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Standard Operating Procedure (SOP): NHS Community Pharmacy COVID-19 Lateral 
Flow Device Distribution Service (Advanced service) 
 
Commencement date: <enter date>    Review date: <enter date> 
 
This SOP should be read by anyone providing the COVID-19 Lateral Flow Device Distribution Service (Pharmacy Collect). 

 
It contains the following sections: 

A. Daily checks 
B. Operational process 
C. Service availability 
D. Clinical governance 
E. Training log 

A. Daily checks 

At the start of each day, check that you can provide the service:  

a. A Responsible Pharmacist has signed in.  

b. The pharmacist has or will read this SOP and is aware that this service must be available throughout the 
pharmacy’s full opening hours.  

c. The pharmacy has test kits available to distribute to members of the public making requests for test kits. 

B. Operational process 

1. Supply of tests kits to the pharmacy 

Cartons of test kits should be ordered from a wholesaler; a list of participating wholesalers can be found on the NHSBSA 
website. These will be supplied free of charge to pharmacies providing the service as part of the pharmacy’s standard 
deliveries from the wholesaler.  

LFD Test kits are listed as <enter name of kits in ordering system> PIP code <XXXXXXX> 

a. The test kits are supplied in cartons containing multiple boxes, with each box (for an individual person) 
containing 7 test kits. The brand of test kits supplied will vary over time, subject to the contract for supply of 
kits which NHS Test and Trace has with manufacturers. 

b. The pharmacy can order appropriate quantities of kits in line with the demand of the population they serve, 
up to an order limit of one carton per day (up to 6 cartons a week, assuming a 6-day working week). 

c. When cartons of test kits are delivered by the wholesaler, make a record of the quantity and lot number of 
cartons received, along with the name of the supplying wholesaler and the date of delivery [add details of 
where these records are to be made]. These records must be retained for 6 months from the time of receipt 
of the stock. 

d. At least once a week and at the latest by <time and day of close of business on the last trading day of the 
week>, the data recorded in the above records must be entered into MYS. 

e. If the pharmacy temporarily runs out of test kits or experiences a demand for test kits which cannot be met 
at that time, there is an option for a staff member to email PharmacyCollect@dhsc.gov.uk and request that 
the pharmacy is displayed as ‘out of stock’ on the NHS COVID Test Finder tool. When stock is available again, 
another email should be sent requesting the status of the pharmacy to be amended to show stock is available. 

https://www.nhsbsa.nhs.uk/pharmacies-gp-practices-and-appliance-contractors/dispensing-contractors-information
https://www.nhsbsa.nhs.uk/pharmacies-gp-practices-and-appliance-contractors/dispensing-contractors-information
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2. Storage of test kits  

a. The test kits need to be stored away from direct sunlight, between 2°C and 30°C. They should be stored <enter 

location>. 
 
 
 

3. Stock control 

a. Stock flow of test kits needs to be managed carefully, with reordering of stock only made in line with regular 
demand. 

b. NHS Test and Trace will regularly monitor stock holding and may contact the pharmacy where stock holding 
indicates more than three cartons are being held. If the pharmacy is contacted by NHS Test and Trace, staff 
should work with NHS Test and Trace to answer any queries raised regarding stock holding or activity reporting 
in a timely manner. 

c. If the pharmacy experiences a surge in demand that it cannot meet with the standard supply quantities, 
pharmacy staff can contact Pharmacy.collect.enquiries@dhsc.gov.uk providing information on the cause of the 
surge and the approximate level of unmet demand. NHS Test and Trace may then authorise the delivery of 
additional stock from the wholesaler. 

 
d. In exceptional circumstances, test kit stock may be moved between pharmacies. Pharmacy staff must email 

Pharmacy.collect.enquiries@dhsc.gov.uk, confirming the LOT numbers, quantities of cartons and the ODS 
codes of the pharmacies involved to support batch traceability and stock monitoring. 

 
e. If pharmacy staff identify stock which cannot be accounted for when comparing records of stock received and 

supplies made to the public (e.g. where it is suspected as being lost or stolen), a staff member must notify 
Pharmacy.collect.enquiries@dhsc.gov.uk providing details of the quantity of test kits and their LOT numbers. 

4. Quality control 

a. Any issues identified on receipt of a carton of test kits should be highlighted by pharmacy staff to the 
wholesaler customer services team to address. 
 

b. Pharmacy staff must inform Pharmacy.collect.enquiries@dhsc.gov.uk of any test kits which are damaged 
whilst at the pharmacy premises, including stock which may have been compromised due to storage outside 
of the manufacturer’s instructions.  Pharmacy staff should provide details of the quantity of affected stock, the 
LOT numbers and a description of how the stock was damaged or compromised. 
 

5. Responding to people requesting test kits  

a. The test kits must be provided free of charge to people requesting them.  

b. One box of test kits per individual can be supplied. If the person is also collecting on behalf of another, 
pharmacy staff can supply up to 2 boxes per transaction.  

c. The person collecting the test kit(s) should be a minimum of 16 years of age; if they are not, check with the 
pharmacist before supplying the kit(s). 

d. There is no minimum age for use of LFD test kits. 

e. Tests must be undertaken and results registered away from the pharmacy as explained in the instructions 
inside the test kit. People undertaking a test can phone 119 for assistance with the kit or to register their result.  
 

