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1. Introduction

The Surrey Prescribing Advisory Database (PAD) is a web-based repository for documents and links that support the advice of the local Medicines Management Teams. The majority of PAD content is informed through the Surrey Heartlands Integrated Care System Area Prescribing Committee (APC) and contains information on local and National guidance relating to medicines and prescribing, documents that support the Surrey Medicines Management Teams in conducting audits and other practice support activities, and a range of medicine related guidelines, policies and procedures.
The PAD also contains information and guidance that is applicable to one, or a small number of local areas (Integrated Care Partnerships (ICPs) or Primary Care Networks (PCNs)), where a Surrey-wide consensus or recommendation is not applicable. In these instances it is made clear which area(s) the advice applies to. 
Whilst the PAD website is intended for use by local (Surrey) health-workers including GPs, consultants, non-medical prescribers, pharmacists and members of the public, the PAD and its content can be accessed by anyone using the web. External individuals or organisations are welcome to access the materials but are asked to seek permission from the Surrey Heartlands CCG and provide suitable acknowledgements before replicating or reproducing our documentation.
It is also intended that the information on the PAD will be used to support responses to Freedom of Information requests and to demonstrate compliance with the legal obligation of the NHS to fund and resource medicines and treatments recommended by NICE’s technology appraisals
https://www.nice.org.uk/About/What-we-do/Our-Programmes/NICE-guidance/NICE-technology-appraisal-guidance
2. Purpose
This document is intended to set out the process through which information is made available on the PAD and to ensure that this information is relevant, and of suitable quality to support local clinical practice.
The role of the Area Prescribing Committee Operational Group (APC OG) and the mechanisms utilised in maintaining and developing the PAD will be defined.
This policy should be used in conjunction with a number of associated documents:
· PAD Document Naming Convention
· PAD Editing Procedure
· PAD entry request template and procedure

· Area Prescribing Committee Operational Group (APCOG) Terms of reference

· Medicines Optimisation Board (MOB) Terms of Reference
· Surrey Heartlands ICS Area Prescribing Committee (APC) Terms of Reference

· Medicines Optimisation Operational Group (MOOG) Terms of Reference
· Medicines Safety Group Terms of Reference

· Integrated Care Partnership Medicines Optimisation Groups (ICP MOGs) Terms of reference
· Procedures and templates for the preparation of APC papers
3. Role of the APG Operational Group (in respect of the PAD)
The APC Operational Group is accountable to the Surrey Heartlands ICS APC and consists of:

· Associate Director of Pharmacy
· APC Secretary

· Primary Care pharmacy professional for each ICP

· Secondary Care pharmacy professional for each ICP

· PAD administrator
· Optimise Rx administrator
· Formulary / EPMA / Surrey Care Record specialist
· Commissioning specialist pharmacy professional

The APC OG meets monthly and is responsible for the following PAD-related functions:
1.1. Overseeing mechanisms to deliver reliable, robust and relevant PAD content in a timely manner 

1.2. Overseeing the development and maintenance of supporting, governance documentation including the document naming convention and PAD editing procedures

1.3. Considering and granting administration / editing responsibilities to individuals

1.4. Overseeing future PAD development / improvement projects through the use of user satisfaction surveys, seeking funding and project oversight
4. Role of the PAD administrators (as a sub-group of the APC OG)
The PAD administrators are responsible for the management and maintenance of PAD content and functionality, supported by the agreed governance mechanisms and processes that are defined in this document. The role of the PAD administrators includes:

4. Maintenance of the way in which information is provided to users of the website. This is done through regular contact with the PAD Technical developers

4. PAD super-user to manage the addition and removal of PAD users with editing capabilities (as agreed through the APC OG)

4. Employment of mechanisms to deliver reliable, robust and relevant PAD content in a timely manner (in accordance with this process document and associated SOPs)
4. Editing existing PAD content (in accordance with the PAD Editing SOP)

4. Uploading documents to the PAD in accordance with sections 6 and 7 and the PAD Editing SOP
4. Maintaining an archive of removed content (in accordance with the PAD Editing SOP)

4. Checking, acting on and responding to (if necessary) feedback from users submitted via the PAD “contact us” facility

4.  Responding to any technical issues that are raised by service users and liaise with the PAD technical developers to seek resolution

