
TITLE: Creating and Receiving Collection Batches at the Hospital

POLICY:

To ensure labels are printed for collection of specimens on patient units and received.
PROCESS:
As orders are placed by the nursing floors for blood draws, the specimens will be assigned into collection categories. Specimens from the locations of ED, LD, PAT, and HV will be assigned into corresponding collection categories. It is NOT necessary to create these categories. . However, the categories ED, LD and PAT should be reviewed on the hour. If there are any specimens that do not correspond with the collection site they need to be removed.  An example, upon review of the ED collection category there is a specimen with a patient location of A3 for a collection time of 1000.  This specimen should be edited using the edit lab specimen routine and the collection category changed to 1000.  If there is more than one specimen for the patient the edit routine needs to be used again for the second specimen, ex a hematology and chemistry.
Specimens, other than those from the locations listed above, will fall into a collection category based on priority and status. All STATS will be assigned the STAT collection category, and labels will automatically print on the designated STAT label printer located in the phlebotomy department. All routine specimens will be assigned to a collection category according to the time that the blood is scheduled to be collected or if no time is indicated it will go into the POOL collection category.  The Pool is printed every hour with the timed collection. 
Example: 
If time of collection is between 10:00 and 10:59, the specimen will be assigned to the 10:00 collection category.

1. To create a collection batch:
A Using Preview & Create routine create the collection batch. Print labels.
B Hit F12 and a list of all categories will appear.  Using the up and down arrows, highlight the category that needs to be printed.  A preview of the specimens in that category can be done using the right arrow key.
C Hit the right control key.  A check mark will appear to the left of the category.
D Hit <enter> and a box will appear "Continue?"  Enter "Y".
E This will bring you to include categories. Hit F12 and another box will appear "Create?"  Enter "Y".
F Print labels to label printer.
2. To Receive By Batch
A  This routine is usually used for the timed and pool specimens.

a Go into "Receive by Batch" routine
b At "Category" enter the collection category that needs to be received.
c At "Number" enter the batch number of the collection batch.  This can be found on the collection batch labels.

d At "Location" enter the location of the unit for which you are receiving specimens.

i. Ex: A1, B2 etc.
e At "From Room" hit <enter>
f At "Thru Room" hit <enter>
g At "Coll Time" enter the time the specimens were collected.  Hit <enter>
h At "Coll By" enter your initials. Hit <enter> If specimens are to be recollected, cancelled or edited proceed to step j.  If all specimens are to be received, proceed to the next step i.
i If all remaining specimens are to be received. Hit enter 3 times. Press F12.  
j If specimens need to be recollected, cancelled or edited proceed to the specimen number on the bottom half of the screen and go to the function category on the right.

k Press F9, to recollect enter R, for cancel enter C, for edit enter E.

l If you enter recollect you must assign it to a new collection category.
m If you cancel you must enter a cancel comment.
n Return through the prompts and file (F12)

TITLE: Phlebotomy Outstanding Report

POLICY:  

To verify all phlebotomy specimens to be collected by the laboratory staff at the hospital is completed.
PROCESS: 

1. The outstanding report prints four times a day in phlebotomy: 0900 and 1430, 2030 and 2330 on the LABP4 printer.

2. The 0900 outstanding report:

A. Review the report to verify that all morning draw specimens have been completed. 

B. Any specimens prior to 0900 should have a comment for the reason the specimen is not collected. 

C. Initial the report and save it in the outstanding report.

3. The 1430 outstanding report:
A. Review to make sure all specimens scheduled to be collected by 

    1430(2:30pm) have been completed by the day shift staff.

B.  Any specimens prior to 1400 should have a comment for the reason the specimen is not collected.

C.  Initial the report and save it in the outstanding report.

4.  The 2030 outstanding report:            

A.  Review to make sure all specimens scheduled to be collected by 

      2030(8:30pm) have been completed by the evening shift staff.

B.  Any specimens prior to 2000 should have a comment for the reason the specimen is not collected.

C.  Initial the report and save it in the outstanding report.   

5. The 2330(11;30pm) outstanding report:

A. Review to make sure all specimens has been received with the exception of late specimen collection from the 2300 collection.
B. Any specimens not collected should have a comment for the status.

C. Initial the report and save the report in the outstanding folder.

