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0
INTRODUCTION

Any specimen whether it be a blood, serum, body fluid or swab sample is potentially infectious and hazardous and when collected must be transported safely to minimise any risk to handlers. 

0.1 Purpose and Scope


The purpose of this document is to define the fundamental procedures necessary to ensure the safe transport of specimens in the following areas:

1. From SVUH wards to the pathology laboratory

2. From one SVUH laboratory to another SVUH laboratory

3. From SVUH pathology laboratory to local Irish laboratories
(see LP-GEN-SPECREF)

4. From SVUH pathology laboratory to laboratories abroad
(see LP-GEN-SPECREF)

5. From general practitioners to SVUH pathology laboratory
(see LP-GEN-SPECREC)

6. From other hospitals to SVUH pathology laboratory

(see LP-GEN-SPECREC)

The procedures outlined must be observed by everyone involved in the transport of specimens from the initial source i.e. the patient to the final destination for analysis. These people include SVUH porters, nurses, medical staff, laboratory staff and individuals using transport such as motorcars, taxis and couriers to and from SVUH as outlined in 0.1 above. The procedures outlined helps to ensure the safety of all those involved in the transport and also the general public who are potentially at risk if procedures are not followed.

0.2 
Responsibility

It is the responsibility of the scientific head of individual departments to ensure that the procedures outlined in this document are implemented and that staff involved in the actual dispatch processes are made aware of the documents dealing with related procedures.

0.3
Reference to Standards

CPA Standard C 5.3 (j); E 3.1(h),(i),(j) and E 3.2; E 4.1, E 4.2; E 6.1. 

Air Navigation (No.2) Order 1995

Air Navigation (Dangerous Goods) Regulations 1994

International Air Transport Association (IATA) Dangerous Goods Regulations (2005)

Safety, Health and Welfare at Work Act 1989

Carriage of Dangerous Goods by Road Act (1998) Regulations (2004)

0.4
Definitions

A BIOLOGICAL SUBSTANCE CATEGORY B is defined as any sample taken from a patient, staff member, environment or equipment which is requested by a clinician for purposes of aiding or making a diagnosis or in ensuring that equipment and the hospital environs is safe for the patient in line with the quality policy of the pathology department (QP-GEN-QUALMAN).

A BACTERIAL ISOLATE in transportation terms is defined as any human or animal material including, but not limited to, excreta, secreta, blood and its components, tissue and tissue fluids being transported for diagnostic or investigational purposes, but excluding live infected animals.

An INFECTIOUS SUBSTANCE in transportation terms is defined as a substance known to contain or reasonable expected to contain, pathogens. Pathogens are micro-organisms (including bacteria, viruses, rickettsia, parasites, fungi) or recombinant micro-organisms (hybrid or mutant) that are known or reasonably expected to cause infectious disease in humans or animals.

0.5
Related Documents

This document should be viewed in conjunction with and should complement S.O.P.s:

Specimen Collection and Handling 
(LP-GEN-SPECCOL)

Specimen Reception


(LP-GEN-SPECREC)

Specimen Referral


(LP-GEN-SPECREF)

More detailed information is available in the Pathology Users Manual  (MP-GEN-USERMAN)

1
ACTION AND METHODS

1.1
Specimens

1.1.1 All specimens must be sent in secure containers.  Any liquid sample must be placed in a primary receptacle (plastic blood tube, universal container, 24hr Urine container, etc.), sealed or otherwise securely closed (LP-GEN-SPECCOL). 

1.1.2 Samples are placed in a biohazard bag with a form attached in a separate compartment.

1.1.3 Blood/Fluid samples are centrifuged and separated where necessary.  It should be noted that serum or plasma may be the sample of choice for a particular analysis and reference should be made to the Pathology Users Manual  (MP-GEN-USERMAN) for confirmation.

1.1.4 Some samples also require special handling i.e. protection from light, immediate freezing, sent out frozen, etc. Refer to the Pathology Users Manual .

