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INTRODUCTION 
 

1.  This Qualification Training Package (QTP) was developed to enhance and standardize 
on-the-job training for 4P0X1 personnel.  As a trainer, the QTPs provide teachable 
elements of task breakdowns.  The teachable elements will assist in guiding the trainee 
towards independent task performance, proficiency, and serve as an evaluation tool for 
trainers/certifiers. 
 
2.  Review the volume(s) of the Career Development Course (s) (CDC) and identify 
which module(s) of the QTP is needed for the trainee’s job position or upgrade skill-level 
training.  The QTP training for each module should be accomplished in the order which 
most closely mirrors the area in which the trainee is working.  Items in column 2 of the 
Pharmacy Job Qualification Standard (JQS)/Specialty Training Standard (STS) marked 
with a 5 or 7 are core tasks for the 4P career field.  Additional proficiency training may 
be required for these tasks at the supervisor’s discretion.  
 
3.  Ensure the trainee reviews the training references in each module prior to attempting 
any task or QTP evaluation.  Review the performance checklist and training objective 
with the trainee.  If the trainee has questions about the objective, clarify the desired 
outcome/results of performance, demonstration or completion of the task.  Remember the 
objective of each QTP is to standardize training and allow sufficient time for the trainee 
to learn each task thoroughly in order to perform the task independently.   
 
4.  When the trainee has received sufficient training and is ready to be evaluated on the 
objective, follow the evaluation instructions.  The performance checklist must be used as 
you evaluate each task objective.  When the trainee successfully demonstrates and 
accomplishes the objective, document the task completion appropriately in the member’s 
Air Force Training Record (AFTR). 
 
5.  The QTP task completion is to be annotated in the trainee’s electronic training record.  
NOTE:  The individual checklists and final evaluations are not filed in each member’s 
user files. 
 
6.  If the trainee does not accomplish the objective, review the areas needing further 
instruction.  Conduct feedback for each module with the trainee, and document 
appropriately in the member’s Air Force Training Record.  As the trainer, once you are 
satisfied the trainee is ready to perform the task, he/she will be re-evaluated until the 
objective is met. 
 
7.  If a task being trained requires third party certification by a task certifier/certifying 
official, the trainer ensures trainee is qualified to perform the task independently.  The 
trainee will then be evaluated by certifier/certifying official.  Tasks requiring certification 
are identified in column 2 of JQS with a number sign (#).  The certifier/certifying official 
will ensure documentation in column 3E of the JQS. The certifier will ensure that a 
trainer’s signature is documented prior to signing off on the task in AFTR. 
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8.  Tasks associated with a QTP are identified in column 4D of the STS.  The QTPs are a 
necessary tool for standardizing task qualifications for upgrade training or job position 
training.  Such standardization benefits the JQS training concept throughout a member’s 
career.  These documents may also be used in assessing/certifying pharmacy technicians 
upon arrival at a new duty station. 
 
9.  Feedback is a vital and important part of improving our educational process for 
pharmacy technicians.  Your first hand expertise is valued and feedback highly 
encouraged ensuring we have the most up-to-date information and training possible.   
Please direct all inquiries to:  your immediate supervisor. 
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SUBJECT AREA:  Inpatient Pharmacy 
 
TASK NAME(S):  Inspecting Drug Storage Areas 
 
CFETP/STS REFERENCE(S):  6.4.9 
 
EQUIPMENT REQUIRED:  
 
1.  Checklist of Inpatient Unit and/or Clinic 
2.  Copy Machine (Pharmacy and unit/clinic need copy of finished checklist) 
3.  Unit/Clinic current Authorized Drug List (ADL) 
4.  Copy of sections prior month’s inspections reports 
5.  A clipboard/clinic folder 
6.  Collection receptacle/bin 
 
TRAINING REFERENCE(S):  MTF OJT and Volume 2, Pharmacy Administration, 
Module 2-22 
 
REMARKS/NOTES:  None 
 
OBJECTIVE: 
 
1.  Perform preparatory facets to conduct a Drug Storage Area Inspection. 
 
2.  Demonstrate ability to perform a Drug Storage Area Inspection. 
 
3.  Properly conduct unit finding feedback, documentation, and follow-up as required.  
 
EVALUATION INSTRUCTIONS:  
   
1.  After the trainee has received instructions, allow sufficient practice on each part of the 
task. 
 
2.  Use the performance checklist to ensure all steps of the task are accomplished without 
assistance and without error. 
 
3.  Document task competency upon completion of the evaluation in the trainee’s AFTR.  
Initial evaluation should be documented in the JQS section of the AFTR.  All recurring 
evaluations should be documented on a 623-a in the AFTR. 
 
STEPS IN TASK PERFORMANCE:  
 
1.  Locate and retrieve proper preparatory inspection requirements 
 
     1.1. Check in with section prior to inspection.   
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     1.2. Ensure Inspection folder complete (contains checklist, ADL, etc.) 
 
