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POLICY:

All modifications to existing orders will be made by the laboratory staff on the written confirmation from the ordering floor.

PROCEDURE:
ADD ON TEST PROCEDURE

When an add-on is requested from the floor an AOT – Add-On Test is ordered in Meditech.  That order is then transmitted to the lab and the request for add-on prints out on printer 3EB08.  The technologist will then add on the test requested to the same accession number of the specimen we have in the laboratory. Always attach “ADD” comment; Test(s) added: MD on Date at Time. When a floor calls to request additional tests, you need to tell them that they need to order this AOT with the specific add-on tests listed before the test will be performed.  We will not do any testing without a computer generated order.  Occasionally the floor might call and tell you that they have already put these add-on orders in the computer, if this is the case then it is okay to add on the test as long as the order is altered to say it is added on to a specimen already in the laboratory.  This helps us to keep the time the specimen drawn and received consistent with the original orders.  If you receive a NEW specimen with add on orders this is NOT an add-on and new orders need to be entered into the computer by the nursing unit or the clinician.
REQUEST FOR REDRAW SPECIMENS
When a redraw is requested because the laboratory is questioning the integrity of the specimen (i.e. hemolysis, erratic results, etc.) the original order needs to be cancelled with a comment stating the reason for the redraw request. Notify the doctor, request to put in a new order. Add a comment stating who you talk to and what time.  When the new specimen arrives the tests need to be reordered so that the correct draw time and received time can be entered.
Example: Specimen clotted, notified Dr. Lab Test 9/28/2013 0900. Requested a redraw.
	
	EFFECTIVE DATE:  _______/_______/ 2013

	
	Procedure Authorization:

	
	The Laboratory Director, the Admin Director of the Laboratory, and the Technical Supervisor  will initially approve each new procedure for a period not to exceed 4 years.  In the event the procedure applies to additional departments, the director of that department will also approve the procedure prior to implementation.  Each year the Laboratory Director or the director’s designee (Administrative Director, Laboratory) will review each procedure for appropriateness and the director will be informed of any changes prior to initialing the manual review page.  If 

a procedure is altered or amended the director will initial the change prior to implementation and will review the entire procedure within one year of the change.  At the end of four years

the procedure will be reviewed, reprinted and approved for another 4 year period.
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