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Purpose

The purpose of this document is to provide instructions on the proper handling of specimens to ensure that the specimen identity is maintained and tracked throughout the process.                                              


Policy

It is the policy of the histology department that patient identity is maintained from specimen processing until slide delivery and with storage of all tissue blocks and surgical/autopsy slides kept on-site and at our off-site facility.  We also will have a mechanism to allow all specimens to be tracked from receipt to storage.
All tissue cassettes and slides are labeled with the surgical case ID, block/slide identifier, and 2-D barcode.  All material is tracked through the entire Histology process using EPIC Beaker.  This includes embedding, microtomy, slide distribution and storage.  Block and slide tracking can be found in EPIC Beaker Case Inquiry by all laboratory staff.  This information will provide date, time, location task performed, documented flag(s) and user for all case material


Procedure
Follow the steps in the table(s) below:
	Step
	Action
	Note


	1
	The 2-D bar-coded tissue cassettes are processed per protocol. 
	

	2
	When processing is complete, the tissue cassettes are removed from the processor and placed into the embedding center.
	

	3
	Each 2-D barcoded cassette is scanned in Beaker Tracking, reason “Embedded” and embedded per protocol.  Tech must view Flags for any instructions before embedding tissue.  Tech can document quality issues using Flags in Case Builder.   
	Only one tissue cassette may be scanned and embedded at a time (one-piece flow).  

	4
	Once embedding is complete, the histotechnologist will scan each tissue block at microtomy using EPIC Beaker Case Prep Worklist (select specific view), one at a time, to produce a bar-coded slide label.
	Only one cassette may be scanned, associated label printed and affixed to the tissue slide(s) before scanning next cassette. This eliminates the chance of labeling errors taking place.

	5
	The slides are dried and then stained with the routine H&E stain or per protocol.
	

	6
	The slides are coverslipped and placed under the hood to dry.
	

	7
	The slides are assembled onto slide boards by the lab assistant.  This process requires the lab assistant to access the BH Lab Daily Case Log – Histology/Surgical Pathology which provides assigned pathologist and number of blocks used to properly assemble slides.
	As slides are removed from the basket, the lab assistant checks the log for the assigned pathologist, # of blocks and starts a tray for them by placing their initials on a sticker at the top of the tray.  This is repeated until all slides have been assembled.

	8
	Once assembled, each slide is scanned, in Beaker Tracking reason “Delivered” adding assigned pathologist initials or other pertinent notes in the comment field before scanning. 

	

	9
	The slide boards are delivered to the pathologists 
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	10
	Pathologist will verify that all pertinent information has been included in the report and will complete the final verification with an electronic signature.
	The final report will either be sent electronically, be faxed or in some instances the report may be sent via the US mail service.  In specific cases, the final diagnosis may be phoned directly to the clinician (positive results, request by the clinician, etc.)

	11
	The slides and blocks are taken to the filing room.   Each slide is scanned into EPIC Beaker Tracking reason Royal Oak Slide and Block Room.  Blocks are only tracked when returned from an outside facility or returning from another Beaumont laboratory.
	If a block/slide is removed from the filing room for further testing or to be sent off-site, the person responsible for the removal will scan the block/slide into EPIC Beaker Tracking and will assign it a new destination.  Upon return to the filing room, it will again be scanned before re-filing.




Results

Specimens will remain identified throughout the processing and microscopy processes.  The blocks and slides are tracked throughout the process.




Authorized Reviewers

Medical Director, Anatomic Pathology

Chief, Surgical Pathology
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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, located in the Histology Procedure manual bench copy
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	Dr. Armin
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	01
	Verify all labels by checking patient name, MRN, and Lab Order number on all paperwork and specimen.  If all information is verified as accurate, highlight all labels (name, MRN lab order number). 
	

	Dr. Amin
	2-14-2015
	01
	
	

	Dr. Bernacki
	11/6/2017
	02
	Added all OutReach specimens discrepancies are documented in SoftExpress
Added RUSH/STAT and PRIORITY workflow.
	

	Dr. Bernacki
	10/22/2019
	02
	
	

	
	
	03
	Removed Surgical Pathology Accessioning and grossing steps.  Histology process to sign out and storage
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