

TITLE:   Communication within the Laboratory
Principle:  Guidelines for how the laboratory communicates information related to patient care, supplies, policy changes, schedules, meetings and instrument and testing issues.  
Personnel: All laboratory Staff
Stepwise Procedure:

Mechanisms used to disseminate important information:
· E-mail is widely used to communicate amongst lab employees.  All staff is required to keep current with their e-mail.

· Texting is used at times to communicate emergency schedule changes.

· Each department has a communication log used to record important information to employees and across shifts.  Staff is required to review the communication log at the start of their shift. 

· Postings of important information on bulletin boards and other communication boards within the lab

· Bi-weekly management meetings for the senior techs and lead phlebotomists with the lab manager and director.

· Monthly lab updates can be electronic or face to face meetings
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