1.1.5 Frozen samples are sent out in a suitable container to maintain sample integrity.

1.1.6 24hr urine sample containers may contain concentrated acid as preservative. These containers should be kept upright and be labelled, and with suitable COSHH symbols.

1.1.7 Samples incorrectly received at dispatch reception will not be accepted or dispatched (LP-GEN-SPECREC). All procedures relating to sample receipt contained in LP-GEN-SPECREC apply to Dispatch samples.

1.2
Recording of Request Form and Specimen Information

1.2.1
After the matching of specimen with its request form a laboratory number is applied to both the request form and specimen, the request form and specimen can then be separated (if required all details may be entered with specimen attached to form).  The request form is passed to the Data Entry point where the request form details are entered on to Apex [LP-GEN-AXOEPAT] and [LP-GEN-AXOESPEC]. Full details can be found in LP-GEN-SPECREC, and recording of specimen receipt and dispatch dates are outlined in 1.3 below. The specimen is then processed as per relevant laboratory procedures.   Request forms are stored as outlined in [MP-GEN-RECON].  

1.2.2
Dispatch specimens are processed in two locations, Biochemistry and Microbiology.  Check Appendices for correct location (referred Haematology/Histology/Transfusion tests are dispatched through Biochemistry).  Separate arrangements exist for histopathological specimens.

1.2.3 After matching the specimen with its request form a laboratory number ( BX … in Bio and ME … in Micro) is applied to both the request form and specimen.  The request form and specimen can then be separated (if required, all details may be entered with specimen attached to form).  The request form is passed to the Data Entry point where the request form details are entered on to Apex (detailed in section 8). The specimen is then prepared for dispatching according to whether it is a local or international referral laboratory (see Section 2).

1.3
Recording of date & time of receipt of specimens

All laboratory request forms are designed to facilitate recording the date and time a specimen is collected.  This is recorded by the individual collecting the specimen outlined in LP-GEN-SPECOL.  Likewise requests forms are designed to record date and time a specimen is received in the Laboratory. The above details are recorded on the laboratory information system Apex as detailed in LP-GEN-AXOESPEC.

In addition, the time of receipt of all specimens, both internal and external, arriving in Central reception is recorded by staff using a date and time electronic recording device. These include specimens destined for other laboratories within the hospital such as Microbiology and  Immunology.  All urgent samples received in Biochemistry are date and time stamped separately within the Urgent Bench area.  Procedures for recording the dispatch dates of specimens referred to external laboratories are outlined in LP-GEN-SPECREF section 7. 

1.4
Ensuring Staff Safety

Standard precautions which include Laboratory Hygiene [MP-GEN-MODRULES], Personal Protective Equipment [MP-GEN-MODRULES], Waste Disposal [MP-GEN-WASDIS], Accident/ Incident Reporting [MP-GEN-ACCMAN] provide a general safety-conscious approach to counteracting biological hazards. 

Work on any agent designated as a Category 3 pathogen, or samples likely to contain a Category 3 pathogen and which carry a risk of airborne infection, must be carried out in a Microbiological Safety Cabinet. Standard precautions are outlined in documents such the Laboratory Safety Statement (LP-GEN-SAFSTAT).

If a specimen is leaking, instructions outlined in MP-GEN-SAFSTAT are followed.  The contaminated form is placed in a clear plastic bag and the details called out to a second person who records them on a fresh form.  The contaminated form is then discarded.  Bench area and specimen container is dried off and disinfected as outlined in [MP-GEN-DISPROC] and [MP-GEN-BIOSPIL].

1.5
Ensuring the Safety of the General Public

Standard precautions in the handling and transportation of the samples which includes the use of standard specimen containers with bags and careful treatment of specimens while in transport together with guidelines of containment of spillage ensure that the general public are protected at all times within the hospital environs.  If patients are given containers which contain dangerous chemicals (such as acid), then these containers should be clearly marked with instructions on safe handling of same, and sufficient warning notices placed on them. Also the patient must be informed by scientific staff of all hazards associated with the acid container.