     1.3. Procure required equipment (ex. clipboard, return bin etc., return bin keys if using 
Pyxis). 
  
     1.4. Prepare inspection checklist. (Date, time & clinic ward name) 
 
     1.5. Review previous month’s inspection findings. 
 
2.  Demonstrate performance of unit/clinic inspection 
 
     2.1. See Pharmacy’s Clinic/Ward Inspection Checklist 
 
     2.2. Remove expired/unserviceable medication(s). 
      +Ensure all opened/punctured multi-dose vials are properly labeled with 28 day 
expiration; annotate any discrepancy  
      + Ensure used single dose vials, ampules, etc. are not reused/stored in the Pyxis; 
annotate any discrepancy 
      + Ensure topicals, liquids, etc. are separated; annotate any discrepancy  
 
 
     2.3. Annotate/Remove overstocked medication(s). 
 
     2.4. Restock medication(s), if required. (Note:  Do not remove antidotes without 
coordinating replacement with the section.) 
 
3.  Convey inspection findings 
 
     3.1. Document all violations in remarks section. 
 
     3.2. Discuss findings with unit representative and ensure appropriate level unit 
representative signs inspection. 
 
     3.3. Provide copy of inspection findings checklist to unit representative. 
. 
4.  Perform post inspection actions 
 

4.1. Coordinate results with assigned Pharmacy Leadership. 
 

4.2. File paperwork appropriately. 
 
     4.3. Follow-up/ Re-inspect if required. 
 
ATTACHMENT(S):   
Attachment 1:  Example of Ward/Clinic Inspection Checklist (Updated) 
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PERFORMANCE CHECKLIST: 
 

INSPECT DRUG STORAGE AREAS 
PERFORMANCE ITEMS SAT UNSAT 

1.  Locate and retrieve proper preparatory inspection  
     Requirements 

  

  a.  Check in with section prior to inspection     
  b.  Ensure inspection folder complete    
  c. Procure required equipment (ex. clipboard, return bin Pyxis keys, etc.)   
  d.  Prepare inspection checklist   
  e.  Review previous months inspection findings   
2.  Demonstrate performance of unit/clinic inspection   
  a.  Inspect all items on Clinic Inspection Checklist   
  b.  Annotate/Remove expired/unserviceable medication(s)   
  c.  Annotate/remove overstocked medication(s)    
  d.  Restock medication(s), if required   
3.  Convey inspection findings   
   a.  Document all violations in remarks section   
   b.  Discuss findings with unit representative   
   c.  Provide copy of inspection findings checklist to unit  representative   
4.  Perform post inspection actions   
   a.  Coordinate results with assigned Pharmacy Leadership  
      

  

   b.  File paperwork appropriately   
   c.  Follow-up if required   
   
FINAL RESULTS:   
Trainee:   
Trainer:   
Certifier:   
Date:   
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 FEEDBACK:  Using the performance checklist as a review reference, discuss the 
trainee’s performance, indicating strengths, weaknesses, suggested improvement, etc.  If 
trainee performed all task steps satisfactorily, document appropriately in trainee’s AFTR.   
 
 
 
 
Attachment 1:  Example of Ward/Clinic Inspection Checklist. 

CLINIC/WARD INSPECTION CHECKLIST 
 

LOCATION: 
 

DATE: 
 

ITEM YES NO N/A 
1. The area is clean, neat, and organized.    
2. Floor-stocked drugs are kept in a locked storage/cabinet in a secured area Only authorized drugs and 

supplies are present.  Authorized Drug List (ADL) is conspicuously posted. 
   

3. Drugs are within expiration date.  Drugs that are soon to expire next month are annotated on page 2.    

4. Only one drug per bin/drawer.  Look-alike, sound-alike are separated.    
5. Externals (topical) are separated (not on same shelf/drawer) from internal (oral) meds.    
6. Antiseptics and cleaning solutions are properly labeled and separated from regular meds.    
7. Single-dose vials are discarded after use (not reused).  Multi-dose vials are NOT dated when opened.    

8. Reconstituted drugs are labeled with date of reconstitution and/or expiration date.      
9. Drugs requiring special storage conditions are properly stored (e.g., protect from light, refrigerated).    

10. REFRIGERATOR:  Requires same inspection as other meds.    
11. Thermometer present.  Documented as checked daily.  The refrigerator is clean and free of excessive 

frost. No food or other non-drug items are stored in the refrigerator with meds 
   

12. CONTROLLED SUBSTANCES:  Require same inspection as regular meds.    
13. Schedule II narcotics must be stored under double-lock system.    
14. Schedule III-V drugs must be stored under lock system (double lock not required).    
15. Daily Narcotic inventory has been completed    
16. CRASH CART:  Requires same inspection as regular meds.    
17. Locked prior to inspection.  Locks are properly annotated on log.  Lock number documented matched 

physical lock on cart. 
   

18. Log sheet attached to cart shows daily inspection being done.    
19. There were no expired/unserviceable drugs on the cart.    
20. JUMP BAG: Require same inspection as regular meds.     
21. Secured and contained no expired/unserviceable meds.    

INSPECTOR:  Point out deficiencies/findings to section OIC/NCOIC and provide him/her with a copy of 
this inspection.  Evaluate the findings and take necessary actions to correct deficiencies as soon as possible. 
  
DEFICIENCIES/COMMENTS: 
_______________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
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________________________________________________________________________
________________________________________________________________________ 
 
INSPECTED BY: _____________________ LOCATION OIC/NCOIC: ______________________ 
 

Page 2 of 2 
 

ITEMS SOON TO EXPIRE (WITHIN NEXT 30) QTY 
PULLED 

QTY ON HAND 
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