Integrated Hospital Laboratories Service, Windsor Essex

	Document Identification (Title):

IHL-SPD-IV Specimen Management Responsibilities: Met Campus

	Author:

C. Griffin
	Authorized By:

Laboratory Manager
	Effective Date
2016-06-22


Page 3 of 4

1.0 PURPOSE:

To ensure adequate distribution of workload and rotation of duties between Laboratory Assistants.

2.0 DUTY ASSIGNMENT:
2.1 5 am 
2.1.1 Collect samples in NICU at 0500.
2.1.2 Bring ME2 and ER Hold Collection lists to ME2 and leave on the front desk.
2.1.3 Meet up with 6 am MLA.

2.1.4 Help collect CCP, Oncology, ME2, ER Hold, NICU @0730, 2N, 2E, 2W.
2.1.5 Go to break after morning rounds. (08:30)

2.1.6 Cover 8 OP morning break at 10:00.
2.1.7 Stay in the Lab after morning collections and assist with incoming calls, receiving samples, finalizing reports, checking status of amended reports.
2.1.8 Go to lunch at 11:00

2.2
W6/  ( Hotel Dieu Grace Healthcare)
2.2.1 Blood collection, handling and shipping at Hotel Dieu Grace Healthcare.
2.2.2 Tuesday: Order supplies and forward order to Met Campus.
2.2.3 Check PAL alarm first week of each month. Document on log sheet.
2.2.4 Perform Specimen Management daily duties – record on log sheet.

2.2.5 Last week of each month, perform the monthly tube inspection and discard expired tubes.

2.3 6 am  (Stats and Timed)Cell Phone #1
2.3.1 Sort, correct, and distribute Collection Lists.
2.3.2 Check Ultra for late entered orders before going on rounds.

2.3.3 Carry a cell phone.
2.3.4 Contact 5 am MLA. Together, complete morning collections. i.e CCP, Oncology, ME2 and ER Hold, NICU @0730, 2N, 2E, 2W.
2.3.5 Go to break with 5 am MLA after morning rounds. (08:30)

2.3.6 Give cell phone to 7F while you go to break.

2.3.7 Go to lunch at 11:00
2.3.8 Assist with Stats, and timed collections.
2.3.9 Help finalize reports, and check tray with amended requests.
2.4 7D (Dispatch)
2.4.1
Receive morning collection from the batch lists.
             2.4.2     
Receive Microbiology specimens and create a Batch and packing list for sendout   to WRH Ouellette Campus.
2.4.3     Create a Batch and packing list for Chemistry specimens going to the Ouellette Campus.
2.4.4 Dispatch specimens according to courier pickup times.
2.4.5     Track down missing Batches, log phone calls in logbook.
2.4.6
Prepare PHL sendouts, create a batch and packing list.
2.4.7
     Prepare LifeLabs sendouts, create a batch and packing list.
2.4.8 Prepare packages for referral to LHSC, HHSC, etc.  for the 11:30 courier run.
2.4.9 Decontaminate benches and perform daily maintenance, record on log  sheet.  
2.4.10 Maintain inventory, including tubes, caps, shipping containers, labels, etc.

2.4.11 Submit stock orders to Life Labs, PHL, LHSC (chromosome media).
2.5 7 S (Sweeps & Stats)Cell Phone #2
2.5.1 Carry a cell phone from 0700-1500.
2.5.2 Morning blood collections on Peds, other nursing units.
2.5.3
Locate 5 am and 6 am MLA, assist with collections.

2.5.4
Help with Stat and Timed collections, finalizing reports. Follow up with amended reports.
2.5.5
Go to break when 5 am and 6am MLA return.

2.5.6
Give the cell phone to 5 am MLA while you go to break.

2.5.7
Go to lunch after 5, 6 am MLA return. (11:30)
2.5.8
Perform 13:00 Sweeps and Timed collections.

2.5.9
Answer incoming phone calls, receiving specimens, general duties.
2.6 7 C  (Cancer Clinic)
2.6.1 Collections in the Cancer Clinic from 0700 – 1500.
2.6.2 Review and ensure completion of all Reference Lab requisitions.

2.6.3 Perform Specimen Management daily duties – record on log sheet.

2.6.4 Monday: Order supplies and forward to Technical Coordinator.
2.6.5 Go to break at 9:00, and lunch at 11:30.

2.6.6
Record collections on the unit sheet.

2.6.7
Perform monthly tube inspection and discard expired tubes.

2.7
7 F (Float)

2.7.1
Morning blood collections on Peds, other nursing units.

2.7.2
Locate 5 am & 6 am MLA and assist with morning collections.
2.7.3
Go to break and lunch after the 5 am and 6am MLA return, (break at 9:00, lunch   at 11:30.)

2.7.4
Cover breaks and lunches at the WRCC lab, Tuesday-Friday.

2.7.5
Perform monthly tube inspection and discard expired tubes.


2.7.6
If required, stay in WRCC to help 8C. Notify SPD.
2.8
8C  (Cancer Clinic)
2.8.1
Cancer Clinic blood collection from 08:00 – 16:00.
2.8.2
Perform Specimen Management daily duties – record on log sheet.