1.6
Specimen Containers

1.6.1 Specimen containers must be sufficiently robust to withstand the stresses likely to be put upon them and must not leak in normal use.  Containers should comply with BS4851, BS5213 or other recognised standards. A full list of containers presently in use in SVUH are available in the Pathology Users Manual  (MP-GEN-USERMAN).

1.6.2 The person who collects the specimen must ensure that the container used is the appropriate one for the test requested (refer to Pathology Users Manual ).

1.6.3 Records of leakage and breakage relating to specimen containers should be maintained by a senior staff member and entered into Apex.

1.6.4
The person responsible for the selection and/or purchase of pathological specimen containers must consult with the safety supervisor or named deputy.

1.6.5
Acid-containing receptacles should have instructions and only be issued by the relevant laboratory and should have the patient name, location, and clinician entered as well as the date the 24hr container was issued. When received back from the patient, the date received is checked off against the form entry on the Biochemistry urine laboratory record (LF-BIO-UACID).

1.7
Specimen transport bags

1.7.1
Most routine samples should be transported in the laboratory specimen bag/request form pack appropriate to the test requested. A list of these request forms/ bags is available in the Pathology Users Manual  (MP-GEN-USERMAN).  The instructions outlined on this request form should be followed to ensure proper sealing of the specimen container within the bag.

1.7.2
For larger specimens such as histological samples and 24hr urines, specimens must be enclosed in individual clear plastic sacks tied at the neck.  A ‘KEEP UPRIGHT’ sign should be on this container to advise those involved in carrying the specimen.  The request form must not be placed in the bag with the specimen; it should be placed in a plastic envelope which is the securely tied to the neck of the sack.

1.7.3
Specimen bags must not be used more than once.

1.8
Labels

1.8.1
All labels to be applied by the user must be self-adhesive. Labels must never be licked.

1.8.2
Every specimen container must describe the nature of the specimen and, if from a person, have the patient’s name and hospital number (if relevant) and location so that appropriate action can be taken should the need arise.

1.8.3
‘BIOHAZARD’ labelling should be attached to specimen container and request form if there is a particular extra risk in handling the specimen.    However, standard precautions  should always be taken and should cover most hazardous situations.

1.8.4
Special labelling is required if samples are being shipped abroad by air in order to comply with Air Transport Regulations. (see note.3.4 below)

1.8.5 For larger specimens such as histological samples and 24hr urines a ‘KEEP UPRIGHT’ sign should be on this container to advise those involved in carrying the specimen.

2
Transport within SVUH 

2.1
By Laboratory Portering Staff
Specimens are collected from wards , OPD, Theatre, and St.Vincents Private Hospital at specified times throughout the day by portering staff.  Safety of portering staff is ensured by the use of general safety procedures including the use of protective clothing, general housekeeping protocol and the use of rigid carrier containers or trollies.

Instructions for Portering Staff are available in Appendix 1.
2.2
By Hospital Nursing or Medical Staff
Samples are occasionally carried by nursing and medical staff from wards, OPD, etc. to Pathology Reception, to specific laboratories or if specimens are urgent.

Instructions for Clinical Staff apply (Appendix 3 below). 

2.3 By General Practitioners from surgeries or private clinics

Samples are occasionally taken by general practitioners or their nursing staff and transported by post or courier or delivered by the patient to the laboratory.  Samples should be carefully packaged to ensure safe handling. Blood samples received unseparated by post, or which are unsuitable for analysis should be brought to the attention of a senior member of staff who will phone the relevant GP and are then recorded in Apex.