 

mailto:Pharmacy.collect.enquiries@dhsc.gov.uk
mailto:Pharmacy.collect.enquiries@dhsc.gov.uk
mailto:Pharmacy.collect.enquiries@dhsc.gov.uk
mailto:Pharmacy.collect.enquiries@dhsc.gov.uk
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4. Information to obtain from and provide to people requesting test kits 

People requesting a test kit should register for a 16-digit collect code via gov.uk/get-collect-code or 119 for 
each box of test kits they require and prior to making a collection from a pharmacy. 

a. When supplying test kits, pharmacy staff must ask the person collecting the kits for their 16-digit collect 
code. There needs to be a new collect code for each transaction. 

b. If the person requesting the test kits does not have a collect code, pharmacy staff must encourage them 
to register via gov.uk/get-collect-code or 119 to obtain a code before collection. Staff should explain that 
obtaining a collect code provides additional patient safety (particularly in the event of a product recall) 
and allows for a greater understanding of test use.  

c. If the person collecting the tests does not wish to register, the pharmacy staff should still provide them 
with the required test kits and record this as an anonymous collection. 

d. For every transaction, including anonymous collections, pharmacy staff must accurately record the 
following information: 

i The 16-digit collect code (where provided); 

ii The lot number for the test pack(s) handed out; 

iii The number of test packs handed out; and 

iv The date of the collection. 

These records must be retained for 6 months from the date on which the supply was made. 

e. Ideally on a daily basis, but as a minimum at least once a week and at the latest by <time and day of close 
of business on the last trading day of the week>, the data captured above must be entered into MYS. 

f. Pharmacy staff providing the test kits must ensure the person collecting the test kits understands the 
following key points. If they have previously collected test kits, have used them without any problems and 
have registered the results, it may not be necessary to reiterate all of the information:  

i The tests help identify people who are positive for COVID-19 but do not have symptoms. 

ii People with symptoms should self-isolate, complete a PCR test and follow Government 
guidelines. 

iii Instructions on how to use the test and report test results are inside the box. 

iv A negative result does not guarantee someone does not have COVID-19. It is important to 
continue following Government guidelines and restrictions.  

v A positive result means the user is likely to have had the Coronavirus when the test was done. 
The user and anyone in their home must follow Government guidelines on self-isolation and 
confirmatory PCR testing. 

vi It is important to report test results, whether positive or negative. This is because reporting 
results helps the NHS identify areas where asymptomatic cases of COVID-19 are rising and 
declining so we can all keep each other safe. When reporting a test result, the user will be 
provided with information on the next steps they need to take. 

 If a person indicates that they have not previously registered their results, it is particularly 
important to reiterate the importance of reporting the results for the new tests being supplied.  

http://www.gov.uk/get-collect-code
http://www.gov.uk/get-collect-code
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vii Users of the test kits should make a note of the lot number of the test kit used, in case they need 
it to report any incidents related to the device, test instructions, harm or injury. Details on how 
to report any incidents can be found in the instructions within the box.  

g. If a person contacts the pharmacy with a query related to the device, test instructions, harm, injury or 
results, advise them to call 119. 

 

C. Service Availability 
 

a. The service must be provided throughout the pharmacy’s opening hours. 
 
b. If there is a problem with the service, contact the NHS Test and Trace support team by emailing 

Pharmacy.collect.enquiries@dhsc.gov.uk. 

 
D. Clinical governance 

 

a. The pharmacist/other nominated individual must provide feedback about any incidents related to patient safety, 
the referral process or operational issues with respect to the service by email to the NHS England and NHS 
Improvement Central Community Pharmacy mailbox (england.communitypharmacy@nhs.net). Any information 
supplied must be anonymised and not contain any patient identifiable information. 
 

b. In the event of any incidents with respect to the test kits, the pharmacy contractor must provide feedback to NHS 
Test and Trace via email (integrator@dhsc.gov.uk). Any feedback must be submitted by 11am on Monday mornings, 
for incidents that occurred in the preceding week. Any information supplied must be anonymised and not contain 
any patient identifiable information. 

 
c. Any patient safety incidents must be reported in line with the <normal incident reporting procedure>. A Yellow Card 

report should also be made to the MHRA, as necessary (see guidance at https://coronavirus-
yellowcard.mhra.gov.uk/). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Accountable Pharmacist Signature: Date: SOP:  
 

Version: 2.0 

mailto:Pharmacy.collect.enquiries@dhsc.gov.uk
mailto:england.communitypharmacy@nhs.net
mailto:integrator@dhsc.gov.uk
https://coronavirus-yellowcard.mhra.gov.uk/
https://coronavirus-yellowcard.mhra.gov.uk/
https://coronavirus-yellowcard.mhra.gov.uk/
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E. Training Log 

 

Staff member’s name Staff member’s signature and date 
to confirm this SOP has been read 

and understood 

Name of authorising 
pharmacist 

Signature of pharmacist and date 

    

    

    

    

    

    

    

    

    

    

    

 