4. Provision of reports to identify content review dates

4. Provision of support / training as necessary to PAD users

4. Managing customer / user expectations

5. Quality Assurance Mechanisms
1.1. Outputs from Area Prescribing Committee (APC), Medicines Safety Group (MSG) (for specific medicines safety resources) or the Medicines Optimisation & Oversight Group (MOOG) (for non-clinical resources) are considered to have been through an appropriate governance process, including consultation and peer review, and qualify for automatic upload to the PAD. This process is managed through the preparation of an entry template that is accuracy-checked prior to PAD entry / edit
1.2. Upload requests from other groups/committees must be accompanied by a completed PAD Entry Request template (see section 7 for further details)
1.3. Mechanisms will be employed to prompt document revision dates (through APC / MSG / MOOG as appropriate) to ensure that information on the PAD is updated in a timely fashion. Note – responsibility for reviewing / maintaining localised resources (ICP/PCN specific) will remain with the relevant ICP/PCN. A document expiry report will be periodically sent to Medicines Management Leads to inform them of locally agreed document expiry dates. The document expiry report will also be used on an ongoing basis to identify items for inclusion on the APC work-plan as appropriate.
1.4. Nationally produced resources that have been uploaded to PAD should be replaced as new / updated versions become available or removed after their review date has past. The APC OG may be requested to consider the most appropriate action i.e. whether the document on PAD should be replaced, removed or whether APC consultation is required
1.5. The PAD can only be edited by users with administration rights. Administration rights are strictly limited to those who are deemed appropriate by the APC OG
1.6. New entries to the PAD are checked using a peer review process
1.7. There is a SOP for editing the PAD to ensure that editors follow the same process and maintain consistency
1.8. There is a document naming convention to ensure that all document names are consistent, of suitable length and are easily identifiable
1.9. Documents must have an appropriate header containing appropriate logos and organisation names
1.10. Documents must have an appropriate footer (or Title page) containing:

1.10.1. Date of issue

1.10.2. Version number

1.10.3. Review date

1.10.4. Source / author
1.11. Horizon scanning activities are continually conducted by the Medicines Management Teams to ensure that new developments, changes to legislation and changes in local and National advice is processed and acted upon in a timely manner and related on the PAD as appropriate
1.12. An archive of removed content will be maintained to ensure that changes to PAD can be audited and former content recovered if necessary
6. Information Governance

1.13. The PAD will not contain any patient identifiable data or information that could not be obtained through a Freedom of Information request.

1.14. Individual clinician responses contained within any papers will be removed from the documents prior to uploading to the PAD
1.15. Website Terms & Conditions provide suitable warning with regard to the content of the site and its intended use: 
“This site is for advice and information only and any clinical decisions on use of medicines will still be the overall responsibility of practicing clinicians. Note also that this site is one of many sources of information about medicines which clinicians & patients may wish to refer to.”
7. Requests for PAD uploads / new content

7.1. In instances where ICPs, PCNs or Trusts have developed or agreed local resources that have NOT been through the APC / MSG / MOOG governance process, a PAD Entry Request will need to be made in order for the local resources to be uploaded to PAD. A Standard Operating Procedure (SOP) and template have been developed to support this and must be completed by the requesting organisation
7.2. In doing so, the requestor will be asked to state:

7.2.1. the committee or approving body that the information/document has been authorised by

7.2.2. the area to which the document / information applies to (ICP/PCN/Trust)
7.2.3. whether the document or information supersedes any existing PAD entries

7.2.4. the drugs and conditions that the uploaded document / information should be linked to

7.2.5. the keywords that may be used when conducting a search

7.2.6. the date of authorisation / issue and the review date
7.3. The PAD editor reserves the right to decline requests if the entry template has not been fully completed or the requested document does not contain the header and footer requirements as stated in section 5.9 and 5.10. The requestor will be contacted to inform them that their request has been declined, with an explanation and an invitation to provide any further information or evidence to address the gaps identified
8. Acronyms and abbreviations

	PAD
	Prescribing Advisory Database

	APC
	Surrey Heartlands Integrated Care System Area Prescribing Committee

	APC OG
	Area Prescribing Committee Operational Group

	MOB
	Medicines Optimisation Board

	MSG
	Medicines Safety Group

	CCG
	Clinical Commissioning group

	SOP
	Standard Operating Procedure

	MOOG
	Medicines Optimisation Oversight Group
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