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Purpose
The purpose of this document is to provide a procedure to demonstrate all job duties in the histology department are assigned according to qualifications and, when possible, the duties are scheduled to the staff on a rotating basis to allow for a fair division of responsibilities.



Job Duties


Histotechnologist:
· Embedding

· Microtomy

· Special Stains

· Recuts

· Muscle biopsies

· Kidney biopsies

· Prostate macro sections

· Autopsy blocks
· Cryotomy


Laboratory Assistant:
· Operation and Maintenance

· Prisma H&E stainer

· Coverslipper

· Xylene recycler

· Maintenance 

· Peloris and VIP Tissue processors 
· Slide verification and assembly
· Filing and purging of unstained slides
· Filing stained slides
· Filing paraffin blocks
· Preparation of blocks and slides for off-site storage
· Alcohol ordering

· Shelving stores supplies

· Quality control charts

· Making solutions (80% Formal Alcohol)


Teaching and Training

All histotechnologists and laboratory assistants are expected to take part in training of new employees and the histology students during their rotations through the histology lab.



Other responsibilities
· All staff are responsible for knowledge and annual review of procedures pertaining to their job duties.

· All staff are responsible for knowledge of all safety issues in the department, including the SDS sheets, the safety manual, the spill kits and all safety memos posted throughout the lab.  They are also responsible for completing all annual safety training.

· All staff are responsible for knowing all information that is communicated via Outlook e-mails.

· All staff are responsible for keeping their immediate work area clean and well maintained at all times.

· All staff are responsible for assisting with outside requests that are under their scope of responsibility.





                                  


Authorized Reviewers

Director, Anatomic Pathology
Chief, Surgical Pathology
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