
Uncontrolled When Printed 

NOTE: This is a controlled document for internal use only.  Any documents appearing in paper form are not controlled and 
should be checked against electronic version prior to use. 

FILENAME: MIC10500-Referring Positive COVID to NML Job Aid Print Date: 2/27/2024 10:35 AM 

 

 Document Name:   
Referring Positive COVID to NML Job Aid 

 
Distribution: 

Microbiology Specimen Receiving Manual  

Document Number: 
MIC10500 

 
Date Issued:  

February 27, 2024 

Steps for referring Positive COVID samples to NML for sequencing:  

1 

Retrieve samples from rack in fridge labelled “Positive COVID for Referral” 
and complete spreadsheet with sample information for each COVID being 
sent. 

• Find the required sample information from Result Entry in LIS 
• To find this spreadsheet, go to: 

NTHSSA Share –> Stanton Hospital Share –> Lab –> Microbiology  
–> IRVC COVID send out –> IRVC COVID log template-2023 -> IRVC 

COVID log template-2023.xlsx 
• When complete, SAVE AS with the date being sent (Ex. Sent 2023-01-

24) 

• Print 2 copies 

2 

Complete FedEx waybill  

• Required information can be handwritten or use premade labels 
located in NML Send Out Forms binder (remember to place on all 

pages of waybill) 

3 

Fill out the form with required information to be faxed to IRVC 

• To find this form, go to: 
NTHSSA Share – Stanton Hospital Share – Lab – Microbiology – IRVC 
COVID send out – IRVC Fax form – Fax Form for IRVC.doc 

• Print 1 copy 
• Fill in the highlighted areas 

• Fax a copy of this form and spreadsheet to the number below 

                   
• Fax number 1-204-789-2082 
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4 

Email IRVC general email to notify them of the shipment, including:  

• How many samples 
• Where they are coming from 

• Date  
• FedEx waybill tracking number 

Email: nml.irv-ivr.lnm@phac-aspc.gc.ca 

Note: Indicate in email that the shipment is being sent via Edmonton, AB. 

5 

Prepare samples and box (in TB room) to be sent according to TDG Category 

B regulations. 
• Pack box with ice pack(s) 

• Include a paper copy of the spreadsheet in a clear plastic biohazard 
bag to prevent it from getting wet 

• Ensure box has all required labels (labels located in Specimen 

Receiving area) 
 

      
 
 

6 
Staple together and hole punch the faxed form and second copy of the 
spreadsheet and place in the NML Pending Referral Reports binder. 

7 
Place box on countertop in core lab receiving are with the FedEx waybill on 
top of the box. 

 
 
 

 
 

 
 
 

 
 

 
 


