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Laboratory Daily Operational Tasks: Convenience Care waived labs

	SECTION:  
         GENERAL INFORMATION

	DOCUMENT TYPE:   Procedure

	TITLE:                        Laboratory Daily Operational Tasks: Convenience Care locations

	APPROVED BY:        Laboratory Director, or Laboratory Supervisor
	DOCUMENT #:
 1.0157-a.7

	WRITTEN BY:           Charlotte Yuza, MLT (ASCP)
	EFFECTIVE:      11/8/12

	SCOPE:                     FastCare, and Skyway Clinics
	COMPLEXITY:  Waived


Purpose: 

To outline tasks pertaining to the daily operation of convenience care (waived level) laboratories.

Policy:

All operational tasks must be performed daily and documented.

Startup:

1. Turn on Clinitek(s) if applicable:

2. Allow the following to stabilize to room temperature (approximately 20 minutes):

· Quality Control 
· Do not allow controls to remain at room temperature for more than 40 minutes

· Urine Quality Control Bio-rad Quantify (UA)  

· Media Plates: enough for approximately one day’s use.

3. Quality Control and maintenance:

· Perform and document daily urine quality control, and document temperatures.

· Troubleshoot and document out of range controls and instrumentation error codes.

· Refer to Recording and Reviewing Daily Quality Control Procedure for details.

Throughout the Day:

1. Accurately perform and document patient specimen collection, testing, processing and resulting.

· Review and check for errors by following the Manual Result verification process.

2. Maintain patient confidentiality:

· Minimize screens, close sessions of IC chart, when not at computer terminals.
· Keep Patient information out of general view, discard labels, close or cover test worksheets

3. Upon opening of any reagent, control, kit, etc. 

· Document open date and initial on the bottles /kits, and QC sheets.

4. Communications- Read correspondence and sign if necessary: 

· Policies, procedures, memos, e-mails, and communication tools (calendar, inter-lab notes).

· Quality information

4. Use and comply with safety policies and usage of safety devices, which includes but not limited to: 

· Fluid resistance lab coats/jackets

· Gloves

· Other phlebotomy safety devices

5. Lab supplies as necessary:

· Restock

· Order

Shutdown:

1. Turn off Clinitek(s) as applicable.
2. Review QC 

· Ensure all QC has been documented for the day

· Document as appropriate any testing that wasn’t performed during the day on patients.

3. Put away any:
· Unused media plates

· Manual patient testing worksheets, or any visible patient information 

4. Clean or disinfect all counters, the sink, and phone.

5. Document any communication that needs to be communicated to the staff that works tomorrow. 
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