2.8.3
Record collections on the unit sheet.

2.8.4
Go to break at 10:00, lunch at 13:00.
2.8.5
Perform monthly tube inspection and discard expired tubes.

2.9
8 am (Outpatient Lab)
2.9.1 Outpatient Laboratory –Met Campus
2.9.2
Sort through Reference Lab reports. Fax, finalize, critical and urgent requests first. Finalize non urgent reports.
2.9.3 Perform Specimen Management daily duties – record on log sheet.

2.9.4 Go to break at 10:00, lunch at 13:00.

2.9.5 Perform monthly tube inspection in OP area and discard expired tubes.

2.10 10 am (Specimen Management)

2.10.1 Perform 10 am sweeps

2.10.2 Assist with incoming phone calls, receiving specimens.

2.10.2
Help finalize Reference Lab reports.
2.10.4
Fulfill HDGH stock order. Package and send supplies back to HDGH lab.

2.10.5
Go to break at 12:30.
2.10.6
Cover OP lunch at 13:00.
2.10.7
Coordinate afternoon break with afternoon staff.
2.10.6
Cover dinner breaks for afternoon shift.

2.10.6
Perform 17:00 Sweeps and Timed requests.

2.11 1500 (Afternoon Shift)
2.11.1 Both MLAs must carry a cell phone from 1500-2300.

2.11.2 Perform 19:30 and 21:30 Sweeps.

2.11.3 Continue with blood draws, STAT, Timed, Routine requests.
2.11.4 Decontaminate benches and afternoon maintenance duties, record on maintenance sheet.

2.11.5 Finish sendout processing for the last LifeLabs courier.
2.11.6 Dispatch Neonatal Blood Culture samples to the Ouellette Campus at 21:45.
2.11.7 Print LifeLabs reports through ilablink once a day.  

· Click on the LifeLabs icon from the desktop of a computer in specimen management.

· Enter security information in the appropriate areas
· Click on SUBMIT
· This will bring you to the PRINT FILESHARE tab.

· Click on the VIEW RESULTS tab

· There will be a prompt “You are now acting on behalf of Windsor Regional Hospital”, click OK.  

· Click on the PRINT PREVIEW tab, then the NEW DETAILED REPORTS tab.

· This will take a minute to download, click on the printer icon in this window, click OK.
· Acknowledge receipt of result in ULTRA, then forward results to the Pathology office.
· Make sure to LOG OUT once you have completed your session.

2.11.8 Receive Micro, LifeLabs, and PHL samples.

2.11.9 Review and ensure that all Reference Lab requisitions have been completed in entirety.

2.12 11 (Midnight shift)
2.12.1 Must carry a cell phone from 2300 – 0700. Put the second cell phone on the charger. Alternate every night.

2.12.2 Blood collections for STAT and Timed and Routine collections from 2300-0700. Technologists to receive samples between 6-7 am.
2.12.3 Perform collections on 2N at 04:00

2.12.4 Collect CCP at 04:30. Forward CCP samples to lab and proceed to NICU.
2.12.5 Assist with NICU collections after CCP, Stat and Timed collections have been completed. Help with specimen collections with 5 am and 6 am MLA until 7am.
2.12.6 Respond to Stat requests when assisting the 5 am MLA in NICU.

2.12.7 Receive Micro, LifeLabs  and PHL samples. 

2.12.8 Review and ensure that all Reference Lab requisitions have been completed in entirety.
2.12.9 Create Batch and packing list for first Microbiology specimens referral to the Ouellette Campus and Dispatch.
2.12.10 Perform Specimen Management daily duties – record on log
· Discard old blood samples from fridge.
· File daily requisitions, shred old requisitions.
· Check and re-stock Blood Gas  Kit

· Empty garbage
· Record fridge and freezer temperatures for Specimen 

· Management and dispatch room
· Clean up all outstanding lists

· Other duties as noted on the log

2.12.11 Perform Quality Assurance check for blood collection supplies in Dispatch (last Monday of the  month) - sign chart

2.12.12 Unpack and organize supplies in  Stock room  
2.12.13 Order supplies for Stock Room (Monday night)—leave order sheets with Technical Coordinator
2.12.14 Stock NICU collection tray and ensure all tubes are not expired

2.12.15 Stock and maintain OB Critical Stat blood collection tray. (2E)
2.13 Weekends and holidays:

2.13.1 5 am MLA performs collections in NICU. Carry a cell phone.
2.13.2 6/ am MLA sorts collection lists and meets 5 am MLA.

2.13.3 Commence collections in Oncology, ME2, ER Hold, NICU @ 730.
2.13.4 7 am MLAs: Obtain the cell phone from midnight MLA. Collect Peds, 2N, 2E, 2W. Contact 5 am & 6 am MLAs, and complete collections. Assist with collections in other nursing units once neonates are completed.
2.13.5 5 am & 6 am MLA: 10:00 am Sweeps, Timed and Stats.

2.13.6 7am MLAs: 13:00 Sweeps, Timed and Stats.
2.13.7 Afternoon MLAs: Both MLAs to carry a cell phone. Timed, Stat, 17:00, 19:30 & 21:30 Sweeps.

2.13.8 Midnight MLA to follow bench duties as outilined in 2.11
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