Met (Y/N)

	1.1
	Access to the service

	1.1.1
	Internal telephone line available
	Y
	
	

	
	External/DDI line available
	Y
	
	

	1.1.2
	Times text fax acknowledged within 4 hours
	2/2
	
	

	1.1.3
	Times test e-mail acknowledged within 4 hours
	2/2
	
	

	1.1.4
	Times MI phone answered within 30 seconds
	100%
	
	

	1.2
	Availability of pharmacists

	1.2.1
	% times pharmacist available to take call within 5 minutes
	100%
	
	

	1.2.2
	Written procedure for handling Qs in absence of MI pharmacist
	Y
	
	

	Comments:




Standard 2 :
MI centres hold the minimum resources appropriate for the provision of the service

	Parameter
	National Standard
	Performance
	Standard Met (Y/N)

	2.1
	Books, journals and databases

	2.1.1
	% books held from “Minimum recommended resources” list
	100%
	
	

	2.1.2
	% journals held from above list
	100%
	
	

	2.1.3
	% databases held from above list
	100%
	
	

	2.2
	Furniture & equipment

	2.2.1
	Basic office furniture
	Y
	
	

	2.2.2
	Photocopy access
	Y
	
	

	2.2.3
	MI dedicated computer facilities (which meet current IT specification).
	Y
	
	

	2.2.4
	Calculator
	Y
	
	

	2.2.5
	Visual aids - access
	Y
	
	

	2.2.6
	FAX access
	Y
	
	

	2.2.7
	Answerphone facilities
	Y
	
	

	2.2.8
	e-mail facilities
	Y
	
	

	Comments:




Standard 3 : 
The MI service meets the requirements of its users

	Parameter
	National Standard
	Performance
	Standard Met (Y/N)

	3.1
	User satisfaction survey conducted at least once per annum (using national user satisfaction survey questionnaire).

A minimum of 40 questionnaires should be sent out to generate a minimum of 20 responses.
	Y
	
	

	3.2
	Users satisfied with answer provided
	Score >3.5
	
	

	3.3
	Users satisfied with general helpfulness / timeliness
	Score >3.5
	
	

	3.4
	Users satisfied with ease of contact
	Score >3.5
	
	

	Comments:




Standard 4A:
Professional expertise and judgement are used in processing MI requests

	Parameter
	National Standard
	Performance
	Standard Met (Y/N)

	4.1
	Sample of enquiries audited
	30-50
	
	

	
	Enquiry mix: 

Level 1 (simple enquiries)

Level 2 (intermediate complexity)

Level 3 (complex enquiries)
	
	(%)

(%)

(%)
	

	4.2
	Documentation
	100%
	
	

	4.3
	Analysis of enquiry
	100%
	
	

	4.4
	Search coverage
	95%
	
	

	4.5
	Answer
	95%
	
	

	4.6
	Overall score
	
	
	

	Comments:




Standard 4B:
Current systems permit easy access to enquiry records and accurate identification of individual records. Storage complies with local procedures.

	Parameter
	National Standard
	Performance
	Standard Met (Y/N)

	4.7
	Easy access to enquiry records
	Y
	
	

	4.8
	Accurate identification of individual records possible
	Y
	
	

	4.9
	Length of time records held
	8 years (general)

25 years (Obs/Paed)

OR as Trust procedure
	
	

	4.10
	Documented evidence that storage time meets Trust requirements
	Y
	
	

	Comments:




Education and Training in MI

Standard 1:
Pre-registration pharmacy graduates (PRPG) and rotational pharmacists (RP) should spend a minimum of 4 weeks’ training in a well-resourced MI centre supervised by a pharmacist who meets criterion 1.3. The UKMi workbook and MiCAL package incorporate the competencies from the RPSGB for PRPG and UKMi for pharmacists.

NB This applies to hospital-only PRPGs, as cross-sectoral PRPGs will have much less time available for training. 

	Parameter
	National Standard
	Standard Met (Y/N)

	1.1
	PRPG undertake 4 weeks of training incorporating

· Sections A to D and 1 to 7 of the UKMi Workbook and associated scenarios on MiCAL

· Introduction to MI services, information sources sections on MiCAL

Rotational pharmacists to undertake the above plus:

· Sections 8 to 14 of the UKMi Workbook and associated MiCAL scenarios

· Literature searching, ethical dilemmas and Critical appraisal skills sections of MiCAL
	Y

Y


	

	1.2
	The MI centre providing training meets the resource standards specified in the current UKMi Quality Assurance Programme, Enquiry Answering Standard 2. This includes access to the UKMi workbook and to MiCAL
	Y
	

	1.3
	The supervising pharmacist has attended the National Introductory MI training course and has provided an MI service to recognised national standards for at least 6 months or has provided an MI service to national standards for at least 2 years.
	Y
	

	Comments:




Standard 2:
All pharmacists (engaged in dispensary work, clinical/ward pharmacy, provision of MI cover, residency and on-call work) should have undertaken an introductory training programme to orientate them to local MI practice as part of their pharmacy induction programme.

