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SEND OUT BENCH DUTIES and PROCEDURE
Procedure:
1. Begin by picking up specimens from the PHL direct box, Legionella box and TB box in the refrigerator, the PHL Room Temperature Specimens box (for Parasitology, Nail/Skin/Hair for fungus, blood for TB/MAI and PKU) on the accessioning bench and from the -70oC freezer MIFRR for Ureaplasma specimens (after weekends only, Ureaplasma specimens are kept in the refrigerator on weekdays).
2. Pack specimens to be sent directly to PHL. (i.e. not numbered in Soft).

3. Sort specimens according to tests (worklist) – “TBCulture – New”, “Parasitology – New”, “Send out list”.
Note: If Ajax or CHC specimens are received for TB, send the specimen back to Ajax or CHC and leave a message for Sheri Bredewold at 416-284-8131-4598.
4. Load the printer with the pre-coded (T04 for PHL TB test), green box marked paper.

5. From the worklist, scan the barcode of the specimen to go into the order.
6. From the keypad, select the canned message code }PHL to enter phrase" this specimen sent to PHL…",
7. Press CTRL and L to status the test as Interim. (Status both the smear and culture test as Interim for TB).
8. Press F12

9. Press “ ` ”, then Y

10. Select the send-out bench printer.

11. Press spacebar once at “Report Layout” to select MIC10.

12. Press F12 to print the PHL requisition.
13. Apply an LIS barcode label to the PHL requisition
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14. Pack the PHL requisition with the specimen in the specimen bag.
15. Repeat Steps 5 to 15 for each specimen from each send-out worklist. For Parasitology, use P04 PHL Parasitology Form.doc. For Legionella, use B05 PHL Legionella Form.doc. For all other tests, print on plain paper and write the PHL test code on the printed requisition.
16. Check with Planting Bench staff and all the specimen boxes for any additional specimens. Prepare to send-out on the same day.

17. Lab Aide will take PHL bags to receiving by 10:00 am.

18. Initial worklists and file lists in appropriate binder.

19. Ensure all specimens on all worklists are accounted for on printout.

20. Ensure LIS worklists are current for TB culture and FA, Parasitology and Send out specimens and there is no outstanding order awaiting results.
21. Phone all critical results to the ward/physician/Infection Practitioner (per Isolate Notification and Freezing Table QPCMI15003) as they are received by phone or fax. Enter all results into the LIS and give the faxed/phoned report to the Charge technologist to verify.

22. After 10:00 a.m. and after hours, requests for STAT testing – see Send Out to Public Health Laboratory (PHL) after routine pick up hours – Procedure
23. Enter all results from PHL for TB, Legionella & Mycoplasma on Soft. Give printouts of positive results to Charge technologist for verification.

24. Check stock weekly for Bordetella, Stool O&P and Pinworm kits. Order as needed. Forms are in a folder "PHL order forms".
25. As specimens are accessioned after 10:00 a.m. write up sheets/printouts for all specimens to be sent out the next day.
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TB  PENDING LIST

1. FROM MAIN MENU, Select “4-Reports”

2. PRESS “L” TO SELECT “Log/audit trail report”

3. SELECT  “PENDT” “Pending log TB”
4. All specimen on the list should be <8 weeks old

5. PRESS “ENTER” x1 to go into each order. All orders except the ones from the last 3 days should have smear results and a PHL #.
6. Call PHL for orders that are >8 weeks without an explanation and orders that do not have smear results.
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TB MISCELLANEOUS INFORMATION

1. Enter all information from the PHL report into the LIS.
You must enter the PHL accession number.

2. When sending out swabs to PHL only send the Amies transport swab. Do NOT send both Amies transport swab and Anaerobic Swabs. Never send the Anaerobic Swab.
3. Do not send ETT or BAL specimen in container with the tubing. Transfer the specimen to a Starplex or centrifuge container.
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Printing PHL Requisition from Softlab for Serology Tests when printing with a rack of tubes  
1. Go to 7- Util, Print Scheduler.  Choose the 5 - ALT RL10A REP option by using the down arrow and pressing enter on the 1  PHL REPORT.

