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date:  January
AGENDA
	CATEGORY
	TOPIC
	ANNOUNCEMENT / UPDATE
	DISCUSSION

	TECHNICAL


	
	· We are live with the Geenius HIV Assay.  
· We are going live with the Cepheid Flu/RSV on Monday, January 16th.  Kim Toms and Chris Lagore will finish up training.

· Occult bloods from the floor: If the floor just sends the inoculated card, we need to save the card as proof that we received the specimen.

· FTA’s: discuss routine vs. mom/baby

· You must completely fill out the positive blood culture log.

· Sputum Protocol:  If sputum specimen is inadequate (too many epi’s) please follow procedure.

· C Body Fluid received on a swab- must be processed like a body fluid.  Positive gram stains must be called.

· Reminder: Place a Taxo “P” disc on all positive bloods with GPC PRCH

· Chemical Hygiene Inventory 

· Remember to write Aer/Ana on blood culture plates
	· Mongi still to be trained on Geenius
· Save all Hemoccult cards sent down from the floor.  Write the word “Card” on the worksheet.

· FTA’s for mom/baby must be done within 24 hrs of positive RPR.  Routine patients will be done on Wed and Fri with other slides.

· Inadequate sputums must be canceled by the culturing bench.  See Procedure BAC01-017 for specifics.

· The Chemical Hygiene Inventory is posted on the cabinet where we store GBS cartridges.

	QUALITY PROGRAM
	Policies and Procedures


	· Forgetting your badge: too many in the last few months and it does not look good to Administration.  The expectation is that you have and use your badge every day. When you forget your badge, fill out the proper paperwork and have someone verify your times.
New bench responsibilities:
 -Bloods will log in their own specimens and load into BacTec

-Bloods will be responsible for Cepheid Flu/RSV

-Bloods will be responsible for inventory on the weekend unless they are also doing TB. In that case, virology responsible for inventory

· Discussion of Internal Customer Satisfaction survey and GPS goals for 2017

· Mandatory  HR training for all staff : Per Sasha, all employees MUST attend one session and that includes PRN’s.  Sessions are as follows:
·       Day shift 10:30 to 11:30  T, W, TH
·       Evening shift 3:30 to 4:15  M-F
      Night shift 7:30 to 8:15   M-F
· Have all full time employees attended the “Business Literacy Training”?
· Per Sasha, cell phone usage in unacceptable in the lab during working hours. 


	· Someone must verify your time in/out when you forget your badge. Hopefully this will cut down on these occurrences.
· Our Studer Board is located across the hall from the door to Micro.  Please become familiar with the items on the board.

· Everyone MUST attend one of the HR training sessions.  Attendance will be taken.

· Kim Toms and Debbie will attend Business training on February 2nd 
· Do not use your cell phone in the lab during working hours.  Leave the lab to answer any necessary phone calls.



	SCHDULE ISSUES
	Shortages
	· Dan has completed her training on New Work.

· Emily is being trained in Virology

· In February, Sani will start training on AFB and Bihn will start training in PCR.

· Welcome to Duanea.  She will be training in culturing and bloods. 
· Aileen starts training on the 17th.  Tentatively she will start 2nd shift on March 3rd.
· Debbie will be taking the 12-8 position once Aileen is trained.
· There will be no more OT. If a full timer covers a call out, they must take a day off and I will need to work a bench.

· HR Procedure HR124- please read and initial.  If you call out on the day before or after a Holiday or on a Holiday, you will not be paid.  You will not be allowed to use SICK/PTO time to get paid.


	· OT must be kept to the bare minimum.  Comp days must be taken for working extra days.  Lisa will cover a bench if necessary.  This includes “incidental” OT.  You must leave on time- call Lisa if you need help getting out on time.

	OPEN POSITIONS
	
	The following positions have been approved: Please share with staff the
Open Positions-Share with staff
Open Positions-Share with staff
· Req 12746 21408-QA Manager Laboratory Lab Administration replacing Jaclene Kokoszka-Pettina Walton applied

· Req#-21420-PRN-Lab technologist replacing Terence Loughran

· Req#-21400-FT Administrative Coordinator replacing Sharon Shavro-JB applied. Sharon will remain as a PRN employee for a couple of months-Awarded to internal Janice Baker-start date 1/22/17

· Req #15549 replacing D. Achuff awarded to internal (EMCM) J. Dominigue-start date 2/5/17

· Req #21406 PRN night shift

· Req # 21406-PRN night shift

·  Req #-21420-Lab Clerk replacing Amy Green-PRN

· Req #21406-Lab technologist replacing Shiji Johnson

· Req # 21406-PRN Tech replacing Dueana Hicks

· Req #-21404-PRN replacing Carmalita Dennis

· Req #-21404-PRN replacing Karen Hendricks

· 
	· PRN positions posted to replace Carmen and Karen.

	LAB WEEK
	LAB WEEK
	· 
	

	MICELLANEOUS
	
	· Email from Dr. Zuckerman- (please read and initial) Do NOT report to work with Flu-like symptoms or GI symptoms

· Emails from Patrice Haverstick- (please read and initial) regarding pay increase and benefit improvements

· People are still leaving blank spaces on maintenance logs. If the day before was not filled in, find the person responsible, notify Kim or Tanya, or fill in the blank yourself.  We are in our CAP window- we can be sited for something that small.  
· UNACCEPTABLE
· Everyone is responsible for logging in and putting away media. If I see anyone chatting, playing with their phone or staring at their computer when there are supplies to be put away, I will be writing you up. This includes PRN’s. 

· Ergonomic assessment

· 
	· Please read and initial all the information posted in the maroon binder.
· Everyone needs to help with putting away supplies. If you need training to fill out the appropriate forms see Kim T or Tanya. 

· Ergonomic assessment states that micro employees are using “Walmart Cushions” to make the chairs more comfortable.  This is not true.  It was stated that blood bank does have cushions.

	Additional Discussion
	
	· 
	· 