Patients may be given request forms and asked to go to OPD to have blood taken or to leave in a sample for analysis. Clear instructions should be given to the patient by their G.P. as to this procedure. (Appendix 4)

2.4
By Pneumatic Tube (POD) System (supplied by A.P.T. Ltd.)
Some locations within the hospital have access to the Pneumatic Tube System and samples may be sent to the Pathology laboratories in the following way:

1. Ensure that the specimen container and request form are labelled correctly with the patients name, hospital number, date of birth, location, clinician and date of collection.

2. Place specimen container in the bag and seal.

3. Place specimen/bag in the Pneumatic Pod carrier.

4. Type in the extension on the keypad and immediately place the carrier in the exit holder.

5. The Pod will drop and be transported to the destination on the keypad. 

For instructions on the disinfection of the Pneumatic Tube System following a spillage see Appendix 5.

Some samples (Arterial Blood Gases, CSF, etc.) are best not transported via the POD system and should be brought to the relevant laboratory by hand.    Details are available in the relevant S.O.P.s for these samples and in the Pathology Users Manual  (MP-GEN-USERMAN).  

2.5
Transport of histological samples 

Samples may be taken in Theatre and placed in containers or buckets containing fixative (usually formaldehyde).   Please label container and request form with full patient and specimen details. These containers should be kept upright while being transported to the laboratory.

3
Transport outside SVUH other than by post (by courier, taxi, etc.)

(See Appendix 2 below)

3.1 The specimen container is placed in a sealed biohazard bag/ form. 

3.2 This is then placed into a leak-proof and break-resistant plastic container designed for specimen transportation.  Place sufficient absorbent cotton wool or tissue paper into the  plastic container to absorb any possible leaks and prevent undue movement of the primary sample.

3.3 Place the plastic container into a UN licensed class 6.2 fibrecard box marked with “Diagnostic Specimen”.

3.4 Samples are currently transported by Claymon (Tel: 2958545) and are collected routinely each day (Mon-Fri) from Pathology Central reception at 12.45pm Monday to Friday.

3.5 The box must be clearly labelled with the following information  (preferably with pre-printed labels for each):

CONSIGNEE:  (Destination)

Laboratory/ Hospital and Full Address
SENDER:




Name, Address and Contact Phone Number

EMERGENCY RESPONSE INFORMATION: 


3.5.1
Class of Substance transported (DIAGNOSTIC SPECIMENS - 6.2 fibrecard box)

3.5.2 Description of Hazard i.e. Infectious substance, affecting humans; Bacteria for identification.

3.5.3 What to do in the event of leakage (see 7 below).

3.5.4 Instructions on handling the material sent. (LP-GEN-SPECREC)

Courier Service




4
TRANSPORT BY POST

Where possible, samples are not sent by post.

4.1 As stated above, (3.1), the specimen container is placed in a sealed biohazard bag/form.

4.2 This is then placed into a leak-proof and break-resistant plastic container designed for specimen transportation.  Place sufficient absorbent material into the plastic container to absorb any possible leaks and prevent undue movement of the primary sample.

4.3 Place the plastic container into a UN licensed class 6.2 fibrecard box .

4.4 The box must be clearly labelled with the following information 

(preferable with pre-printed labels for each).

CONSIGNEE:  (Destination)

Laboratory/ Hospital and  Full Address


SENDER:




Name, Address and Contact Phone Number
EMERGENCY RESPONSE INFORMATION: 


Class of Substance (BIOLOGICAL SUBSTANCE CATEGORY B*  -  6.2 fibrecard box,  see Definition 

0.4 above)

                          (BACTERIAL ISOLATE -  6.2 fibrecard box, see Definition 0.4 above).

* from 30 April 2007

Description of Hazard i.e. Infectious substance, affecting humans; Bacteria for identification.

5
TRANSPORT OF GLASS SLIDES

5.1 The main concern is that breakage of the slides does not occur during transport. There is not an issue of the transported goods being hazardous or dangerous in any way as most transported microscope slides will have ‘fixed’ material on them.  