2. Page down to the Order# field and scan in or type the order number of the report you wish to print.

3. Press F5-run report on screen and the report will print to the printer ID located in the top right hand corner of the screen.

Printing PHL Requisition from Softlab for Serology Tests when printing at Order/Entry 

1. At 1 Order/Entry, go to the order you wish to print a PHL form.

2. Press F9

3. Press “ ` ” then “Y”

4. Change Report Layout to “RL10A”

5. Change Report Format to “RR10”

6. Press F12

7. Select the appropriate printer and press enter.
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ENTERING SEROLOGY REFER-OUT RESULTS

Refer-out test results for blood specimens can only be recorded in the LIS using the SCC lab module.  When the reports come back from a reference lab, the reporting date, reference lab number and result are entered.  A Senior Technologist verifies the results in the LIS and the reference lab reports are photocopied and then forwarded to the appropriate clinic or doctor.

a.
Log on:
lab

b.
1-Order/Entry

c.
F3, scan barcode on reference lab requisition, F12

d.
Check that it is the correct patient.

e.
F8

f.
Check that send-out tests have been ordered for all results coming back from the reference lab.  If not, order the additional tests as follows:  



-F1



-Move cursor to next blank test area



-^A-turn off keypad 



-enter 9, F2, F12 to get a list of all send-out tests



-highlight the test to be ordered, ENTER



-repeat until all tests have been ordered



-F12, Confirm modification: Yes

g.
F8 to enter refer-out results

h.
Highlight the appropriate test and enter the result from the keypad.  If no keypad appears, type in "SEE BELOW".

i.
After the last result is entered, highlight the last result: \ - free text, F5-Canned message: select 7. "@9rep". 

j.
Space, enter date that PHL reported the result.  Arrow up, wand PHL bar code or enter PHL lab number.  F12, F12, Confirm modification? "Y".
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k. Record the Clinic, Dr., MRN, and order number on the reference lab report if not already recorded.

l. Give reports to Senior Technologist to verify.

m.
Forward reports to report Controllers for photocopying and mailing.
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Send Out to Public Health Laboratory (PHL) after routine pick up hours – Procedure
Request of STAT test to be sent to PHL, 10:00 a.m. - 5 p.m. Monday to Friday:

1. Receive and accession specimen into the LIS.
2. Call the PHL lab section as per Ministry of Health Specimen Collection Guide, Section 1 – Directory.
3. Package specimen in plastic specimen bag and the requisitions in the outer pocket of the specimen bag. Enclose the specimen bag in an addressed brown paper bag.
4. Obtain a taxi voucher booklet from the Vitek Bench drawer or the Charge Technologist’s office.
5. Call Royal Taxi for package pick up. (Telephone and Client Account numbers are printed on the voucher).
6. Fill the voucher with the Receiver’s address: 81 Resources Road, Etobicoke, ON M9P 3T1, Sender’s address – 600 University Ave, Toronto, ON M5G 1X5, phone number and Amount as quoted by Royal Taxi dispatcher.
7. Leave the packed specimen with the signed voucher on the Specimen Management Bench Sorting Area for pick up.
Request of STAT test to be sent to PHL Saturdays, Sundays and Holidays and after 5:00 p.m. Monday to Friday:

1. Call the PHL after hours Helpline at 1-800-640-7221 or the after hours duty officer 416-605-3113 to discuss the order. See Ministry of Health Specimen Collection Guide – Section 1 – Directory.
2. Package and send the specimen by taxi to PHL if PHL is available to receive the sample. Otherwise, refer to the Microbiologist on call for assistance.
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Miscellaneous Send Out to Reference Laboratories other than Public Health Laboratory – Procedure
Histoplasma Antigen Test or Blastomyces Antigen Test

Send these specimens to MiraVista Diagnostics, 4444 Decatur Blvd., Suite 300, Indianapolis, IN 46241. (Tel: 317-856-2681)

