         

TITLE:  Location of Logs, Updates and Procedure Manual - Soft
PRINCIPLE:

Since some of the Laboratory Information System (LIS) related functions occur in the Information Services department (IS), those logs and procedures are not kept in the laboratory. However, they are readily accessible and this policy identifies where these logs and procedures can be found. All of the binders and logs are clearly labeled and are regularly updated.

PERSONNEL:

All Laboratory Staff

STEPWISE PROCEDURE:

1. The LIS procedure manuals are located in the office area of the Laboratory, near the director’s office, and at the Yorkville Laboratory in an open shelf above the microscope bench.
2. Software updates and documentation are located in the IS Clinical suite, and the LIS Analyst or the Lab Senior Tech areas.

3. The downtime log is located in the Laboratory Command Center (LCC) area in the Laboratory.

4. The hardware maintenance log is located in IS.

5. The logs for other maintenance and verifications, such as yearly report format approval, data transmission and calculations verification logs are located in the Laboratory by the director’s office.

6. The IS Support Incident log can be found on-line.

7. The nightly backup logs are available on-line through Tivoli.

8. The backup procedure is located on-line in IS’s policy and procedure folder.
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