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PURPOSE:

To provide the Specimen and Report Center means to maintain sufficient staffing during times of staffing shortages or increased workload.

PROCEDURE:

A.
Responsibility of the SARC Supervisor or Core Lab Supervisor:

1. Prepare a SARC sign up Call Schedule.  Staff will sign up for the shifts
                                    and days desired. 

2. On an as need basis, when staffing levels are not adequate by shift and/or a 

                                    specific day,  two on-call slots will be posted, a primary and a secondary.

3. Staff can sign up for one of the two slots. The primary on-call will be the first            individual called in.  The secondary on-call individual will 

      be called if additional help is still needed.
4. All changes to the Call Schedule are final after 1600 each Wednesday
      afternoon.

5. The SARC supervisor will review the schedule every Thursday morning to                verify weekend coverage.  Call will be assigned at that time if necessary.  Call          will be assigned on how much call each staff member has signed up for in the             last six months, using an inverse relationship to call signed up for.

6. Based upon workload and staffing, determine if there is a need to call the 
      scheduled SARC on-call person to work.

7. SARC supervisor needs to be notified of staff being called to document this 
      into Kronos.

B.
Responsibility of the SARC CPT and HCLA staff.

1.
To know the dates and hours they are scheduled for call, regardless if they signed up for primary or secondary.
2.
To make themselves available for call during the entire shift they are scheduled.

a. Staff must be available so that they can be at work at the start of the call shift if needed.

3.
All problems or questions regarding on-call will be directed to the SARC supervisor or Core Lab supervisor.

4.
If ill, call in at least one hour prior to the scheduled start of on-call time.  This call should be made directly to the supervisor. 

5.
Call into SARC at the beginning of their scheduled on-call period and at least once during the scheduled on-call time.

PROCEDURE HISTORY

	Date
	Written/ Revised by
	Revision
	Approved Date
	Approved by

	10/91
	G. Cooper
	New
	10/91
	R.D. Cardiff

	3/23/92
	G. Cooper
	Revision
	4/92
	R.D. Cardiff

	10/24/94
	G. Cooper
	Revision
	11/94
	R.D. Cardiff

	11/96
	D. Wright
	Revision
	11/96
	E. Larkin

	10/98
	T. Roscovich
	Revised
	10/98
	E. Larkin

	10/00
	T. Roscovich
	Revised
	10/00
	E. Larkin

	10/01
	T. Roscovich
	Reviewed
	10/01
	E. Larkin

	10/02
	T. Roscovich
	Revised
	10/02
	E. Larkin

	10/03
	T. Roscovich
	Reviewed
	10/03
	E. Larkin

	10/04
	T. Roscovich
	Revised
	10/04
	E. Larkin

	11/05
	S. Garner
	Reviewed
	11/05
	E. Larkin

	09/06
	S. Garner
	Revised
	9/06
	E. Larkin

	08/07
	S. Garner
	Reviewed
	8/07
	R. Green

	06/08
	C. White
	Reviewed
	06/08
	R. Green

	06/09
	C. White
	Reviewed
	06/09
	L. Howell

	06/10
	C. White
	Reviewed
	06/10
	L. Howell

	06/11
	C. White
	Reviewed
	06/11
	L. Howell

	09/11
	C. White
	Revised
	09/11
	L. Howell

	08/14
	A.Castaneda
	Biennial review
	09/14
	C.Polage

	11/14
	C. Matthews
	Revised
	11/14
	


___________________________________________________________________

Adopted 10/91: Revised 11/14






                      Page 1 of 2


