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POLICY:  When Meditech is down, manual procedures must be established to ensure the continuation of patient care. Orders will come from the Med/Surg unit, ER, SARH Clinics, etc.
 written on paper lab requisitions. Out-patient orders will be treated the same way.
CHEMISTRY:

1. Both the Centaur and the EXL must be attached to a laser printer.

2. Tests must be manually ordered using the patient’s name and an 8-diget
date of birth (no slashes) to properly identify the patient. For the EXL put the patient’s name (last name first) and the 8-diget date of birth in the patient’s name field. Also put the patient’s name in the specimen number field so that the specimen can be easily matched up once Meditech is restored.  If the printout from the laser printer will be going to the floor you will have to write the patient’s full name and date of birth on the report.  Initial the report.
3. For the Centaur use the patient’s 8-diget date of birth (no slashes) as the specimen number. Once the report is printed, the name and date of birth will have to be printed manually on the report.   
4. These reports should be copied and one copy placed on the patient’s chart or faxed to the physician and the other copy placed in the three ring binder labeled “Meditech Down” after the results are manually entered in Meditech.
HEMATOLOGY:

1. The XN-1000 is also attached to a laser printer. 
2. Use the patient’s full name as the sample number. (Last name first).
3. Use the patient’s 8-diget date of birth as the patient ID.

4. Once the results are printed on the laser printer, if a manual diff is required, write the results on the printout in the respective boxes.
5. Other hematology procedures which do not require the use of the XN-1000 instrument (Ex: ESR’s) can be written on the Laboratory Report Form located in the “Meditech down” binder.

6. These reports should be copied and one copy placed on the patient’s chart or faxed to the physician and the other copy placed in the three ring binder labeled “Meditech Down” after the results are manually entered in Meditech.
BLOOD BANK:

1. Use the log book to record reactions.  There are issue cards to attach to the units in the same drawer.
2. Use the Blood Bank history look-up instructions for when Meditech is down.  (Located in the front of the Blood Bank cheat sheets binder.  This HAS to be done on the Blood Bank computer.
3. Follow the established blood bank procedures to fill out the cards, attach them to the units and check out the units.

4. After Meditech is back up this information will need to be manually entered in Meditech and a copy of this report is to be placed in the three ring binder labeled “Meditech Down."

5. After the issue sheet is completed – staple a copy of the issue card to the issue sheet before filing in the “Units Issued” binder.

COAGULATION:
1. Tests must be manually ordered using the patient’s 8-diget date of birth.
2. There is a Laboratory Report Form in the “Meditech Down” binder on which the results can be recorded.  Make sure that the patient demographics and any other information on the form are correct.  Initial and date the Laboratory Report Form.  Make a copy of this report.  The original Laboratory Report Form is placed on the patients chart or faxed to the physician.
3. Print the patient’s result graph from the CA-1500 and attach it to a copy of the laboratory report. The copy with the attached results is to be placed in the three ring binder labeled “Meditech Down” after the results are manually entered in Meditech.

URINALYSIS, BLOOD GASES and SEROLOGY:
1. For the Advantus and the i-STAT use the patient’s 8-diget date of birth as the ID number.
2. There is a Laboratory Report Form in the “Meditech Down” binder on which the results can be recorded.  Make sure that the patient demographics and any other information on the form is correct.  Initial and date the Laboratory Report Form.  Make a copy of this report.  The original Laboratory Report Form is placed on the patient’s chart or faxed to the physician.
3. For Serology be sure and document on the laboratory report form that the procedural control was okay.
4. Print the patient’s results from the Advantus  or the i-STAT printer and attach them to the laboratory report.  
5. The copy with the attached results is to be placed in the three ring binder labeled “Meditech Down” after the results are manually entered in Meditech.
CEPHEID:

1. After the test is completed make a copy of the report. Document on the report that the procedural control was okay. Place one copy on the patients chart or fax to the physician.

2. After Meditech is back up this information will need to be manually entered in Meditech and the copy is to be placed in the three ring binder labeled “Meditech Down”.

NOTE:  When manually entering results every report MUST have a comment added behind the first result – @MEDITECH DOWN…RESULTS ENTERED MANUALLY.  Used the canned text MD.
