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POLICY:

The Laboratory maintains a process to evaluate, select, purchase and monitor the
acquisition of goods and services. This includes point of care testing and referral

laboratories.

PURPOSE:

The purpose of this policy is to ensure that goods and services utilized by the Laboratory
meet established standards and to ensure that an adequate supply is available to

produce quality laboratory results in a timely fashion.
Efficient and cost effective operations need the uninterrupted availability of reagents,
supplies and services. This policy outlines the process for setting expectations, and

building and/or maintaining good relationships with providers of materials and services.

RESPONSIBILITY:

The Government of the Northwest Territories — Public Works and Services

Procurement Shared Services

Procurement Shared Services (PSS) is the branch of the GNWT that administers and

manages larger government procurement.
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Services offered by Procurement Shared Services include:
e Contract Advice
e Contract Management Advice
e Training and Information Sessions

e Procurement Services over $5000

The Government of the Northwest Territories — Department of Health and Social

Services

The DHSS works through PSS with their assigned procurement specialist to meet
procurement needs. By doing so, the GNWT standardizes procurement practices and
processes, implements best practices government-wide, and improves service

efficiencies.

The Materials Management department has a process to identify critical supplies and

services, and to define the necessary characteristics or functional requirements for each.
These expectations are communicated to the respective vendors who are then

evaluated for their ability to meet the requirements.

Contracts to obtain or provide critical supplies, materials, referrals, and other needed
services are reviewed to ensure that each party’s expectations are defined. These

contracts are maintained by Stanton’s Materials Management department.

The Materials Management department places approved orders for goods and services

with the vendors, receive the orders, and transport them to the laboratory.
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Stanton Territorial Health Authority — Director of Operations

The Director of Operations has signing authority for laboratory orders up to $50,000.

Laboratory Advisory Committee

The Laboratory Advisory Committee is responsible for assisting in the evaluation of new
Territorial vendors, monitoring of current Territorial vendors, and monitoring referral

laboratories.

Stanton Territorial Health Authorit nostic Services

The Manager of Diagnostic Services has signing authority for laboratory orders up to
$10,000.

Stanton Territorial Health Authorit Supervisor

The Laboratory Supervisor has signing authority for laboratory orders up to $5,000.

The Laboratory Supervisor may perform the functions assigned to Tech lls and

Laboratory Personnel.

Stanton Territorial Health Authority — Tech lls

The Laboratory Tech lls are responsible for ensuring the stock of supplies is adequate

for their department and provide the compiled order to the appropriate signing authority.
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The Laboratory Tech lls are responsible for unpacking supplies, reconciling arrivals,

ensuring proper storage and rotation of laboratory supplies.

The Laboratory Tech lls are responsible for following up on backorders, deficiencies or

discrepancies reported by Laboratory Personnel.

The Laboratory Tech Ills may also perform the functions assigned to Laboratory

Personnel.

Laboratory Personnel are responsible for tracking stock items (laboratory products and

supplies) used and notifying the appropriate Tech Il when additional items are required.

Laboratory Personnel are responsible for unpacking supplies, reconciling arrivals,

ensuring proper storage and rotation of laboratory supplies.

Laboratory Personnel are responsible for performing appropriate quality control.

Laboratory Personnel are responsible for reporting any backorders, deficiencies or

discrepancies to the Tech Il or Supervisor for follow up.

KEY ELEMENTS:

The Purchasing and Inventory section of the Laboratory Quality Manual will provide

guidance for the following processes:
e Selection based on ability to meet requirements

e Purchase of materials or services
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e Supplier, contractor, and consultant evaluation
e Inspection and verification of received materials
e Storage and handling of materials

e Inventory management

¢ Identification and tracing of critical materials and services

RELATED DOCUMENTS:

e QUAS50200 Selection Based on the Ability to Meet Requirements
e QUAS50300 Purchase of Materials or Services

e QUA50400 Supplier, Contractor and Consultant Evaluation

e QUAS50500 Inspection and Verification of Received Materials

e QUA50600 Storage and Handling of Materials

e QUAS50700 Inventory Management

e QUAS50800 Identification and Tracing of Critical Materials and Services
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