Pharmacists engaged in dispensary work, clinical/ward pharmacy to be offered regular training appropriate to their needs. 

Pharmacists providing MI cover, resident and on-call pharmacists: 

· to be given regular training appropriate to their needs. 

· to also undertake the training specified in Standard 1.1 unless completed in a previous post. 

	Parameter
	National Standard
	Standard Met (Y/N)

	2.1
	a) Induction: All non-MI pharmacists have MI training as part of their induction. 

b) The MI Induction Package is available for inspection.


	Y

Y
	

	2.2
	a) All non-MI Pharmacists have their MI training needs assessed.


b) All pharmacists (dispensary, clinical/ward pharmacy) are offered regular MI training according to their needs.


c) All pharmacists providing MI cover will have MI training that meets the relevant Level 1 UKMi competencies according to their involvement in the MI service and their KSF outline.


	Y

Y

Y
	

	2.3
	A dated record is kept of all pharmacists who are offered training and those who accept it.

The record includes details of the training offered and received. 


	Y

Y
	

	2.4
	As a supplement to MI training, a paper/ electronic back-up guide to basic MI resources (outlining how to find & use them) is available to all pharmacists working outside of MI hours (including residents and on-call) (see separate procedures and UKMi workbook)


	Y
	

	Comments:




Standard 3: 
Pharmacists appointed to permanent MI posts should complete all the training outlined in Standard 1, additional sections of the UKMi workbook and MiCAL and attend the National Introductory MI training course within 6 months of appointment.

	Parameter
	National Standard
	Standard Met (Y/N)

	3.1
	Has completed training as specified in Standard 1 and training has been assessed as in Standard 4
	Y
	

	3.2
	Undertakes further training incorporating

· sections 15 to 20 of the UKMi workbook and associated MiCAL scenarios

i.e. Part A of Introductory Training Programme
	Y
	

	3.3
	MI Pharmacist has attended the National Introductory MI training course within 6 months of appointment unless documented reason for not attending.  Certificate of Attendance available.

i.e. Part B of Introductory Training Programme
	Y
	

	Comments:




Standard 4:
Trainers should assess the competence of PRPG and Rotational Pharmacist and newly appointed MI pharmacists using the exercises and criteria in the UKMi Workbook and MiCAL and, where appropriate the RPSGB Performance Standards.

	Parameter
	National Standard
	Standard Met (Y/N)

	4.1
	In-house assessments are undertaken and documented during the training period and at completion. Training records are retained for review and evidence.
	Y
	

	Comments:




Standard 5:
Specialised training for newly appointed MI pharmacist managers should include orientation/induction visit to the Regional MI centre, discussion of training needs with the Regional MI Specialist and has attended the National Introductory MI training course within 6 months of appointment. MI Managers should have completed training according to standards 1,2 and 3 before taking up the post, or within 3 months of starting the post. Line Managers of the MI pharmacist should also make contact with the Regional MI Specialist to discuss training and development needs of a new MI Manager.

	Parameter
	National Standard
	Standard Met (Y/N)

	5.1
	Newly appointed MI pharmacist managers attend Regional MIC within 2 months of appointment for orientation/induction
	Y
	

	5.2
	Newly appointed MI pharmacist managers, in conjunction with their managers, should within 2 months of appointment have discussed their training needs with the Regional MI specialist
	Y
	

	5.3
	MI pharmacists have attended the National Introductory MI training course within 6 months of appointment unless documented reason for not attending. Certificate of attendance available.
	Y
	

	Comments:




Standard 6:
Technicians engaged in MI activities


MI technicians should meet the requirements of the UKMi Accredited MI Training scheme for pharmacy technicians

	Parameter
	National Standard
	Standard Met (Y/N)

	6.1
	Undertake sections A to D and 1,2,3,7,12,14,18 of the UKMi Workbook and associated MiCAL scenarios
	Y
	

	6.2
	Undertake the UKMi Accredited MI Training scheme within 2 years of appointment
	Y
	

	6.3
	Documentary evidence of working towards or having completed the course
	Y
	

	6.4
	Documentary evidence to show that accredited technicians have been through a re-accreditation process every 2 years. 
	Y
	

	Comments:




Standard 7: 
All MI staff to undertake and document Continuous Professional Development (CPD)

	Parameter
	National Standard
	Standard Met (Y/N)