5.2 Procedures as per specimen transportation apply.  

5.3 Slides should be put into plastic slide mailers which are placed in a sealed bag. 

5.4 The request form or letter of explanation should be kept separate from the slides.    

5.5 All the material should then be placed in a rigid container surrounded with padding to protect against breakage. 

5.6 This container should be placed into a cardboard box and details added to ensure safe delivery of the sample.   For postage it is more feasible to use a padded envelope instead of a box.

6
TRANSPORT OF SPECIMENS USING LIQUID NITROGEN OR DRY ICE

6.1 In general, specimens are not transported from SVUH to outside agencies using liquid nitrogen or dry ice.    

6.2 Samples are transported the short distance between areas within Histology and within the Hospital (i.e. Dermatology) using liquid nitrogen.

6.3 Some samples are, however, received in the Histology laboratory in liquid nitrogen from other hospitals and these are delivered by taxi or courier.   These hospitals have been advised in writing of our recommendation to use a specialised company such as Claymon for this activity.

6.4 Procedures for the correct handling of liquid nitrogen are covered in LP-HIS-LIQNIT.


If it is necessary to transport a sample using liquid nitrogen or dry ice from SVUH to an outside agency, Claymon have a facility to cater for this requirement. 

7
RECEPTION OF SPECIMENS AT SVUH PATHOLOGY

7.1 General practitioners and external hospitals are informed of transport requirements and     encouraged to conform with all safety requirements (through memo, general practitioner liaison meetings and the Pathology Users Manual (MP-GEN-USERMAN).

7.2 Specimen containers with bags attached specifically for the use of G.P. patient samples are available to G.P.s on request.     

7.3 Likewise, general practitioners are encouraged to inform patients of risks if the patient is delivering samples to the Laboratory.   

7.4 G.P. patient samples must not be sent or received in the pathology department unless in a safe manner. (see 1.1 above).

7.5 Samples from other hospital laboratories should be packaged according to standard practice for the safe transport of patient samples.  If not received in a safe manner the sender should be informed and the sample disposed of by agreement.  An incident report form should be filled out and a copy sent to the sending laboratory.

8
Transport of radio-active samples within SVUH
Sentinel nodes protocol

Samples:
Lymph node or tumour from technetium-99m treated cancer patients.   These specimens have a very small amount of low-level radioactivity  (radioactive half-life: 6 hours). 

Certain precautions are advised for 24 hours after specimen is taken, as follows:

8.1 Wear gloves to prevent contact with skin.

8.2 Specimens should be labelled in theatre with a radioactive hazard label.  If not labelled, place radioactive labels on the container and lid.

8.3 When not being worked on, store the specimen in the lead-lined box on the windowsill, cut-up room, for 24 hours after removal from the patient.

8.4 A separate set of instruments should be used for cut-up of the specimens and placed into the Lead-lined box for 24 hours after use, wrapped in clean tin-foil. 

Cut-Up:

8.5 Specimens should be cut-up on two layers of tin-foil behind the Lead-Glass transparent shield. 

8.6 The tin-foil should be disposed of in a Small Biohazard Bin, Labelled Radioactive Any spills should be wiped up with alcohol wipes. NB All disposable material used should be discarded into the Labelled Radioactive biohazard bin.

8.7 The Labelled Radioactive biohazard bin should be stored in the Lead-lined box for 24 hours.   After 24 hours the biohazard bin can be discarded as normal biohazard waste.

8.8 The Separate Labelled set of cut-up instruments should be placed in the Lead-lined box for 24 hours, e.g. wrapped in tin-foil, and after 24 hours can be cleaned as after normal cut-up.

8.9 The specimen should be stored in the Lead-lined box until 24 hours after taken from patient.   Specimens should be stored separately from other specimens for 3 days (60 hours).   After 3 days or before routine specimen throw-out, remove radioactive labels from specimen and Biohazard Bin and treat as routine.

Puncture wounds: 
Clean with running water, followed by First Aid.

