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1. The General Work Environment

Checklist

Needs to be
Addressed

Yes

N/A

Storage area has sufficient capacity.

Storeroom is well ventilated.

Storage area has sufficient lighting

Is each worksite clean, sanitary, and orderly?

slip-resistant?

Are work surfaces kept dry or the surfaces are

promptly from work sites?

Is debris, and waste stored safely and removed

facilities provided?

Are the required number of toilets and washing

sanitary?

Are all toilets and washing facilities clean and

2. Warehouse Safety

Checklist

Needs to be
Addressed

Yes

N/A

Pharmacy store is locked for security.

Are there Double Locked System

Are there log books for entrance register

Is the store room well ventilated?

Are the windows and doors safe

Are there cupboards for controlled

medicines
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3. Record keeping

Recordkeeping Checklist

Needs to

be Done

Completed

Not
Applicable

Stock card are recorded for every medicines.

Expired dates of medicines from each delivery are

recorded.

Damage items are recorded.

Delivery forms are stored.

Are Drug requisition/ issued forms filed systematically

and update

Are monthly drug inventory reports sent regularly and

timely

Are quarterly drug inventory reports sent regularly and

timely

Are other Pharmacy forms available

Are all records filled up to date, kept systemically and

clean and tidy?

Are opening and checking forms filled regularly
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4. Medical Storage Management Checklist

Checklist

Needs to be
Addressed

Yes

N/A

Use generic names of each medicine in Pharmacy.

Each group of medicine arrange the supplies in
alphabetical order by generic name.( Medicines are

classified properly.)

Room Temperature is recorded.

Cold chain temperature are recorded (2 times per day)

Top shelves are stored with tablets, capsules and ORS.

Middle shelves are stored with liquid including injectable

and ointments.

Bottom shelves are stored with surgical items, laboratory

supplies, condom etc.

Vaccines are stored in cold chain between +2'C to +8'C.

Damaged or expired vaccines are separated.

First-expired, First out (FEFO)

First-in, First-out (FIFO)

Expired drugs are disposed according to proper

procedures.
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5. Fire Protection - Fire Safety Checklist

Checklist

Needs to

be Done

Yes

N/A

If you have a fire alarm system?

If you have outside private fire hydrants, are they flushed at

least once a year?

Do you have the adequate number and type of portable fire

extinguishers?

Are the fire extinguishers mounted in readily accessible

|locations?

Action recommended:
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