Saratoga Hospital Laboratory
211 Church Street, Saratoga Springs, NY 12866

Phlebotomy Coverage Protocol
Principle:

This protocol provides instructions for ensuring 24 hour coverage for phlebotomy duties in the laboratory.  For sections of the phlebotomy department that do not operate 24 hours a day, coverage is required for their hours of operation.

Procedure:

Section I:  Scheduling
· The evening shift and day shift schedules will be created by designated CLA staff.

· Schedules are approved by the phlebotomy supervisor prior to posting.

· Any changes to the schedule after it has been posted must be approved by the phlebotomy supervisor or the phlebotomy coordinator.  All changes will be recorded on Attachment 1:  Schedule Approval/Revision Log.
Note:  It is not appropriate to use white out on the schedule.  
Section II: Coverage Requirements (breaks, lunches, meetings, etc.)

· Phlebotomy must ensure there is staff available in the laboratory that can cover the department at all times.

· When leaving the laboratory, phlebotomy staff must give report, (see Hands-off Communication SBAR policy) to whoever is covering your assigned duties during your absence.

· If there is only one staff member in the laboratory that can cover assigned duties, they are required to stay in the laboratory.  The phlebotomist will be paid for their meal break. The phlebotomist can leave the laboratory to go to the cafeteria and bring back their meal.
· Change of Shift:  Staff are not permitted to leave their assigned duties, until they have given report to the relieving staff.  If the person assigned to replace the employee is not present at change of shift, report can be given to any staff member in the laboratory who is competent to work those assigned duties.

Section III: Covering Unscheduled Absences

For unscheduled absences, (i.e. call-ins):

· All call-ins are written on the phlebotomy white board, and the call-in sheet.  

· The phlebotomy coordinator or charge phlebotomist must be notified.

· The staff on duty will ask for coverage from eligible staff as soon as the person calls in.  

· If an employee does not show up for their shift, the phlebotomy coordinator, or charge phlebotomist must call the employee.  See the following scripting.
· “We have covered your shift, and are calling just to check why you did not show up for your shift.”

· “We have not been able to cover your shift, and are calling to see why you did not show up for your shift.”

Note:  The phlebotomy coordinator, or charge phlebotomist must add the employee to the call list and mark them as a no call no show.
Section IV:  Open Shifts
This applies to situations where there are open positions in the phlebotomy department due to an employee vacancy.  It is expected that every attempt will be made fill the open shifts with volunteers. When possible, day shift personnel will be used to cover evenings and evening shift personnel will be used to cover nights.
Note:   The schedule is normally posted one month in advance.  
1. Open shifts appear on the schedule as a highlighted square.  This is to ensure the department remains within its budget.

2. The CLA scheduler or phlebotomy coordinator will attempt to fill the open shifts by calling per-diems prior to the schedule being posted.  Initials of the phlebotomist will be placed in the designated highlighted square.

3.  Once the schedule has been posted, open shifts are available to part time and full time employees.  Phlebotomists must write their initials in the highlighted square to claim an open shift.
Note:  Once an employee has claimed an open shift, they are required to work the shift, unless they can find a phlebotomist to work it for them.  This change requires sign off of Attachment 2:  NON-CLT Request Form from the Time off Policy for Phlebotomy Staff.
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