Contacts

Any concerns may be discussed with Michael Casey Extn 4677 or




Jackie McCavana Extn 4409 (Dept of Nuclear Medicine, SVUH)

9
pROTECTING THE SPECImeNS FROM DETERIORATION

9.1 Most samples received in the lab during normal working hours are processed as soon as possible after receipt.

9.2 Blood/Fluid samples should be centrifuged and separated when there is going to be a delay in transportation. 

9.3 Some samples also require special handling i.e. protection from light, immediate freezing, sent out frozen, etc. Frozen samples are sent out in a suitable container to maintain sample integrity.  Some samples may have to be sent frozen on dry ice and are specially packaged to accommodate same.  Suitable containers are available from Biochemistry Dispatch. The laboratory courier Claymon Logistics has vans with refrigeration, which facilitates the transport of samples, which require to be maintained at low temperatures or Hays may be contacted to handle frozen specimens.  Almost all microbiological samples are best kept at 4 – 6 oC but some (i.e. Blood Cultures) are best placed immediately in the 37oC incubator.   A full list of these requirements are available in the Pathology Users Manual  (MP-GEN-USERMAN).

9.4 24hr urine sample containers may contain concentrated acid as preservative. These containers should be kept upright and be so labelled.  In most cases, a correctly labelled aliquot in a 25ml universal container is sent to the referral laboratory.   Reference should be made to the Pathology Users  Manual for confirmation of all special requirements.

9.5 All couriers and staff involved in the transport of specimens are required to report any adverse event during transportation which might affect the quality of the specimen or safety of personnel outlined in LI-GEN-SPECTRAN.

10 LEAKING SPECIMENS or spillage of specimen

The driver of the vehicle must notify any spillage, accident or damage to the Pathology Department.      The laboratory courier (Claymon Logistics) carries their own spill kit with instructions for use. This conforms to the procedure in Section 1 of Pathology Safety Statement.


11 Incident Reporting

In the event of specimen being received in an unsafe manner or any incident occurring which is deemed to be of a health risk, a risk management / incident report form MF-GEN-RISKMAN is filled out by the laboratory safety officer or senior staff member to whom the incident was reported. This report form is then processed according to the risk management protocol.

12
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Appendix 1
INSTRUCTIONS FOR PORTERING STAFF

[LI-GEN-TRANPOR]

1. Wear protective clothing, fastened at all times.    Keep this clothing separate from outdoor clothing and leave on pegs not in normal locker when not in use.    Remove protective clothing when using staff-rooms or cafeteria and on completion of work. 

2. Change this clothing every week or if a spillage has occurred.

3. Cover any cuts or grazes on your hands with a waterproof dressing.

4. Ideally specimens should be transported in secure specimen transport boxes or on a trolley. The minimum requirement is that specimens are placed in specimen bags attached to request forms which is then placed in a secondary bag for transport to the Laboratory.

5. Never carry specimens by hand or in pockets.

6. If a specimen(s)is dropped, or is found leaking, or there is a spillage, use the spillage kit available in Pathology or at ward level.     Inform the laboratory staff as soon as possible so that further measures can be taken if appropriate.  Do not leave a broken sample unattended.

7. If you have an accident, do not let anyone touch the specimen (bag) box.  If possible, contact the laboratory reception directly.

8. If you cut or prick yourself or have an accident, inform a senior member of staff and Occupational Health.   An Incident Report Form should be filled in at the time.

9. Never eat, drink or smoke when carrying specimens or when in the laboratory.

10. Collect specimens from the sluice rooms of most wards and designated areas in OPD, theatre, etc.

11. Deliver specimens to the appropriate laboratories after each collection round.

12. Contact the Microbiology laboratory for advice if the specimen box is contaminated.

13. Wash your hands after each collection and before meal breaks and finishing work.


Appendix 2 
INSTRUCTIONS FOR VAN  DRIVERS/COURIERS 


[LI-GEN-TRANVAN]


(Excluding Claymon and Hays who have their own procedures and tracking system)

1. Cover any cuts or grazes on your hands with a waterproof dressing.

2. Carry all specimens in special secure specimen transport boxes.   Treat the boxes carefully and keep them upright. Never carry specimens by hand or in pockets.

