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Quest Diagnostics Inc. at
Shady Grove Medical Center
	SGMC Field Operations Staff Meeting
 Minutes 
February 27, 2015


Present:
Staff Members- see sign-up sheet attached (staff will also be reading the minutes in Medtraining. org)
Distribution:  R. San Luis, L. Loffredo, Dr Cacciabeve, Leslie Barrett, and posted on MTS for staff
Meeting commenced: 
 1200 noon and 1430 
	Item
	Discussion
	Action
	Follow-up

	Welcome/Remarks
	· Review: R.I.S.E.S and Standards of Behavior.
· Your Employee Profiles & goal-sharing: Thanks for your hard work.

· Nominate someone for Compassionate Care Award- see forms placed in our Dept given by the hospital.
· Recognition Quest, use it! Appreciate one another! Find someone going out of their way to help you.
· Help patients, escort them to their destinations.

· Congratulations Apsara! First Cross-trained staff of this year. Apsara completed Client Services; she will follow OPL schedules and other schedules within her trained areas starting 3/8/15.

· Congratulations Atsu Mable, Bachelor’s degree in Accounting! Our Lab wishes him all the best as he continues to study. Picture is on the Quest TV.
· We’re very close to determining our new shift timings. It was our unanimous decision in Phlebotomy in 2014 to do four 9 hour shifts Mon- Fri as needed, every other weekend and one 4 hour shift to make up 40 hours as the WAH Lab is doing for years. See the display in our department for current shifts & proposed shifts. Stay tuned for updates.
Currently we are doing 0400-1330, some 0400-0800, 1330 to 2200 and 2200 to 0630 based on our consensus in 2014 and have done it well over 9-10 months now.

Proposal one:
0500-1330, 1330 to 2200 and 2200 to 0630.
Proposal two.
0400-1230, 1230-2100 and 2100 to 0530.
· Thank you very much for serving our patients through recent snowstorms! I appreciate your help. RecognitionQuest Awards will be given to the staff that went above & beyond their call of duty.
· We’re almost done with our Annual Sharps Training. Good job everyone. 
	Info
	

	
	
	
	

	Safety: Patient and Staff
	· Follow FOCUS guidelines per SOP.
· Use only Quest Approved equipment when serving patients and follow SOP, Venipuncture and other related SOP’s.
· Plan ahead during inclement weather forecasts!

· New carts on the way! See Picture…
· Hand hygiene: “Pump in Wash-out” Strictly continue with each patient visit on in or out patients. (Infection Control)
· Use Dispatch wipes to clean surfaces, carts and trays multiple times in a day. Document on daily duties checklist. 
· Do Positive Patient Identification: 100% of the time. Follow SOP. No arm band/No ID bracelet NO draw! (exception is recurring out patients/standing orders patients) 
· Use good clean lab coats every day! Display work ID badges on the lab coats on the pocket/upper portion of your body.
· GTT loading doses on in patients will be administered by Phlebotomist & RN after fasting result is reviewed. Refer GTT SOP. Please do not leave the GTT Glucola bottles with Nurses. Staff must start the GTT form and carry with them. Filed in GTT folder in Phlebotomy.

· Follow AHC dress code policy and wear appropriate footwear. Appear professional at all times.
· Know that the closest eye-wash while in the lab is located in Core Lab on the clean sink located by the copier/ entrance to the lab.
· Be safe look out for slip, trip, fall…hazards…phone cords, water on the floor etc., in patient’s rooms, elevators, lab & others areas. Report to Environmental services, Charge RN’s/ Lab Supervisors. Complete online Competency! Some staff is still overdue. Check this list that is displayed and if you name is on here you have not completed you competencies in time.
· Lanyards/cords/ neck ties worn around the neck/hold ID badges not to be used, especially when serving the ABH patient’s. 
· No Food & Drinks in the lab at any time. 
· Use your correct size and fit them well: N95 respirators. This year’s annual training/annual certification to be announced soon.
· Vocera- immediate courteous responses by all staff and timely service is expected.
· Tube system: Report issues immediately to Group Lead/ Supervisor’s and Charge Nurses and follow up.

· Complete OSHA Health Questionnaire’s being handed out today for completion of fit testing.                                                                            


	
	

	Metrics, TAT and Healthstream scores
	· AM collections Metric: Group Picture was taken with Rob, and some of our AM staff that was present on 2-26-15. We are between 80-90% now! Keep up the good work. January 2015 was at 79%.
· New AM collections floor division sheets to be tried out next week before finalizing them. 
· Receipt of specimens in LIS is to be done by Processing and Phlebotomy staff.
· Blood Culture volumes: good.
· Contamination Rate was high!
· Healthstream… we are at 45% 28 calls in.
· ER specimen throughput is now 5-10 minutes to receipt in in LIS.

· CVIR will be handing their specimens to processors.

· Review STAT collections metric/ daily crystal reports that are posted in Phlebotomy section. We have 15 minutes for a STAT collection and to be received in LIS within 15 minutes.
	Receipt: 95%-100% in LIS by 0629 
Results: 95% - 100% results by 0730 (Technologists)
95% calls in LIS within 1-2 hours.

