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Pharm/T39 – Ordering receipt, returns and destruction instruction template 



Trial Stock Management Instruction Template
(to be used in conjunction with Pharm/S50 – Preparation, Review and Approval of Pharmacy Trial Instructions)

IT IS THE RESPONSIBILITY OF ALL USERS OF THIS SOP TO ENSURE THAT THE CORRECT VERSION IS BEING USED
All staff should regularly check the R&I Department’s website and/or Q-Pulse for information relating to the implementation of new or revised versions.  Staff must ensure that they are adequately trained in the new procedure and must make sure that all copies of superseded versions are promptly withdrawn from use unless notified otherwise by the SOP Controller.  

The definitive versions of all R&I Department SOPs appear online. If you are reading this in printed form check that the version number and date below is the most recent one as shown on the R&I Department website: www.research.yorkhospitals.nhs.uk/sops-and-guidance-/
	SOP Reference:
	Pharm/T39

	Version Number:
	4.0

	Author:
	Rachel Spooner

	Implementation date of current version:
	16th July 2025


	Approved by:
	Name/Position:
	Poppy Cottrell-Howe, Pharmacy Clinical Trials Manager
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	Date:
	17th June 2025

	
	Name/Position:
	Sarah Sheath, SOP Controller


	
	Date:
	18th June 2025


	This SOP will normally be reviewed every 3 years unless changes to the legislation require otherwise


Version History Log

This area should detail the version history for this document.  It should detail the key elements of the changes to the versions.

	Version
	Date Implemented
	Reviewers
	Details of significant changes

	1.0
	8th February 2016
	
	

	2.0
	19th February 2019
	
	Removal or protocol version number as not required. Change of author. Change of link to R&D website

	3.0
	30th March 2022
	
	Change of Trust name. Change of author

	4.0
	16th July 2025
	Rachel Spooner
	Change of author.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[Study Title]                         

IRAS no.[]                                                 R&I Ref: []
Trial Stock Management
[Site]

Ordering

[Write a brief, but clear process for ordering of IMP and any nIMPs. This must include how the initial supply of IMP will be received following set-up, and how re-supply orders are generated.]
Receipt

[Write a brief, but clear process for receipt of IMP and any nIMPs held within Pharmacy clinical trials – including the location of, and the temperature requirements for, drug storage. This process must also include instructions for how to handle any temperature excursions that occurred during shipment if applicable.]
Returns

[Detail the process for how to handle any patient returns, including where to document these.]
Destruction 

[Detail the process for handling IMP destruction, including whether sponsor authorisation is required prior to destruction, the location of destruction (locally on-site, or to be returned to the sponsor), and any corresponding documentation to be completed.]
COSHH
[Write a brief, but clear process for handling the medication – include what PPE is needed and how to dispose of a spillage and contaminated material]
Temperature Excursions
Include details here about the specific temperature conditions for storage of the IMP, and the steps to take if a temperature excursion occurs during on-site storage, including any documentation to be completed.]
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