	7.1
	All MI staff to undertake and record their own CPD. Training and development needs should be identified using the MI competency framework and documentary evidence of evaluation of performance
	Y
	

	7.2
	All MI staff should have access to relevant developmental opportunities e.g. UKMi Conference
	Y
	

	Comments:




Publications

Standard 1:
Adequate procedures are in place to ensure that publications produced are accurate, current and of good quality

	Parameter
	National Standard
	Performance
	Standard Met (Y/N)

	1.1
	Per protocol checklist used for each publication produced
	100%
	
	

	1.2
	Completed checklists retained for all publications
	100%
	
	

	1.3
	Source material and comments retained with master for an appropriate period
	100%
	
	

	1.4
	Author of material is identifiable
	100%
	
	

	1.5.1
	Documentary evidence of information search
	Y
	
	

	1.5.2
	Documentary evidence of information retrieved
	Y
	
	

	Comments:




Standard 2: 
The publication achieves its stated aim(s)

	Parameter
	National Standard
	Performance
	Standard Met (Y/N)

	2.1
	Aims of publication stated and target groups identified
	Y
	
	

	2.2
	Target audience confirms that publication achieves the stated aim(s) by user survey
	80% score

4 or above

(max 6)
	
	

	Comments:




Clinical Governance

Standard:
Clinical Governance check performed annually against standard protocol

	Parameter
	National Standard
	Performance
	Standard Met (Y/N)

	1.0
	Documented annual performance check
	Y
	
	

	2.0
	Each individual section score is > 0

· Evidence-based practice

· Risk management

· Research and development

· Continuing professional development

· Audit

· User involvement
	Y

Y

Y

Y

Y

Y
	
	

	3.0
	Total score is > 60%
	Y
	
	

	Comments:




Risk Management

Standard 1:
Risk Assessment check performed annually against checklist in Local Risk Management Policy.
	
	Parameters
	National Standard
	Standard Met (Y/N)

	1.0
	Local Risk Management Policy (LRMP) available (Risk Management Policy on UKMi website may be used as a template for local adaptation and insertion of Trust logo).
	Y
	

	2.0
	Risk Assessment undertaken annually using checklist in LRMP.
	Y
	

	3.0
	Action plan to ensure compliance with LRMP available.
	Y
	

	4.0
	Risk Management Policy reviewed annually.
	Y
	


Minimum Standards for MI Specialist Advisory Services

Note: These standards only apply to all designated specialist advisory services.
Access to the service 
	Parameter
	National Standard
	Standard Met (Y/N)

	1
	The specialist service is available during the opening hours of the MI centre (not necessarily out of hours).
	Y
	

	Comments:




Service Specification 
	Parameter
	National Standard
	Standard Met (Y/N)

	1
	The service has a written statement outlining the services they are able to offer (e.g. enquiry answering support, access to specialist clinician, references from specialist journals etc.) and the range of users the service is available to.
	Y
	

	2
	Guidance on where the service would expect another MI centre to search before referring to the specialist advisory service, and the background information the service requires from users in order to advise fully is stated.
	Y
	

	3
	Pharmacists delivering the service contribute their expertise to all relevant UKMi activities e.g. Q&A’s, training materials.
	Y
	

	Comments:




Service provision and staff training
	Parameter
	National Standard
	Standard Met (Y/N)

	1.1
	The service has access to clinical expertise and practice where appropriate to supplement information from specialist resources (textbooks and databases). 
	Y
	

	1.2
	The service has access to both medics as well as pharmacists.
	Y
	

	2
	The service has sufficient trained staff to provide the service. 
	Y
	

	3
	The service has a training programme in place to train new MI staff (i.e. new to that centre) to handle the specialist calls.
	Y
	

	4
	The Enquiry answering service meets the Standards 1-4 of the enquiry answering standards.
	Y
	

	Comments:




Resources & Funding

	Parameter
	National Standard
	Standard Met (Y/N)

	1.1
	The service has sufficient, up-to-date resources, relevant to the area of specialty to facilitate enquiry answering.
	Y
	

	1.2
	A list of the specialist resources held is available for inclusion in standard 2 of the Enquiry Answering Standards.
	Y
	

	2
	The service has the resources to answer urgent enquiries as well as non-urgent ones.
	Y
	

	3
	A single pharmaceutical company does not fund the service.
	Y
	

	3.1
	If funding is received, this is declared (e.g. ‘this service is supported by an educational grant from xx’).
	Y
	

	Comments:




	Comments by MI Manager/Regional Director


	Comments by pharmacy manager




Signed .....................................................................
Date .............................................

Designation:
Auditor

Signed ...................................................................
Date .............................................

Designation:
Medicines Information Manager/Regional Director

Signed ..................................................................
Date ..............................................

Designation:
Chief Pharmacist