Supplies Required:

1. MiraVista Diagnostics Test Requisition
2. FedEx Express Waybill form.

3. Diagnostic Specimen label instr. 650

4. Plastic biohazard bag or plastic SAF T Pak bag.

5. Parafilm.(found on respiratory bench)

6. Paper towels.(found at the sink)

7. White paper SAF T PAK biohazard bag.

8. Small white box. (acquired from Sylvia in research)

9. Clear adhesive tape. (found in wash-up)

10. Sender and recipient address sticker labels.

11. FedEx International Shipment Documentation holder. (purple zip-lock with brown paper backing)

12. Diagnostic Specimen Pak (large white plastic FedEx bag).

*Supplies above found in the tray on the window ledge beside the Fax machine, unless otherwise stated.

Procedure:

1. Complete a MiraVista Diagnostics Test Requisition. (one for each specimen) Ensure the requisition is prestamped with the Mount Sinai address. Make a photocopy.

2. Complete a FedEx Express Waybill form (one for each shipment). You can refer to the example in the plastic insert in the Shipping Documents Binder for proper completion. Affix “Diagnostic specimen not restricted packed in compliance with IATA packing instruction 650” label to each of the six copies of section 4 commodity description of the Waybill form (you can use the labels or handwrite it). Retain the sender’s portion of the form for filing. Fold the remaining Waybill form on the dotted line.

3. Prepare specimen by putting Parafilm on the cap and put it in a plastic biohazard bag containing paper towels (to absorb any possible spills). (You can use the plastic SAF T Pak bag or any specimen transport biohazard bag.)
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4. Place plastic specimen biohazard bag in white paper SAF T PAK biohazard bag. Seal pack with self stick tab.

5. Place the prepared sample and the original MiraVista Diagnostics Test Requisition in a small white box.

6. Seal the box with clear adhesive tape. 

7. Affix sender and recipient address sticker labels to the box. Also affix the FedEx requisition label (found on the left hand side of the FedEx Waybill).

8. Retrieve a FedEx International Shipment Documentation holder. Open the purple zip-lock holder and place the completed FedEx sheet (folded on the dotted line) face up (so that information is showing on the clear plastic side). 

9. Retrieve a Diagnostic Specimen Pak.

10. Affix the prepared FedEx International Shipment Documentation holder by pulling off one side of the brown paper and placing it on the designated area (bottom right hand side) of the Diagnostic Specimen Pak. Seal the pack according to the instructions on the pack.

11. Leave the package for pickup by FedEx on the ledge at the reception desk outside Dr. Mazzulli’s office (near Secretary’s desk.). The courier makes pickup at 1600 hours Monday to Wednesday. If specimen comes Thursday or Friday, prepare as above up to step 7 and put in the specimen refrigerator. Leave notice on the send out bench to complete the send out procedure on Monday.

12. Staple the sender’s portion of the FedEx Waybill form to the photocopied MiraVista Diagnostics Test Requisition and file in the Shipping Documents Binder in the Infection Control bench area. 
Slit Skin Smear for Leprosy

Send these specimens to Steve Keas, Clinical Laboratory, National Hansen’s Disease Programs, 1770 Physician park Dr., Baton Rouge, LA 70816. (Tel: 225-756-3733)
Supplies Required:

1. Slit Skin Smear for Leprosy National Hansen’s Disease Programs Requisition
2. FedEx Express Waybill form.

3. Plastic biohazard bag or plastic SAF T Pak bag.

4. White paper SAF T PAK biohazard bag.

5. Small white box. (acquired from Sylvia in research)

6. Clear adhesive tape. (found in wash-up)

7. Sender and recipient address sticker labels.

8. FedEx International Shipment Documentation holder. (purple zip-lock with brown paper backing)

9. Diagnostic Specimen Pak (large white plastic FedEx bag).
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*Supplies above found in the tray on the window ledge beside the Fax machine, unless otherwise stated.

