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WEEKDAYS
1. SPD BENCH: 0600-1000
· 0600-0800: go on AM pickups, start at 4Med, and CCU, once done join rest of group

· If not done on 4th floor, the 6-10 will always go to 6th floor at 7 am and become the Pickup Lead carrying the SWEEPS phone
· At completion of morning pickups, continue on to the ER and pick the ED admits
· Ask for assistance before going down from the Send Outs MLA

2. SPD BENCH: 0600-1400

· 0600-0800: go on AM pickups, start at 4Med, and CCU, once done join rest of group

· 0800: receive specimens in SPD with other MLA

· Receive specimens, deliver to appropriate area

· Pick Outpatients in the Lab Office when requested

· Answer phone

· Send pages to Pager/Sweeps

· If Trauma Code called, check to make sure Pager heard, offer assistance

· 1st Break and Lunch (Send Outs covers you)

3. Send Outs Bench:  0700-1500
· Go on AM pickups with Team (except regular Mondays)
· If possible, assist the 0600-1000 MLA in ER with the ED Admits

· Upon return to lab after all morning pick-ups are done, attend to Send Out specimens
· LifeLabs specimens to be prepared before 11am
· PHO specimens to be prepared before 1030am and 1430pm
· Cover SPD from 1400-1500
4. SWEEPS: 0700-1500

· Stay in SPD in the morning

· Receive/process ALL specimens entering SPD
· Print Rounds for 0900, 1100, 1500, and perform lab draws

· Perform any lab draws for Timed specimens

· Help PAGER person if done SWEEPS, offer help if Trauma Code called

· 1st Break and Lunch (you and Pager cover each other)

5. PAGER: 0700-1500

· Go on AM pickups with Team, do any pages if sent (i.e. STATS)

· Go to any Traumas if called

· Help Sweeps with picks if no pages

· 2nd Break and Lunch (you and SWEEPS cover each other)

6. PAC:  0700-1500

· Go on AM pickups with Team until 0830
· Go to break before 0900, then head to PAC at 9am
· While in PAC, receive ALL patient specimens; return to SPD when possible

· Lunch when it’s best for PAC
7. SPD BENCH AFTERNOONS:  1500-2300 or 1600-2400 (two MLAs staffed on afternoons)
· Picks for 1st half of shift

· responsible for all rounds and Pages, including Trauma Code during this time

· Each covers the other MLA on their dinner break
· Either AFTERNOONS person: 

· HISTO specimens:
Near end of the shift, create a Batch list and package HISTO specimens for Met
· BC specimens: Once MET blood cultures are received, load bottles into BACTEC in Microbiology
8. MIDNIGHT MLA (any day of the week)
· Perform all picks throughout shift
· Carry PAGER phone at all times when not in SPD
· Tidy SPD and prep for new day (i.e. racks, paperwork, etc.);  Record Temps
· Organize AM pickups and put on Pickup table

· Merge orders; write in bed letter, etc.
· Receive ALL samples that come into the Lab

· Bring any remaining blood cultures to Microbiology and place into BACTEC 
WEEKENDS AND HOLIDAYS
9. MLA:  6-10
· Pick 4th floor with 6-2 person, head to 6th floor with bucket at 0700
· If not done on 4th floor, the 6-10 will always go to 6th floor at 7 am and become the Pickup Lead carrying the SWEEPS phone
· At completion of morning pickups, continue on to the ER and pick the ER admits.

· Help out with 0900 rounds with 6-2 person

· Help with Traumas if needed

10. SPD BENCH:  7-11
· Go on AM pickups with the team until finished 
· Once back, go to ER with 6-10 MLA to do ER Admits
· Continue helping with rounds, pages and traumas as needed
11. SPD BENCH:  6-2
· 0600-0800: go on AM pickups, start at 4Med, and CCU, once done join rest of group

· Pick 0900 rounds with 6-10 person, responsible for all picks until 1130
· 1st break and lunch, cover 7-3 person for break and lunch 
12. MLA:  7-3
· Take the PAGER phone and go on AM pickups with the Team until finished
· Respond to pages and traumas
· Picks from 1130-1500, responsible for all rounds, pages, and Traumas

· 2nd break and lunch, cover 6-2 person for break and lunch
13. MIDNIGHT MLA  
· Responsibilities as stated for regular midnight shift duties, and cover SPD until 0800 on Sat/Sun
· Weekends, between 0600-0700, responsible for pages/stats
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