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PURPOSE

To provide departmental guidelines for the process of changing, approving, and retiring policies and procedures.  To ensure that all polices and procedures have been reviewed by personnel and the laboratory director and the review of these documents is documented for each laboratory procedure manual
SCOPE

For all department personnel.
POLICY

Procedure & Policy Review:
The current laboratory director must review, sign, and date all policy, procedures & the specimen collection manual at least every two years.  For this review, the director may sign the Signature Page at the level of each procedure or as multiple signatures on a listing of named procedures (e.g. Table of Contents).  

New Policies and Procedures:

The laboratory director must review and approval all new policies/procedures prior to implementation of the policies/procedures into the laboratory or department.

Changes to Policies and Procedures:

All changes must be approved by the laboratory director at the time the change is made.  For substantial changes to existing procedures / policies, approval must take place prior to implementation.

Discontinued Policies / Procedures:

All policies/procedures that are discontinued by the laboratory/department must be marked with the initial date of use and the date of retirement.  Upon retirement the discontinued document must be maintained for at least two years.  After two years in retirement the document may be destroyed.

Policy/Procedure Knowledge:

Personnel are required to review all new or changed policies/procedures, relating to their position, and document their acknowledgement. The policy/procedure should not be reviewed by staff prior to the laboratory director (or designee's) approval.

New Director Review:
If there is a change in the laboratory directorship, the new director will review and sign all policies / procedures within a reasonable period of time.
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