[bookmark: _GoBack]Guidance to complete the RA information form.
As stated, there is a requirement to complete and return, by email, the RA Information form attached.

Firstly, nominate two Privacy Officers per organisation. 

If you own one pharmacy only, you need two privacy officers; if you have two or more pharmacies in your group you need a minimum of two only.

The privacy officer need not be a Pharmacist/Pharmacy Technician. It could for example be an NVQ2 Dispenser. Core skills for the role….comfortable with handling emails and able to use PMR. It is primarily an administrative role. In single/small independent groups a pharmacist/pharmacy technician plus one other for example an NVQ2 Dispenser will suffice. 

Ideally both Privacy Officers will have a smart card, however at least one of the Privacy Officers must have a smartcard prior to going live. An additional card can be requested via your current local process. If you are unsure how to do so, please contact us via:- 

email  SCRSupportTeam@ardengemcsu.nhs.uk
or call us on 01604 651142 or 01604 651743

Please contact the team if you have any queries re who to nominate as Privacy Officers.
If you work for one of the larger groups, e.g.  Well, Co-oP, Dudley Taylor, JHoots, the Privacy Officer appointment will be sorted for you. Therefore you do not need to send us details of the Privacy Officer.
If you are part of a small independent group, check with your group pharmacy superintendent as to who needs to be nominated. 
Now please complete the RA form attached and return by email. The upper part of the form should be self-explanatory.  In the lower part of the form, please detail those members of the team who will be undertaking the CPPE learning and their role i.e. Pharmacist/Pharmacy Technician.
Also please add the names of the Privacy Officer nominees and their smartcard number if available. Also clarify their role as PO in the right hand column. 
Again if you are unsure please do not hesitate to contact us via:-
email  SCRSupportTeam@ardengemcsu.nhs.uk
or call us on 01604 651142 or 01604 651743. 

