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Principle


tc \l2 "PrincipleOrders for tests to be performed on outpatients are entered into the Order Entry/Order Management (OE/OM) system. It is the responsibility of Phlebotomy to verify that those orders have been placed correctly, to correct any errors if found and to collect the necessary specimens and/or process them according to established procedures.

Precautions

tc \l2 "PrecautionsNORMAL ROUTINE INVOLVES NO EXPOSURE TO BLOOD AND THEREFORE REQUIRES NO PROTECTIVE EQUIPMENT.

tc \l2 "Instructions for processing Outpatients:
· Labels and OE requisitions are printed as the tests are ordered. 
    •    Patient wristbands to be printed at the front desk after verification of patient ID.
Verification of Orders
Outside doctors
1. Verify that the patient has a valid order from a physician.
2. Enter the lab tests via Order Management.
3. Retrieve the patient's labels by entering in E/E
4. Verify that all the tests ordered by the physician have been ordered correctly (compare labels and requisitions to the order).  Make sure that the submitting physician is correct.
5. Check that ordering doctor and any additional doctors needing result copies are correct.

6. Verify the patient’s name and date of birth.
7. Scan orders from pre-registered patients who arrive from physicians’ offices.
8. Process all STAT blood work in a timely manner.

9. Resolve any discrepancies.

In house doctors

1. Verify the patient has a valid order from the physician in the computer through E/E

2. Select proper patient by name, DOB, DOS

3. Select tests to be performed in system

4. Select save and labels will print

Notes
· If order is placed and does not print, check printer for problems, correct problem and reprint appropriate requisitions.
· Reprint labels using labels screen, individual, use account number or patient name to reprint
· Wrong test(s) ordered:  Using the LIS option Enter/Edit Requisition, retrieve requisition with tests to be cancelled. Delete incorrect tests from requisition and make necessary changes. Reprint labels. If entire specimen cancelled, write "CANCELLED" on label.   Attach all cancellation paperwork together and send to appropriate department.

· Missing Test(s):  Using Enter/Edit requisition, retrieve requisition tests or create new one and enter the missing test(s).

· Obtain specimens according to established collection procedures for test(s) indicated.

· If specimens are collected at home, verify that the correct container(s) were used and are labeled appropriately.
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