3. If a box is dropped, or is found leaking, or there is a spillage, contact the Pathology department and inform the laboratory staff as soon as possible so that further measures can be taken if appropriate.   Do not pass on specimens to a second driver or courier.

4. If you have an accident, do not let anyone touch the specimen boxes.  If possible, contact the laboratory reception directly.

5. If you cut or prick yourself or have an accident, related to specimen transport, however small, inform a senior member of staff of SVUH (i.e. Colette Hatton  Tel. 01-2774490 or Eugene Crummy Tel. 01-2774794).

6. Never eat, drink or smoke when carrying specimens or when in the laboratory.

7. On handing over samples to the designated laboratory, confirmation of receipt should be received in writing.

8. Do not touch anything in the laboratory when you make your delivery.

9. Wash your hands after completing run.

10. The procedures outlined in sections 3 and 4 above are designed to protect personnel transporting samples and to ensure that all samples arrive in the receiving Laboratory in such a manner as not to present as a hazard for staff who must process samples.

11. The above procedures and those outlined in section 3 and 5 help ensure the safety of the general public from hazards associated with the transport of samples. 

Appendix 3
INSTRUCTIONS FOR CLINICAL STAFF IN SVUH

[LI-GEN-TRANCLIN]

1. Cover any cuts or grazes on your hands with a waterproof dressing.

2. Change your working clothing if a spillage has occurred.

3. Ensure specimen containers and request forms are filled out correctly with the patient and specimen details.

4. Specimens should be placed in specimen bags attached to request forms.

5. Never carry specimens in pockets.

6. If a specimen(s)is dropped, or is found leaking, or there is a spillage, inform the laboratory staff as soon as possible so that further measures can be taken if appropriate.  

7. If you cut or prick yourself or have an accident, inform a senior member of staff and Occupational Health.   An Incident Report Form should be filled in at the time.

8. Never eat, drink or smoke when carrying specimens or when in the laboratory.

9. Wash your hands after each collection and before meal breaks and finishing work.

Appendix 4
INSTRUCTIONS FOR GENERAL PRACTITIONERS 

[LI-GEN-TRANGP]

If taking samples in the surgery and sending them to the laboratory:

Identification:


For patient identification a PRIMARY (Full Name) and a SECONDARY (Hospital Number and/or Date of Birth) MUST be supplied.   


Specimen/Sample details:


Specimen details are necessary to ensure that the correct sample is supplied for the test request.


Glass tubes should not be used but suitable plastic ones with correct anticoagulant if necessary.


Relevant clinical details should be supplied as they often help the interpretation of the result.   


Unlabelled or illegible details may result in samples not being processed when received in the laboratory.

Packaging:

Place samples in specimen bags attached to request forms (or in separate sealable bag).  This should be placed in a secondary container to ensure the container is not broken in transit.

Leakage:

If a specimen(s)is dropped, or is found leaking, or there is a spillage, do not send the sample to the laboratory, but dispose of it in a safe manner.

Urgent Samples:  

If a sample result is urgent, please state this clearly on the request form.

For details as to sample requirements, please consult the Pathology Users Manual (MP-GEN-USERMAN).

If sending patients to SVUH to have blood taken or to leave in a sample:

Fill in request form and label container with patient details and examination request.

If a container/ request form is not available, make sure that the patient is made aware of the importance of writing their name on the container when received and send a note giving full instructions to the recipient laboratory of the patient details and tests requested. Ensure that both patient’s name and date of birth is written clearly on the form or note.

N.B.     Do not send samples in envelopes (even by courier) as these may leak and contaminate anyone handling them.