BLC Vol 8-10/bottle
	

	
	
	
	

	Staffing 
	· Overall flexibility from all staff is solicited, especially in light of the inclement weather that is going on. And know that helping each other is helping our patients!
· 9715 when closed; staff will work in Processing, OPL and Phlebotomy. X-training in progress.
· Review attendance policy. Minimum staffing- work must move on till help arrives. At all times draws with priorities, STAT, Timed, and Routine is to be followed. And specimen priority is as follows: ER Specimens, then ….
	All to be flexible in helping
	SMK


	
	
	
	

	TOP, Attendance & Tardiness 
	Calendar to be updated today! Turn in TOP time requests for 2015. Refer TOP calendar.
Attendance: Few Issues/ Shift changes/exchanges.
Tardiness: Curb it!
	Plan TOP time. Refer Lab Alert.
On time, every time!

Monitor is in progress.


	SMK

	
	
	
	

	Competency & MTS
	IntelliQuest- Safety & Blood-borne pathogen competency,  MTS, Paper competencies and Passwords.
Overdue: Specimens without Orders- see list posted on the notice board… if your name is on you are delinquent!
	Calendar posted. Check online frequently. 

	ALL


	
	
	
	

	Daily Shift Logs and 
OL, PL, Un-received Coll lists
	Daily Duties Checklists: all sections.
Updates coming up soon!
Training on Un-received, PL and GUI order entry Training Verification checklists is in progress. Please receive training from your Group Lead, Sr Rep or me ASAP. Deadline is 2/28/15.

All staff must complete logs per shift/ communicate via LIS & logs of pending work.

· Fluids

· Nurse collects

· Timed stat during AM Collections and throughout the day.
	Fluid: follow up/document.
Reschedules with RN name.


	ALL

	
	
	
	

	Time cards/ Kronos update


	Lunches & punches- Must! Please do not miss punches or take extended periods of times for lunches. Cover your co-workers for lunch breaks. Group Leads/ Sr Reps to coordinate lunch breaks. 

	
	

	Miscellaneous Items
	Few Reminders as always:

· Collection Tote bag of ABH, Please keep it updated.
· Tube expirations: GL & Designee does the Audit every month. Check each tube your hand touches!
· Supplies: stocking up/putting away is everyone’s job.

· FES pending list. Do it as per SOP. Do not send Petri dishes to Ref Lab unless Micro Tech authorizes it.
· Surgical- do ASAP. Specimens dry up/ TAT delays for set up and testing.

· Open every manual requisition dropped off with or without specimens, a must. Double check with Lead/ Core Lead/ Supervisor/ Techs and ask for help when hard to read/process. Do not send anything to Ref lab without double checking it/processing it.

· Problem logs- QV forms. MIQ & QD Website searches…

· Misc. tests call Lab Director/s.

· Leaving work stations without notice…

· Use of Phlebotomy workload forms on a daily basis.
· Blood Culture Bottles in Bactec.
· Timed draws: be on time! Check with RN’s. Reschedule only if permitted by RN/ Physician.
· Vocera & Phone responses must be timely and in a courteous manner. Use AIDET with each call.
· Paystub reviews; let me know if you have any more questions. Lori will arrange for us to get the proper answers and I can also get you the answers. Five staff had questions and they received their answers.
· QV & RL Solutions responses by supervisor & staff in real time.
· AS/ GL is in charge in absence of Supervisor’s…

· Do not get on the internet when on shift and on company clock! It’s prohibited!

· Phone etiquette: 3 rings… Smile! AIDET!! Set your phone to the ringer volume of your hearing preference and do answer it. Do not transfer calls without letting the person know who the caller & the issue is.
1. Greeting

2. State your name

3. State your Department

4. Ask: How may I help you?
	
	ALL

	
	
	
	

	Up Coming, New and in the works
	· Carts- see picture posted in the department. Carts are awaited.
· Training Verifications on Un-Received Lists, Rescheduling draws and Phleb collection batches.

· ABH Bed #’s print out posted in department for us to follow (Label printer area)
· Sign Phlebotomy Code of Conduct docs.

· Subpoena’s- we are working on it to have those patients sent to other locations. It’s in the works. It may work or may not work! Stay tuned.
· 3 Floor Lab moving mid-March? End of March stay tuned!
· All hands-on approach! Move to where the work is!!
· Brunch Vs. Break- best way for AM shift Phlebotomy staff to get their 30 minute breaks in.
· ABH to write the collection time on the urine labels that are placed on the containers. I have send email pictures to have them write date, time and initials of the collectors on the labels that are on the containers.

· PDR- Thanks for a successful PDR completion. We are 98% done at this point in time. Some staff still need to acknowledge their PDR in ESS, please do so.

· Hospital may require all Ancillary departments s to wear scrubs. Color is unknown at this point. Stay tuned.

· Cross- Training- Teddy, Aman, Jennifer, Dericka, Shanthi and Courtney is in progress.
· Field Ops monthly Huddle notes will be posted on MTS.
	
	

	
	
	
	

	Questions/ Open Forum
	10 minutes
Questions 
1. Will SGMC ER receive Blood Culture bottle carriers? 
2. Can Quest Lab provide umbrellas for going off-site to ABH & ARH for blood collections? Can we get some poncho/wind breakers as well? 
	
	

	
	Answers: I will check with Lori and get back to you. 
I know we have discussed question 1 in the management calls and I will follow up. 
On question 2, I will bring it up in Field Ops call or management call and get back to you all.


	
	

	Next Monthly Meeting 
	TBA
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