

TITLE:  Maintaining Tracking Lists From Yorkville Lab
Principle: To confirm that all specimens are accounted for and if there are any discrepancies to confirm what corrective action was taken. Yorkville Tracking Policy 7180-LCC-400
Personnel: Phlebotomists
Equipment: SOFT, barcode scanner, Rush Copley Traansport Bags

Quality Control: N/A

Stepwise Procedure:
1. Specimens arrive to Main Lab from courier in Rush Copley Transport Bag
2. LCC phlebotomist will remove specimens and tracking list from Transport bag

3. Phlebotomist will match specimen and test to tracking list

4. Phlebotomist will put their signature, date and time at bottom of tracking list

5. Courier will initial next to phlebotomist signature

6. Phlebotomist will receive into Soft 

7. Phlebotomist will deliver to appropriate laboratory department

8. When a discrepancy is found, example - specimen not sent  - 

a. Call Yorkville Lab to confirm if they still have specimen

b. Document on tracking list that a phone call was made, their answer, who you spoke with, date, time and your initials

9. Tracking list should then be placed in Yorkville log book located in LCC.
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