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Purpose: 

    To outline tasks pertaining to the daily operation of Branch Clinic Laboratories.

Policy:

    All operational tasks must be performed daily and documented.

Startup:

1. Start up the computer(s).

2. Clock in using E-time.

3. Turn on or bring the following instruments up out of standby, verify correct date and time on QC printouts:

A. Clinitek Status

B. Centrifuge

C. ITC Protime 

D. Sysmex KX-21 

E. Chemistry analyzers: Hemocue,  Piccolo (as applicable)
4. Allow the following to stabilize to room temperature (approximately 20 minutes):
A. Quality Control (do not allow controls to remain at room temperature for more than 40 minutes)

· Urine Quality controls 

· Hematology controls

B. Media Plates:

· Several EMB and SBA agar plates enough for approximately one of day use.

5. Quality Control:

· Perform, document, and enter daily quality control, including temperatures.

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

6. Perform any necessary maintenance and / or calibrations document action(s) on QC sheets.

7. Review QC from prior day(s)

8. Review the Specimen Pending list 

· Reconcile the list- resolve any discrepancies.  

· If a specimen is lost then contact the receiving Laboratory.

· Sign and date after reconciliation. Store list with completed requisitions.

Throughout the Day:

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

2. Maintain patient confidentially:

· Minimize screens, close sessions of IC chart, LIS, RIS, when not at computer terminals.

· Keep patient information out of general view, discard labels, close / cover test worksheets.

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

· Document open date on container or package, and QC sheets.

· Perform lot cross checks as required.

4. Communications: read correspondence and sign if necessary: 

· Policies, procedures, memos, e-mails, and communication tools 
· Read interoffice mail, meeting agenda’s for preparation, and calendar
5. Use and comply with safety policies and usage of safety devices, which includes but not limited to: 

· No food or drink in the lab

· Fluid resistance lab coats/jackets

· Gloves

· Blood transfer devices

· Other phlebotomy safety devices

6. Lab supplies as necessary:

· Restock

· Order

7. Monitoring to include reports:

· Pending reports both in-house and reference laboratory testing.

· Phlebotomy status for order entry errors, and specimen tracking

· Call List for faxing reports

· Ic chart worklist:

a. Review completed lab sticky notes and remove from the lab’s IC chart worklist

b. Reconcile any messages from provider to lab staff in a timely manner.  

Shutdown:

1. Put instrumentation into shutdown mode: (if applicable)

· Sysmex KX-21
· Piccolo,  Hemocue 
· ITC ProTime – unplug over weekends

· Clinitek Status
2. Perform microscope cleaning.

3. Turn off: (if applicable)

· Clinitek

· Centrifuge

· Microscope

4. 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.

· Review Manual testing worksheets (red checking process)
5. Put away any:

· Unused supplies, including unused media plates

· Manual patient testing worksheets, tracking lists, pending reports, or any visible patient information 

· Orders entered for the day

· Send any Nursing home, or Non-OMC orders to be scanned into the Electronic Medical Record. 

6. Clean or disinfect all counters, the sink, phone and the phlebotomy chair.

7. Remove or replace:

· Tourniquet
· Biohazard containers 

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

9. Closing computer information:

· Clock out using E-time.

· Log off computer and restart it.  (This allows any upgrades to be tested remotely via the IT department.)

· Turn off the monitor only.  (Prevents burning the screensaver image onto the screen.)
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Similar Procedures (Specify title of procedure and other OMC location(s) used if applicable)

1.0155. Department Responsibilities- Main Clinic

1.0157-a Laboratory Daily Operational Tasks- FastCare
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