DRAFT

	Quest Diagnostics
	Title: Aliquoting Specimens

	Site:  Shady Grove Medical Center, Washington Adventist Hospital
	



  TRAINING UPDATE

	Lab Location:
	SGMC and WAH
	Date Implemented:  
	11.20.2017

	Department:
	Processing
	Due Date:  
	12.11.2017


DESCRIPTION OF PROCEDURE REVISION

	Name of procedure:

	Aliquoting Specimens



	Description of change(s):  

	1. Only one specimen may be aliquoted at a time.

2. Never mix specimens from more than one tube.

3. Critical steps added to the procedure:

a. Compare patient name on the aliquot label to the patient name on original label.  They must match EXACTLY.

b. Compare patient MRN on the aliquot label to the patient MRN on the original label.  They must match EXACTLY.

c. Document tech code on the aliquot label and apply to tube with name near the tube opening.

d. Add an appropriate amount of specimen to the tube.




 Non-Technical SOP

	Title
	Aliquoting Specimens

	Prepared by
	Leslie Barrett
	Date: 7/10/2009

	Owner
	Stephanie Codina
	Date: 11/13/2017


	Laboratory Approval

	Print Name and Title
	Signature
	Date

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

To provide a process for separating and labeling specimens for analysis.
2. SCOPE

This procedure applies to all specimens that are shared between internal laboratory sections, instruments and/or reference laboratories.
3. RESPONSIBILITY

All specimen processing and technologists must process specimens according to the procedure.
4. DEFINITIONS 


None
5. PROCEDURE

	Step
	Action

	1
	Never handle or aliquot a specimen without appropriate personal protective equipment to include labcoat, gloves, and safety shield/mask.


	2
	Check the specimen requirements using Sunquest function MIQ.

A. In-house tests may be aliquoted to decrease turn-around-time when a single specimen has ordered tests that will be run on different instruments.

B. Referral tests are aliquoted into plastic tubes to prevent specimen breakage and leaks during transport.



	3
	Aliquot ONLY one specimen at a time.

A. Physically separate the specimen being aliquoted from other specimens.

B. Do not mix specimens from different tube even when they were collected from the same patient.

C. A single specimen may be aliquoted into more than one tube.




	Step
	Action

	4
	Print the required number of labels for the aliquot(s) per procedure.
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  Start Critical Step

	5
	Compare the patient name on EACH printed label to the patient name on the original specimen.  Names must match exactly.
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	6
	Compare the patient medical record number on EACH printed label to the medical record number on the specimen.  Medical record numbers must match exactly.
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	7
	Write your tech code on EACH 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.


[image: image4]


	8
	Apply one label to each aliquot tube.  The label should be applied directly onto the tube.


	9
	Transfer the appropriate amount of specimen into the aliquot tube and cap the tube.
A. Do not combine specimens from more than one tube into a single aliquot tube even when they were collected from the same patient.

B. Never pour from an aliquot tube back to the primary tube.



	10
	Compare the name and medical record number on each aliquot tube to the name and medical record number on the primary tube to verify correct labeling.
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  End Critical Step

	11
	Deliver the aliquot to the appropriate testing department or store send out tests at the appropriate temperature based on handling requirements.



6. RELATED DOCUMENTS

None


7. REFERENCES

N/A
8. REVISION HISTORY

	Version
	Date
	Reason for Revision
	Revised By
	Approved By

	
	
	Supersedes SOP S007.001
	
	

	000
	2/6/12
	Section 5:  add no combining or pour back 
	LBarrett
	SKhandagale

	001
	10/13/17
	Header: added WAH
Footer: version # leading zero’s dropped due to new EDCS in use as of 10/7/13
Added critical steps and initials to align with secondary labeling SOP; updated format and wording for clarity.

	SCodina
	NCacciabeve

	
	
	
	
	

	
	
	
	
	


9. ADDENDA AND APPENDICES

None
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