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I. Purpose:

            The Twiki functions as a web-based document management system for all 

            Hematology procedures and policies. All procedures/ policies have been 

            assigned a unique number to be stored into the Twiki and then divided 

            among the 12 months of the year.  Each month 1/12 of the procedures are 

            annually reviewed and/or revised for  the Hematology Director approval and  

            staff sign-off to meet CAP requirements.

    II.          Procedure:

A.   The supervisor responsible for the specific procedures of the month 

  will review and revise  all their procedures one month prior to the  

  specific sign-off month. This will then allow a month for complete staff  

  sign-off of these procedures. 

B.   The revised procedures will be emailed to the Hematology secretary to 

  Upload to the Twiki as the revised form of the procedure. 

  Note: The Revision and Supercedes numbers in the procedure header needs 
  to be updated, ex. H-2 is the revised version, which supercedes H-1 version.
  In addition, History at the end of the procedure needs to be updated by the
  responsible supervisor/designee.

C.  Upload the Revised Procedure:

1. Access HemeMgmt Web Home

2. Scroll Down to “Current Procedures and Policies.”

3. Click “ Current Procedures and Policies,”(” Hematology

Procedures and Policies.”

4. Click “Attach” at top of page( Ctrl F ( Type in # of procedure

( Find Next.

5. Finds procedure.

6. Click “Manage.”

7. Click Browse and find revised procedure in the computer.

8. Open procedure.

9. Before uploading procedure, “Comment “ section: type in

Reviewed by Hematology Director (Dr. Henry Rinder) and

Date.


10. Click Upload.

D.    Annual Review: (No Revision necessary): 

1. Communication with Hematology secretary- procedure only for 

annual review.

2. Access HemeMgmt Web Home.

3. Scroll Down and Click on “Current Procedures and Policies.”

4. At “Hematology Procedures and Policies.” ( Click “Attach.”

5. Ctrl F- find procedure( Click “Manage.”

6. “Comment” section: type “ reviewed by Hematology Director

 (Dr. Henry Rinder), Date.


7.   Scroll Down( click “Change Properties Only.”

E.      When work is completed on the procedures of that month, the Hematology

     Secretary   will then print out all procedures with only the “Signature 
     Approval” form to be signed by the Hematology Director and Laboratory 
     Medicine Director.   Title of procedure, document # is typed on the form.  The
     completed form and procedure is given to  the specific supervisor who will put
     the current version in manuals at the bench.
F.      The Hematology Secretary will then upload procedures to MTS for staff sign-
     off.   

III.
     HISTORY:
     H-1        This procedure was written by Donna Fico on 3/2011.
     H-2        This procedure was revised by D.Fico on 3/2013.
