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1.0 Purpose

To maintain patient safety by providing consistent method for correct identification, sample collection, transportation, receiving and/or rejection of specimens of suspected patients for Rubella.
2.0 Scope

This policy applies to all staff and areas of Clinical Laboratory where samples are collected, received, registered, processed, archive and disposal by maintaining standards.

3.0 Responsibility

3.1 All staff receiving samples must comply with the procedure in acceptance and rejection of samples.

3.2 Lab Head and Managers/Assistant Managers/Coordinator are responsible for implementation and monitoring of policies/procedures.

3.3 Managers/Assistant Managers/Coordinators are also responsible for providing awareness and understanding of policy.
3.4 Senior Coordinator, QA is responsible for revision and updating of policy.

3.5 Laboratory Director and Senior Administrator are responsible for the approval.
4.0 Procedure
4.1 Proper Personal Protective Equipment should be used while handling biological specimen.
4.2 Specimens are transported to receiving area in individual plastic bags (zip lock bags) in a labeled transportation box accompanied by requisition slip. 
4.3 Upon arrival following steps must be taken:

4.3.1 Remove the sample from the rack or bag as per required safety precautions.  

4.3.2 Check that the specimen tube/container is firmly capped and with no leakage.

4.3.3 Store samples at room temperature for up to 24 hours.

4.3.4 If you need to store the sample for one week before shipping, store between 0-5° Celsius.
4.3.5 Avoid freezing whole blood samples. 
4.3.6 Read the patient’s full name and L# from the requisition slip.
4.3.7 Check the sample is labeled with same name and identification number. 
4.3.8 If the sample is unlabeled or poorly labeled treat it as rejected sample (see rejection criteria Policy Document No. KMU/PHRL/SOP-04) 

4.3.9 All patient information provided on requisition slip should be clear, unambiguous and allow for unequivocal identification of the patient, the requesting physician, patient location, clinical details and investigations where required.
4.4 Technologist must read the requisition slip for any additional comments/remarks for example STAT test (STAT laboratory tests and services are those that are needed immediately to manage medical emergencies) and request for special processing.
4.5 Samples received from outreach collection units at outreach Lab are check for the patient’s full name and MR# or Lab# from the requisition slip and check the sample is labeled with same name and identification number then distributed to respective sub-section/ benches.
4.6 Specimens are then sorted according to laboratory sub-section on priority basis. If test request received marked with “STAT” sample must be delivered to sub-section immediately with special attention and test should be carried out within specified time of STAT tests.
4.7 If necessary samples are spun and aliquot prepared.
4.8 Depending upon the tests requested, all samples are may be stored at room temperature (15°-30°C) for up to two hours prior to testing or transferred immediately to clod chain storage of other diseases testing lab

4.9 If the sample is satisfactory and need to be shared with any other sub section/benches of clinical laboratory, make aliquots with proper identification and it should be sent immediately to relevant sub section/benches along with requisition slip.
4.10 If sample is accepted in the outreach laboratory or Collection center, it is the responsibility of outreach laboratory staff to protect the sample according to the outreach laboratory retention policy.
4.11 Receiving bench technologists are responsible for taking out list of samples from LIMS/IPMS that is collected and not received in laboratory; after defined period of time it should be informed to relevant area supervisor (Reception or Laboratory Outreach Support Centre) immediately for retrieval of specimen to avoid delay in processing and reporting.
4.12 All unsatisfactory samples entered in the computer record are immediately cancelled stating the reason for rejection. All such information is documented in the comments section of the LIMS (Laboratory Information Management System).
4.13 Unsatisfactory sample will not be returned back to in-patient area and is stored according to the sample retention policy of Outreach Lab.
5.0 General Notes for Handling Reagents and/or Samples

5.1 Handle all specimens as if they contain infectious agents

5.2 Observe established precautions against microbiological hazards throughout the procedure and follow the standard procedures for proper disposal of specimens.

5.3 The work area/benches are disinfected before and after the test(s) performed to avoid any bio-hazards risk.

5.4 During processing samples, staff must wear proper PPE (Personal protective equipment).

5.5 Mouth pipetting of any chemical or sample material is completely prohibited.

5.6 Precaution should be taken to avoid punctures, cuts and any open skin wounds.

5.7 Adhere and follow safety guidelines when handling chemicals and infectious sample materials.

5.8 Contain waste appropriately for disposal.

5.9 Gloves should be removed in such a way that the skin does not come into contact with the external surface of the glove.

5.10 Do not handle taps, phone, switches and door handle directly, while working with infectious sample.

5.11 Wash hand thoroughly after processing samples.
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