

STANDARD WORK                                                                          Title: CAP Proficiency Testing 
Last Updated: 8/2022		Owner:   Howard, Christa	Revision number: 1	Revised by: 
Purpose:  To standardize the CAP Proficiency testing process for Lexington VA Healthcare System P&LMS


	Steps
	Details
	Diagram, Work Flow, or Picture (if applicable)

	1
	
Receipt of Survey from FED-EX /  UPS

	Received in warehouse and brought to lab by material handlers
	

	2
	
Receive by Laboratory personnel


	
Warehouse requires signature at receipt in the laboratory. 
	

	3

	
Distribution


	Receiver will deliver surveys to department Lead Tech or Supervisor if available.
Note: If Supervisor or Lead tech is not available, receiver will send electronic notification to notify them of receipt then proceed to step #4
	

	4
	
Document receipt and  ensure proper Storage
	Lead tech, Supervisor or receiver will document received date and sign section survey log. They will also check proper storage requirement and check specimen integrity. 

	

	5
	
Survey sample preparation
	
Follow section/survey specific procedures for specimen preparation
	Blood Bank



	
	
	
	Chemistry



	
	
	
	Hematology



	
	
	
	Micro



	
	
	
	SRL



	
	
	
	ATC- Prepare barcodes for interfaced devices and follow survey instructions for sample preparation. 

	6
	
Assign Survey(s) to tech(s)


	Lead Tech or Supervisor will send email with read receipt to tech(s) who will be responsible for running survey samples.  Notification will include special testing instructions and due date
	Note: Assignments of surveys should be rotated among all trained staff.

	7
	
Testing of Survey Samples


	Tech(s) assigned to run survey samples should read or follow detailed instructions as assigned.
	

	8
	
Results given to Lead Tech or Supervisor


	After completing assigned testing, Tech(s) will give results to the Lead Tech or Supervisor, on or before the due date
	

	9
	
Entering Results in CAP website


	Lead Tech, Supervisor, or designee will enter results into the CAP website and sign survey schedule log
	

	10
	
Clerical Double Check
	After results are entered, someone other than the person entering the results will double check data entry and sign survey schedule log.  This may be another Lead Tech/Supervisor/ or designee
	

	11
	
Submission of Results to CAP
	After the clerical double check, results are submitted to CAP
	

	12
	
Feedback from CAP
	An Evalution is sent from CAP with successful / unsuccessful results and will be shared with all techs
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Standard of Work Form.docx
Survey- (please check)

Comprehensive			DAT			Elution	   ABOSG	

Automation     Manual Gel      Tube     

J-A  □              □            □		DAT-A  □ 		ELU-A  □	   ABOSG-A  □

J-B  □              □            □		DAT-B  □		ELU-B  □	   ABOSG-B  □

J-C  □              □            □



Results Form Printed from CAP website.     YES  □     NO  □

Survey Due Date:

Date Survey Assigned:

Email sent to Techs Performing test.     YES  □     NO  □

Results Entered by (signature):

Results Reviewed by (signature):

Date Survey Transmitted to CAP:
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Chemistry CAP Process Procedure.docx
Chemistry CAP Process Procedure

· Lead technologist or designee will sign, and initial CAP receive log when CAP kits are received. CAP specimens will be stored on designated CAP shelf in send out Refrigerator or send out Freezer per instructions on kit.

· CAP kit instructions and any other forms if needed will be left on communication table for assigned technologist.

· Chemistry has forms for General Chemistry and Urine Chemistry Surveys that need to be filled in by assigned technologist. 

· Lead technologist or designee and Supervisor will sign CAP survey log acknowledging CAP has been submitted and double checked. 
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Hematology Section - CAP Proficiency processing summary.docx
Hematology/Urine/Coagulation Section CAP proficiency survey handling and reporting summary



The Hematology section of the laboratory will utilize the following guidelines to receive, process, and report College of American Pathology (CAP) proficiency survey samples.



