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Procedure for Hand-Writing Slides

Principle
When the computer system is down and computer generated bar-coded labels are not available the technologists/lab assistants must hand-label slides and complete slide delivery.  In addition, all frozen section slides are hand-labeled in the frozen section room and then receive a permanent label once sent to the histology lab.  Incorrectly written and mislabeled slides are the most frequently occurring errors in the histology lab.  Because this is a manual task, there is an inherent risk of human error; therefore every effort should be made to reduce the chance of this type of error.  Defining a procedure for writing slides that is consistent from shift to shift and tech to tech is a key step in avoiding errors when paper labels must be associated and then placed on each slide.


Purpose
This procedure will define the specific rules for hand-writing information onto glass slides, special stain request(s) and slide delivery process for surgical and autopsy specimens.   
· All tissue blocks will be processed and stained as usual

· All slides will have the surgical number carefully and legibly hand written on them
· All slides will be delivered to the pathologists without labels and will be labeled upon return.



Supplies
Glass slides


Stat-Mark pens


Form 1540 AUG 01R

Form RA.HI.FR.067


Quality Control


One block at a time 



No other written slides in the work area


Information should be neatly printed in a size that will accommodate all information clearly


Procedure

Slide Labeling Process

1. Clean glass slides should be ready for use (1 box each: regular and + slides)

2. A good working Stat-Mark pen should be used (do not use pencil)
3. One block at a time, the tech will carefully read the surgical number and associated identifiers (block ID, levels)
4. The first line of information will include the surgical case number only (ex. Case type-year-23504)

5. The second line of information will include any identifiers (block ID, slide level)

One block, no levels: A1 
Multiple blocks, no levels: A1, A2, A3, etc.

One block with levels on one slide: A1-1 (additional blocks: A2-1, A3-1, A4-1, etc)

Blocks with levels on different slides: A1-1, A1-2, A1-3 (additional blocks: A2-1, A2-2, A2-3, etc.)

Multiple parts with no levels: A1, B1, C1
 
Cases with multiple parts with levels on one slide: A1-1, B1-1, C1-1, 
Cases with multiple parts A and B blocks with levels on different slides: A1-1, A1-2, A1-3, B1-1, B1-2, B1-3
6. If the pathologists’ initials are required, they are to be written on the bottom, left corner.
7. If a mistake is made, the slide will be discarded and re-written; do not attempt to change information by writing over a mistake.

*Frozen section slides must contain 2 identifiers, patient last name and first initial and any and the patient medical record number.  Once these slides are received in the lab, they are assigned a surgical number and a computer generated label containing 2 identifiers will be placed on each slide. 
Special Stain Request

1. Pathologist will submit request on Form 1540 AUG 01 R
2. Follow Slide Labeling Process above

3. Document complete and technologist’s initials on Form 1540 AUG 01R when slide is delivered

4. Place Form 1540 AUG 01R in manager/supervisor’s door when complete

5. Manager/Supervisor will order special stains in the LIS 
Case Assembly

1. All slides must have the surgical number and block identifiers legibly hand-written.
2. After slides are stained and coverslipped, the slides will be placed onto slide boards in numeric order per assigned pathologist

3. The pathologist will supply a list of their assigned cases to the lab assistant.  The lab assistant will then assemble the slides on separate boards for each pathologist

· A sticker with the pathologists’ initials will be placed on the board once it is assembled.

4. The lab assistant will document the cases that were distributed to each pathologist onto the computer down-time case assembly, Form RA.HI.FR.067
5. The assembled and documented cases will be distributed to the appropriate pathologist(s)

6. Once the slides are returned to the histology lab and the computer system is functioning, the slides will be labeled with LIS generated slide labels.



Special Notes

There will be occasional blocks coming through that will have an identifier (ex. “B”) but will be a single block to the case.  This usually will occur with skin biopsies that have the second part submitted for immunofluoresence studies only.  In these instances, you will label the slide with the identifier following the above rules.


Authorized Reviewers

Medical Director, Anatomic Pathology

Chief, Surgical Pathology



Document Control 
Location of Master: Master electronic file stored on the Beaumont Laboratory server under

S:\Anatomic Pathology\Royal Oak\Histology\Document Control\Master Documents\Histology Procedures\Records Management
Number of Controlled Copies posted for educational purposes:  0
Number of circulating Controlled Copies:  1
Location of circulating Controlled Copies: Histology procedure manual, bench copy
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