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DATE PATIENT QUANTITY BALANCE

2/4/07 J. Brown 12 88
23 North Street

15/4/07 K. Green 8 80
14 South Road

3/5/07 P. White 10 70
1 East Lane

10/6/07 B. Green 12 58
28 West Street

15/7/07 T. White 12 46
35 Centre Road

Drug: TYLENOL® NO.3

Purchase 
Date: April 1, 2007

Purchased 
From: DrugRite

Pharmacy, 
Main and 
Centre Streets

Invoice #: 94-32411 ($24.00)

Quantity 
Purchased: 100 tabs

FIG. 5 – SAMPLE DRUG REGISTER FOR NARCOTICS, CONTROLLED DRUGS, 

BENZODIAZEPINES AND TARGETED SUBSTANCES

1. Working models do not have to be retained for

any specific period of time. A decision to keep

working models should be based on the com-

plexity of the case and is left to the judgement of

the individual practitioner. Diagnostic or study

models are considered part of the permanent

patient record and must be kept for the period

prescribed by the regulations.

2. Copies of dental claim forms must be main-

tained for at least two years from the date the

claim was provided to the patient or submitted

on the patient’s behalf. An electronic copy of

claim forms on a properly backed-up system

would be acceptable. Other material from

insurance companies, e.g. predeterminations

and cheque stubs, are not required to be

retained but often are useful until final settle-

ment of account.

DRUG RECORDS

• Dentists must take adequate steps to protect

narcotics and controlled drugs in their posses-

sion from loss or theft. It is recommended that

narcotics and controlled drugs be kept in a

locked cupboard out of sight and reach of

patients or prospective patients. Dentists must

store benzodiazepines and targeted substances

in a place used for the purpose of conducting

their professional practice and in an area in that

place where only authorized employees have

access. A drug register must record and account

for all narcotics, controlled drugs, benzodiazepines

and targeted substances that are kept on-site.

The register should also be kept in a secure area

in the office, preferably with the drugs.

• Whenever drugs in the above-mentioned classes

are used or dispensed, a record containing the

name of the drug, number dispensed, name of

the patient and date should be entered in the

register. Each entry should be initialled or

attributable to the person who made the entry.

In addition, this same information should be

recorded in the patient record along with any

instructions given. See Fig. 5 above.

• Prescription pads should never be pre-signed.

They should be kept out of reach of patients,

prospective patients or visitors to the office.

Drugs may only be provided or dispensed to

dental patients of record and for dental 

conditions being treated and according to

accepted dispensing protocols.

There is no provision for dentists or their staff,

professional or non-professional, to access 

in-office supplies of narcotics, controlled 

drugs or other drugs that normally require 

a prescription, for their own personal use or 

use by their family members.
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