· CAP survey samples are received into the laboratory.  Samples are normally brought to the laboratory by warehouse personnel. Samples should be directed to either the Hematology Supervisor or Lead Tech.  In the event neither is available, then follows as below.

· Different CAP survey mailings will have specific requirements for storage and for performing the tests within certain times.  It is imperative that the person receiving the CAP survey mailing open and read all directions pertaining to storage (ie. Room temp, refrigeration, or frozen) and to also identify any special testing requirements that might be noted in the mailing documents (ie. “Must be analyzed within 24 of receiving package).

· Determine if package has sustained any damage by opening and examining contents.  Broken, leaking, or damaged samples should be addressed by calling CAP for replacement samples ASAP.

· Specimens will be placed in the appropriate storage temperature and the date received noted on the mailing documents

· A spreadsheet kept in Hematology and utilized to log samples in and to keep track of the Survey.

· Survey material is then assigned to a technologist with surveys rotated among all staff members and shifts to ensure that different technologist perform the CAP surveys in accordance with CAP guidelines.

· The Hematology Supervisor or Lead Tech will direct the specific shift/person to perform the survey by sending an email.  Email will include any special instructions.

· Technologist(s) should read the survey instructions entirely before beginning testing to ensure they understand all aspects of testing (ie. Warming, diluting, test(s) to perform, reporting results). Once completed, results are returned to either the Supervisor or Lead Tech. 

· Sample results are checked and then the Supervisor or Lead Tech will enter the results into the CAP website but NOT verify results.  After results are entered into the CAP website by either the Supervisor or Lead Tech, sample results will be rechecked and verified by a different person to provide a double check for any data entry errors, etc. When completed and no errors are identified, sample results will be verified on the website and submitted to CAP.

· After CAP evaluates the survey results, an evaluation report will be sent.  Survey results are then shared with technologist to provide feedback on performance.

· 
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Survey Sample Preparation (micro).docx
Survey sample preparation (MICRO)



· The Lead tech, Supervisor, or designee will print out a blank result form from the CAP website for the CAP survey that they are preparing.



· A manila folder will be used to keep the blank result form, along with the kit instructions provided with the samples.  The received date, due date, and sent date (when results are entered and approved on CAP website), will be documented on outside of manila folder, along with the name of the CAP survey being performed.



· The Lead tech, Supervisor, or designee will follow the kit instructions (provided with the CAP survey) when preparing the samples for testing.



· Each CAP survey Specimen will have a test patient added to the sample so results can be entered into the computer once testing is completed.
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CAP Sample Processing Instructions.docx
CAP Sample Processing Instructions

Special Reference Laboratory

Standard of Work

	 

1. Create test patient orders for the appropriate test and quantity necessary for the survey. 

2. Obtain standardized CAP result form for the appropriate survey from the CAP result form binder and fill in the blanks. See template below:



          

3. Using the test patient order labels, apply a barcode label for each sample to the CAP result form in the SRL accession # column. This directly connects the test patients and accessions to the individual CAP specimen #’s.

4. Apply a “medium” test patient label to each CAP specimen vial and write the current survey and CAP sample number on the label as well. This connects the original CAP vial to the result form and test patient accession as well. 

(Example: XXX-A 2022 XXX-01.)

5. In VISTA, add a comment to each test patient accession indicating the current survey and CAP sample that the accession corresponds to. 

(Example: CAP SURVEY XXX-A 2022 SPECIMEN XXX-01.)

6. Place the samples in a labeled container in the designated CAP sample location in the fridge so the assigned techs can easily find them. 

7. Place the accompanying CAP booklet, CAP result form, and test patient labels together in the CAP pending tray on the Liaison bench so techs can easily find their paperwork and instructions. 

8. Instruct the assigned tech to fill in the CAP result form with relevant results and to provide the original result printout and/or hand-filled result sheet along with the rest of the paperwork.
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CAP RESULT SHEET TEMPLATE.xlsx

Sheet1


			SERIES						                 (TITLE)


									                                    CAP SURVEY








			CODE			CAP SPEC #			SRL ACCESSION #			RESULT			TECH			DATE
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