
Electronic Document Control System

Document No.: SGAH.L976[0]

Title: Specimen Labeling (Secondary)

01-Jan-2099Effective Date:

PRERELEASED

LESLIE BARRETTOwner:

Status

Next Review Date:

Review

REVIEW: DEFAULT DOCUMENT

Approver Status Sign-off Date

NICOLAS CACCIABEVE 9/13/17   2:00 pmAPPROVED

ROBERT A SANLUIS 9/12/17  11:37 amAPPROVED

LESLIE BARRETT 9/8/17  12:16 pmAPPROVED

Leslie.X.Barrett
Highlight

Leslie.X.Barrett
Typewritten Text
You will receive hands-on training for this new SOP.
It will become effective on November 13, 2017



Quest Diagnostics Title: Specimen Labeling (Secondary)
Site:  Shady Grove Medical Center, Washington Adventist Hospital, 

Germantown Emergency Center

SOP ID:  SGAH.L976 CONFIDENTIAL: Authorized for internal use only.
SOP version #    0 Page 1 of 4

F
orm

 revised 3/31/00 

  
Non-Technical SOP

Title Specimen Labeling (Secondary)

Prepared by Stephanie Codina Date: 9/7/2017

Owner Robert SanLuis, Stephanie Codina Date: 9/7/2017

Laboratory Approval
Print Name and Title Signature Date

Refer to the electronic signature page for 
approval and approval dates. 

Local Issue Date: Local Effective Date:

Review:

Print Name Signature Date

D
oc

um
en

t:
S
G

A
H

.L
97

6[
0]

 S
ta

tu
s:

PR
ER

EL
EA

S
ED

,E
ff
ec

tiv
e:

1/
1/

20
99

, 
C
he

ck
 V

er
si

on
 B

ef
or

e 
U

se



Quest Diagnostics Title: Specimen Labeling (Secondary)
Site:  Shady Grove Medical Center, Washington Adventist Hospital, 

Germantown Emergency Center

SOP ID:  SGAH.L976 CONFIDENTIAL: Authorized for internal use only.
SOP version #    0 Page 2 of 4

F
orm

 revised 3/31/00 

TABLE OF CONTENTS  

1. PURPOSE............................................................................................................................... 2
2. SCOPE .................................................................................................................................... 2
3. RESPONSIBILITY................................................................................................................. 2
4. DEFINITIONS........................................................................................................................ 2
5. PROCEDURE......................................................................................................................... 2
6. RELATED DOCUMENTS .................................................................................................... 4
7. REFERENCES ....................................................................................................................... 4
8. REVISION HISTORY............................................................................................................ 4
9. ADDENDA AND APPENDICES.......................................................................................... 4

1. PURPOSE
To define the process for the secondary labeling of specimens.

2. SCOPE
This procedure applies to the secondary labeling of laboratory specimens.  This procedure 
does not apply to blood bank specimens; only blood bank staff members will be allowed to 
place a secondary label on a blood bank specimen.

3. RESPONSIBILITY
All staff members must understand and adhere to this procedure when labeling specimens.

4. DEFINITIONS 

Secondary Labeling:  The process of adding a second label to a tube that already contains 
patient identifiers.  This generally occurs when lab staff members add a barcoded lab label 
to a specimen tube that is already labeled with a handwritten or hospital label.

5. PROCEDURE

Step Action
1 Specimens may arrive in the laboratory that have labels that cannot be read by 

laboratory instruments (Cerner labels, handwritten labels, labels with barcodes 
that are applied improperly).  In these cases, laboratory staff members will apply a 
barcoded laboratory label to the specimen.

2 Verify that the original labeling meets laboratory acceptance criteria and contains 
all of the following elements:

A. Patient’s full name
B. Patient’s medical record number
C. Date and time of collection
D. Collector’s initials or identification

3 Print a laboratory label for the specimen.
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Step Action

  Start Critical Step
4 Compare the patient name on the laboratory label to the patient name on the 

specimen.  Names must match exactly.

5 Compare the patient medical record number on the laboratory label to the medical 
record number on the specimen.  Medical record numbers must match exactly.

6 Write your tech code on the lab label to indicate you verified the name and 
medical record number on the lab label to the name and medical record number 
on the tube.

7 Apply the label to the tube in a manner that allows the patient name on the 
original label to remain visible.  Technical staff will be required to verify both 
names prior to testing.  Center the barcode on the tube lengthwise, to help ensure 
laboratory instruments will read the barcode.

Note:
If the original tube label is positioned in a way that makes it impossible to align 
the label so both names show, a second staff member must complete steps 4-6
above prior to applying the label to the tube. 

In situations like this, please make a photocopy of the specimen labeling (to 
include the initials/ID of the person who collected the specimen) and document 
labeling on a PI/Variance form.  This will allow a member of the management 
team to re-educate staff members who are not following the laboratory labeling 
procedures.

  End Critical Step
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Disciplinary Action
Patient identification and specimen labeling procedures are critical to the provision of 
accurate and timely laboratory results.  The supervisor will have the option to escalate 
disciplinary action for patient identification and specimen labeling errors when the 
investigation reveals the employee did not follow proper procedure.  An employee may be 
terminated if he/she makes more than one patient identification and labeling error 
within a rolling 365-day period.

6. RELATED DOCUMENTS
N/A

7. REFERENCES
N/A

8. REVISION HISTORY

Version Date Reason for Revision
Revised 

By
Approved 

By

9. ADDENDA AND APPENDICES
None

D
oc

um
en

t:
S
G

A
H

.L
97

6[
0]

 S
ta

tu
s:

PR
ER

EL
EA

S
ED

,E
ff
ec

tiv
e:

1/
1/

20
99

, 
C
he

ck
 V

er
si

on
 B

ef
or

e 
U

se




