Generic Format for Standing Orders

The objectives, rules, recommendations and structure for the generic format are outlined below.

Objectives

· To ensure consistency of standing orders in both scope and completeness

· To facilitate dissemination of standing orders within hospitals and between hospitals

· To assist in the approval of standing orders by hospitals

· To avoid duplication and propagation of multiple standing orders for the same condition

· To ensure standing orders are continually updated

· To produce a document endorsed by the relevant persons/departments

Rules

All standing orders must be prepared in accordance with the conditions of the hospital’s permit to purchase or otherwise obtain and use a poison or controlled substance for the provision of health services issued under the Drugs, Poisons and Controlled Substances Act 1981.  This means they must:

· Be approved by a committee, e.g. the Drug & Therapeutics Committee, established by the hospital

· Identify the groups (including contact person(s) and dates of contact) that have been consulted in the development of the standing order. If necessary, these groups must be consulted when updating the standing order

· Identify the sponsor(s) and their position(s), and refer to information sources

· Identify areas where the standing order is applicable and where it is not applicable

· Cross-reference to other standing orders that are designed for similar or overlapping situations

· Be identifiable by a version number and also a registration number

· Be identifiable by a date of enactment and a date of expiry. [The interval between these dates should be no greater than 36 months. If all standing orders expired on the same day (or 2 days) of the year, the updating could be done routinely.]

· Identify the position of the person responsible for the ongoing maintenance of the particular standing order, e.g. Director of Anaesthesia

Recommendations

· Adhere to the STANDING ORDER generic format

· Identify variations from previous versions

· Be maintained under the auspices of a central agency e.g. the hospital Quality Assurance Office

· Submitted to Victorian Medicines Advisory Committee for addition to website

Structure

	STANDING ORDER

This standing order has been prepared in accordance with the conditions of the hospital’s permit to purchase or otherwise obtain and use a poison or controlled substance for the provision of health services issued under the Drugs, Poisons and Controlled Substances Act 1981


	Title
	

	Location
	

	Standing order No
	

	Version No
	

	Variations from previous version
	

	GOVERNANCE

	Enactment date/ 
Renewal date

(NB strike out as appropriate)
	

	Note that each renewal of a Standing Order must be submitted on a new form and accompanied by a copy of the preceding approved Standing Order

	Expiry: (maximum 36 months from date of original approval)
	

	Ratification date by Drug & Therapeutics Committee
	

	Validation
	

	Standing Order Identifying Number (issued by Drug and Therapeutics Committee)
	Number     Version     

	Chairperson, Drug and Therapeutics Committee
	Signature     (Name)     Date

	Process for removal of previous version of Standing Order completed
	Signature     (Name)     Date

(designated authority)     

	Approved standing order distributed#
	Signature     (Name)     Date

(designated authority)     

	#Note - all Standing Orders must be distributed in a format which prevents modification eg. PDF file

	SPONSOR

	Author
	(Name)

	Position
	

	Person Responsible
	(Name)

	Position
	

	Department/CSU
	

	Departmental Contact

(for ongoing maintenance of standing order)
	

	Basis of standing order:

(including sources of evidence, references)
	References

	Groups consulted
	

	APPLICATION OF STANDING ORDER

	Areas where standing order applicable
	

	Areas where standing order not applicable
	

	Reference to other Standing Orders:
	

	Other Relevant Standing orders of Interest:
	

	External Links
	

	STAFF AUTHORISATION

	Staffing requirements
	

	Staff education and training requirements

(provide training details, minimum standards required) 
	

	Register of educated and trained staff (detail mechanism of register maintenance)
	

	STANDING ORDER

	Background
	

	Purpose and scope
	

	Precautions
	

	Clinical Condition and circumstances for use
	Drug 1

	Limitations
	

	Site of care considerations
	

	Contra-indications
	

	Monitoring requirements
	

	Procedure
	

	Documentation
	

	Dosage
	

	Adverse effects
	

	Management of Complications
	

	General
	

	Clinical Condition and circumstances for use
	Drug 2 etc if applicable

	Limitations
	

	Site of care considerations
	

	Contra-indications
	

	Monitoring requirements
	

	Procedure
	

	Documentation
	

	Dosage
	

	Adverse effects
	

	Management of Complications
	

	General
	

	REFERENCES

	References
	

	Keywords
	