Please note that SVUH operates a policy of using plastic sample tubes NOT GLASS in most instances.

Please avoid the use of glass tubes and containers for safety purposes.

Please contact the SVUH Dispatch or Pathology Department for any advice on transporting samples (Tel.2774470/ 2774550)

Appendix 5
Disinfection of the Pneumatic Tube System following a spillage
[LI-GEN-DISPOD]

Disinfection of the Pneumatic Tube System is carried out as part of the annual servicing of the system or following a spillage during transmission and is carried out by A.P.T. Ltd.

Annual Service 
The sponge attachments for the cleaning carrier are soaked in a chlorine solution to the manufacturer’s specification.  The carrier is sent from the main station (in BIO) to each of the sub-stations and returned.  The sponges are rinsed and resoaked for each individual station.  Carrier bottles can be disinfected by the hospital at any time by submerging in a chlorine solution for 30 mins.  Carriers must be dry before returning to service. 

Following a Spillage 

Following the discovery of a spillage in the Pneumatic System, the system MUST BE SWITCHED OFF and A.P.T. Ltd notified.

Before starting the disinfection program, the sending station from whence the leaking specimen originated and the receiving station are identified from the transmission record.

The cleaning carrier is sent several times along all the tubing connecting these stations with the sponges rinsed after each sending.  If the spillage is heavy, the sponges should be replaced.

When the service technician is satisfied that the sponges are running clean between the stations identified, the complete system is disinfected as per the annual service procedure above.

Health & Safety

The service technician responsible for the disinfection of the system will seek clarification of the nature of the spillage from the laboratory staff concerned.  Protective gloves and clothing will be worn during the disinfection procedure.

Record-keeping

A record is available at the main station in BIO of all transmissions within the system.

Records of annual service are kept by Donal Murphy.

Any incidents related to spillage should be noted by the laboratories to whom the samples were sent and duly recorded.

Urgent Dispatch and Out-of-Hours


Sample are labelled and entered into Apex as above (1.2).  Claymon are contacted for delivery.


Out of hours samples are sent out by A&E.  A copy of dispatched sample details should be sent to the pathology dispatch the following working day from A&E with details of time, date, etc of dispatch.








Routine Dispatch


Claymon Logistics act as couriers for samples dispatched to local referral labs.


Samples for transport are brought to Pathology Specimen Reception for collection at 12.45 pm each day Mon – Fri and are delivered after lunch to the relevant labs.  For urgent samples during routine working day, Claymon can be contacted. Tel  01-2958545 or 086-2785949.    If this courier is unavailable or unsuitable, contact SVUH Transport desk (Extn.4565) to organise a taxi.


Hays are the couriers for samples to the U.K. but occasionally alternative means of transportation may be necessary. Samples are collected from the dispatch area in Microbiology each day Monday – Thursday for dispatch to U.K. Tel 01-8579710











“ 2. 	Exposure of Blood/ Body Fluids/ Tissue from Patients


2.3 	Hazard Control contd…


Spillage of Samples





Cover the spillage or debris with appropriate disinfectant and leave for recommended period.





Put on disposable gloves and sweep cloth and debris into a suitable container i.e. a plastic bag or box using disposable cloth or paper towel and a strong piece of cardboard.  Do not use dustpans or brushes unless these can be autoclaved or disinfected or discarded in a safe manner.





Place all debris and materials used in the appropriate laboratory discard receptacle (See Appendix A, Pathology Safety Manual).





Finally, swab area with the appropriate disinfectant as recommended (See Appendix A, Pathology Safety Manual).





If a spillage is of a 24hr urine container with acid then refer to the chemical spill chart or chemical spill SOP (LP-GEN-CHEMSPIL).





Contaminated Request Forms





Wear disposable gloves when handling contaminated request forms.





Dictate information on the form to a colleague who will complete new form.





Discard the contaminated form into an appropriate laboratory discard receptacle. 





SPECIMEN TRANSPORT
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