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Computer Downtime Procedure

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


GEN.48750
GEN.43837
Purpose or Reason for Policy

     In the event the computer system is down for a length of time a backup system must be in place to continue offering laboratory services.  Occasionally there will be a scheduled downtime for a specific module.  Communication from the IS department is crucial to determine the estimated down time.  IS will communicate by email and/or overhead page to announce when to initiate the downtime procedure.
Procedures
1. When the computer system is inoperable, call IS:
Monday – Friday:  0800-1630 Ext. 8262 or 1772, 641-8262 

Nights and Weekends:  Refer to the posted IS call schedule, Pager 640-4427
2. Inquire on the status of the system and the estimated time the system will be down.  IS will instruct you if the downtime procedure is necessary.

3. If the system is going to be down for a short period of time (less than one hour) hold all routine specimens and process when the system is back in operation.  Process only STAT requests by the down time procedure.

4. If the system is going to be down for some time (more than one hour), process all requests by the downtime procedure.

5. There will need to be coordinated communication with the IS and Nursing staff if the OM module is down as well.  This will affect the lab receiving orders.

6. Orders will be placed by the nursing units on paper requisitions (Computer Downtime Lab Requisition Form).  Nursing units will maintain their supply of requisitions however, the requisitions are stocked in the lab for distribution upon request.

    SPECIMEN COLLECTION

a. STATS - telephone request to lab (2222 or 2223)

b.  Timed Test - telephone request to lab (2222 or 2223)

c. EMERGENCY DEPARTMENT – telephone request to lab (2222 or 2223) or Ascom phones 2711-2715
d. Surgical Day Care (SDC or ASU) – telephone request to lab (2222 or 2223) or Ascom phones 2711-2715
e. Routine Collection - make hourly rounds 0600 thru 2200.  Inquire at each nursing unit if there are any lab tests to be collected. 

f. Out patients - Manually write test request on lab requisition.  Handwrite labels (or use armband labels if available).

Computer Downtime Procedure

HEMATOLOGY

1. DxH 800  
a. Menu -> Setup -> Reporting -> Auto Report -> Check box for Chartable Report.
b. Put downtime barcode label on tube and place in cassette.  Place cassette in input buffer.
c. Write patient demographic information on Report.
d. Make copy of report and distribute appropriately.
e. Staple copy of report to order requisition.
2. IRIS 

a. Run specimen(s).  ID by medical record number (or barcode number if available).
b. Write patient demographic information on the printer report form.
c. Print test results, turn out the top copy and retain second copy.
3. Seimens and Clinitek

a. Run specimen(s).  ID by the medical record number.
b. Write the patient demographics on the report printout.
c. Make a copy to keep and turn out a copy for the chart.
4. ESR / STOOL / WET PREP  

a. Process these specimens 

b. Record the results on the "Computer Downtime Report Form".  Write the patient demographic information on this form as well.

c. Make a copy to keep and turn out a copy for the chart.

* No worksheets are necessary.  It is very important that you keep a copy of all tests requested and the results reported.

CHEMISTRY

1. DxC600i A&B, Remisol Advance

a. Set instrument printers to print “all” patient results.

b. If the specimen already has a barcode label, manually program the barcode label number and select the tests to be performed.  Run specimen with barcode showing.  
c. Program patient demographics on all samples and assign to rack/position.
d. Run the specimen(s).
e. Make a copy to keep and turn out a copy for the chart. 
2. Beta HCG, Acetone, H. Pylori and other manual test:

1.  Record the results on the Chemistry Downtime Report form.

2.  Make a copy to keep and turn out a chart copy.
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BLOOD BANK/SEROLOGY

1. Process all blood bank specimens in the manual mode, using the original worksheets or ProVue.
2. Report all type and screens and miscellaneous Blood Bank testing results on the “Computer Downtime Report Form” and include date and time of completed testing.  Make a copy to keep and turn out a chart copy.
3. Report all crossmatches on the Downtime form of the Product Identification Tag.  Use the original yellow tie tag for the units and record patient information on the blue card named "PATIENT TRANSFUSION RECORD".  
4. Write all Serology results on the "Computer Downtime Report Form".  Make a copy to keep and turn out a chart copy.

5. Retain all information, worksheets, and pink lab copies of the requisitions in the Blood Bank.

6. Issue all blood products using the original Downtime Sign Out Record (TF-6) in notebook. Remember to document the nurse's computer initials so that the initials can be entered into the system under the unit issue screen.  REMINDER:  Before nurse courier leaves, make a Xerox copy of the PTAG to keep for BBK records!!!
7. Perform only STAT Serology tests that are ordered.  Record the results on the Serology worksheet and retain the worksheet and a copy of the results in Blood Bank. 

MICROBIOLOGY
1. Label all plates and tubes and an index card with name, type of specimen, date and corresponding consecutive numbers beginning with 001, etc.  Exp. 001 would be on all the plates, tubes, gram stain and requisition.  The next specimen would be 002, etc.

2. Record all culture interpretations on the Microbiology index cards.

3. For ancillary tests that need to be resulted during downtime, enter the results on the "Computer Downtime Report Form", call all panic results and document date, time, RN in charge of the patient and your initials.  Make a copy to send out to the appropriate destination.
4. Print all patient reports from the Microscan, turn out original and make a copy to keep. 

5. Attach a copy of the report to the index card and the original requisition and retain.

PATHOLOGY/CYTOLOGY

1. Process all specimens in the manual mode, using the original accession records.  The Pathology department will use the daily worksheet for accessioning.  

2. Requisitions, specimens, and slides are processed as usual.

3. Dictation will be performed although the reports cannot be processed within the system.

4. Urgent reports will be phoned to the physician by the Pathologist if necessary. 

5. Retain all charge tickets in the secretarial office to ensure proper charging within the system.

MAIN OFFICE

1. STAT Reports - call nursing unit that report will be sent in the tube system.  If tube system is unavailable, hand-deliver reports.

2. STAT ED Reports - Use tube system, if unavailable, hand deliver.

3. Lab copies - file.

Computer Downtime Procedure
WHEN THE COMPUTER SYSTEM IS BACK IN OPERATION, ALL TESTS PERFORMED BY THE “DOWN TIME" PROCEDURE WILL HAVE TO BE ORDERED AND RESULTED IN THE SYSTEM.

1. Pair up requisitions for hematology, chemistry, and microbiology. Order (in order management) all test indicated on the manual requisition and result those tests that have been completed.
2.  Blood bank requisitions will remain in Blood Bank and be completed by that department.

3. When requisitions from the down time are complete (hematology, chemistry, microbiology) place them together in the storage box kept in the chemistry department. The requisitions will be kept for 2 years.
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