Procedure:

1. Complete a Slit Skin Smear for Leprosy National Hansen’s Disease Programs Requisition (one for each specimen). Make a photocopy.

2. Complete a FedEx Express Waybill form (one for each shipment). You can refer to the example in the plastic insert in the Shipping Documents Binder for proper completion. Affix “Diagnostic specimen not restricted packed in compliance with IATA packing instruction 650” label to each of the six copies of section 4 commodity description of the Waybill form (you can use the labels or handwrite it). Retain the sender’s portion of the form for filing. Fold the remaining Waybill form on the dotted line.

3. Place the slide(s) in cardboard slide transport container and put it in a plastic biohazard bag. (You can use the plastic SAF T Pak bag or any specimen transport biohazard bag.)

4. Place plastic specimen biohazard bag in white paper SAF T PAK biohazard bag. Seal pack with self stick tab.

5. Place the prepared sample and the original Slit Skin Smear for Leprosy National Hansen’s Disease Programs Requisition in a small white box.

6. Seal the box with clear adhesive tape. 

7. Affix sender and recipient address sticker labels to the box. Also affix the FedEx requisition label (found on the left hand side of the FedEx Waybill).

8. Retrieve a FedEx International Shipment Documentation holder. Open the purple zip-lock holder and place the completed FedEx sheet (folded on the dotted line) face up (so that information is showing on the clear plastic side. 

9. Retrieve a Diagnostic Specimen Pak.

10. Affix the prepared FedEx International Shipment Documentation holder by pulling off one side of the brown paper and placing it on the designated area (bottom right hand side) of the Diagnostic Specimen Pak. Seal the pack according to the instructions on the pack.

11. Leave the package for pickup by FedEx on the ledge at the reception desk outside Dr. Mazzulli’s office (near Secretary’s desk). The courier makes pickup at 1600 hours Monday to Wednesday. If specimen comes Thursday or Friday, prepare as above up to step 7 and put in the specimen refrigerator. Leave notice on the send out bench to complete the send out procedure on Monday.
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REPORTING RESULTS XE "reporting results"  OF ENTERIC PARASITOLOGY SPECIMENS
1. Enter results as per Public Health Lab report.

2. Negative result - in SoftMic, go to the order, then F8 – Test Comment Window, Pick from the keypad the result line the matches the Public Health Lab report. Then form the keypad, select “P” PHL# to enter “as reported by the Public Health Laboratory…..” At the end there will be a space to enter the PHL lab number. Once that is done, save using F12 and Ctrl F to finalize the report. (As with any lab results, please view the result before selecting “Yes” to accept.)
3. Positive result - in SoftMic, go to the order, go to the parasitology test line, then go to the Isolate screen F7, enter isolate #1, tab over to “org id” and enter the soft code for the type of parasite as reported by the PHL Then press F8 to go to the Isolate Comment window. Pick from the keypad the result line the matches the Public Health Lab report. Then form the keypad, select “P” PHL# to enter “as reported by the Public Health Laboratory…..” At the end there will be a space to enter the PHL lab number. Once that is done, save using F12 and Ctrl L to status the report as Interim.
4. Report the following pathogenic parasites and phone the result to the ward/attending physician:


Entamoeba histolytica


Giardia lamblia


Cryptosporidium parvum


Cryptosporidium species


Cyclospora cayetanensis


Microsporidia 


Dientamoeba fragilis


Balantidium coli


Isospora belli


Eimeria species


Sarcocystis species


All helminth species
5. Report the following protozoa without phoning:

Endolimax nana



Entamoeba coli


Entamoeba dispar
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Entamoeba harmanni


Entamoeba polecki


Enteromonas hominis

Iodamoeba buetschlii


Retortamonas intestinalis


Trichomonas hominis


Blastocystis hominis*  

*Inclusion of Blastocystis hominis in this group may change as its pathogenic potential is clarified by well-controlled studies. Also it is debatable whether it is a protozoan.

6. Forward the positive PHL report to the Charge technologist for verification.
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