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FAQs – Office Medications

Q. I keep some medications in the office to dispense to patients when needed. How can I best 
manage the risk of theft and other potential problems?

A. The dispensing of medications – whether antibiotics, NSAIDS, barbiturates or narcotics – requires 
proper protocols and controls. Here are a few guidelines to help you protect your patients and your 
practice.

 Review the patient’s medical history prior to dispensing any medication. Document in the patient’s 
chart your clinical rationale for prescribing, including patient complaints, examination results, and 
diagnoses.

 Maintain appropriate licensing for the drugs you prescribe.

 Maintain complete control over the dispensing of medication. Even if a patient simply wants two 
aspirin, members should not dispense them unless the dentist has reviewed the patient’s medical 
history and given authorization. Document the dispensing in the patient’s chart.

 Keep all drug inventories in a locked cabinet at all times. Access to drugs should be limited to the 
dentist and designated employees.

 Maintain a dispensing log for all over-the-counter and prescription medications. Keep the log in the 
locked cabinet with the medications.

 In the medication log, document the date, patient’s name, drug dispensed, dosage, route of 
administration, prescription number or lot number, time of administration and person dispensing the 
medication.

 Take regularly inventory of your drug cabinet and reconcile stock on hand with both purchases and 
distribution to patients, as documented in your drug log.

 Perform regular quality assurance audits, comparing patient records to the medication log for 
thoroughness and accuracy of information. This process can help identify medication theft and deter 
potential theft.

 Require patients to have someone else drive them to and from the appointment whenever you 
prescribe a drug that could impair their ability to drive themselves. Document their acknowledgment in 
the patient record and ask them to sign the note as well.

 Educate all staff members about medications and disbursement policy, and update their knowledge 
on a regular basis.

 If you do discover a theft, contact your local police department and file a complaint. Obtain a copy of 
the police report.
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The purpose of this article is to provide information, rather than advice or opinion. It is accurate to the best of CNA’s knowledge as 
of the date of publication. The information, examples and suggestions presented in this material have been developed from sources 
believed to be reliable. Accordingly, this article should not be viewed as a substitute for the guidance and recommendations of a 
retained professional and should not be construed as legal or other professional advice. In addition, CNA does not endorse any 
coverages, systems, processes or protocols addressed herein unless they are produced or created by CNA. CNA recommends 
consultation with competent legal counsel and/or other professional advisors before applying this material in any particular factual  
situations.

Any references to non-CNA Web sites are provided solely for convenience, and CNA disclaims any responsibility with respect to  
such Web sites. 

To the extent this article contains any examples, please note that they are for illustrative purposes only and any similarity to actual  
individuals, entities, places or situations is unintentional and purely coincidental. In addition, any examples are not intended to 
establish any standards of care, to serve as legal advice appropriate for any particular factual situations, or to provide an 
acknowledgement that any given factual situation is covered under any CNA insurance policy. Please remember that only the 
relevant insurance policy can provide the actual terms, coverages, amounts, conditions and exclusions for an insured. All CNA 
products and services may not be available in all states.

CNA is a service mark registered with the United States Patent and Trademark Office. Copyright © 2006 CNA. All rights reserved.
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