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CAP Unannounced Inspection Procedure

	
Policy Type:  Departmental
  Policy Owner:  Director of Laboratory Services
  Responsible Executive:  VP Operations
	
Policy Contact:  Dir. of Lab., ext. 1787


Policy Statement

NA
Purpose or Reason for Policy

When the CAP inspectors arrive, follow this procedure to coordinate the day's activities.
Procedures

I.  Introduction 

Introduce yourself and read the letter the team leader will present to you.  Ask them to wait in the Director of Laboratory Services’ office.
II.  Notification  

A. Call the Director of Laboratory Services (ASCOM 2716)

B. Call the administrative assistant (1771) and inform them that the CAP Inspection team is here.  The administrative assistant will inform the Chief Executive Officer, the VP of Patient Care Services and the Chief of the Medical Staff.  Ask the administrative assistant to check the availability of the Administration Conference Room or a classroom for the inspectors to use.

C. Call the Laboratory Medical Director (If on Friday, wait until inspectors are ready before calling)
              Dr. Ausley Cell Phone # is (910)840-4876
D. Call the Cardiopulmonary Director (9324) or Assistant Director (1723) to let them know that the inspectors are here.

E. Call Food Services Supervisor (2217) or Nutritional Services Manager (1791).  Inform them that the CAP inspection team is here and we need to schedule lunch in the conference room (if available) for (# of CAP inspectors +7).  If there is no room available, ask the Food Services Supervisor to section off enough tables so the entire group can eat together in the cafeteria.  Ask dietary to provide water, coffee and soft drinks for the inspectors in the conference room.  Lunch should be served at 12:00.
Food vouchers can also be presented to inspectors should they want to work during lunch.
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F. If a supervisor is off, call them and tell them to come in for the inspection.

	Name
	Home Phone #
	Other Phone #

	Susie Fairfax – Hematology
	
	(910) 625-7371

	Elizabeth Fowler -  Blood Bank
	
	(910) 640-7153

	Joann Wilson -  Point of Care
	
	(910) 770-5025

	Janet Royal – Dir. of Lab Services
	(910) 642-5906
	(910) 770-1865

	Kim White – Pathology
	(910) 654-6242
	

	Glenda White – Microbiology
	(910) 648-4676
	(910) 640-9007

	James Williams - Chemistry
	(910) 640-3690
	(910) 445-1360


Note:  In the event that one of the supervisors is on vacation or unavailable, the following persons have    been designated as "backup" for the purposes of the inspection.

	Section
	Name
	Phone #

	Chemistry
	Melanie Howell
	(910) 645-6653

	Hematology
	Tammie Hales
	642-1179 or 499-1993

	Microbiology
	Pam King
	(910) 646-6431

	Pathology
	Deborah Boswell
	(910) 207-6103

	Phlebotomy
	Michelle Collins

Denise Worley
	(910) 770-3197
(910) 653-9251

	Point of Care
	Becky Brisson
	(910) 740-6472

	Transfusion Service
	Centia Wilson
	(910) 770-3545


G. Have the inspectors fill out the CAP Inspector Check-in form.  Make a copy of the form and go to Human Resources to get vendor badges for the inspectors.

H. Assess staffing situation.  Free up the supervisors if they are on the schedule.  Call in additional personnel as needed.

III.  Information Retrieval

     Ask the team leader/members what manuals and other supporting documents they want to review.  Have the supervisors or other technologists begin to gather them.  Offer to take the entire team on a tour of the lab, including outpatient blood draw and the blood gas lab, in Cardiopulmonary.  Allocate clean working areas in sections if needed.

IV.  Administration Interview   

     Ask the team leader who he would like to interview and when.  Generally, this is the Chief Executive Officer and Chief of the Medical Staff.  Call the administrative assistant (1771) for the CEO, and the Laboratory Medical Director for the Chief of Staff.

V.  Human Resources Contact 

     Call Human Resources, Employment supervisor (8393) and tell them the CAP inspectors are here and may need to review some personnel files.  Also call the Infection Control Nurse (1796) to ask if they can review some employee health files.  Call the Compliance Officer (9423) to inform them that we have inspectors in the building.
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VI.  Summation Conference 

     Ask the team leader if they have a desired time for the summation conference.  Give everyone this time, including Administration.     
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