Handout 3: Workstation Assignments120
Use this handout to help you assign workstations and duties to your staff. When making the assignments, consider the workload and tasks involved.


	Hematology & CD4

	Daily Tasks
	Weekly, Monthly, or As-Needed Tasks

	· Inspect work area

· Adhere to safety practices; ensure all needed safety equipment is available

· Organize work area for the day's workload

· Perform all daily maintenance on analyzer and document in log

· Perform daily analyzer system checks; verify acceptability and document

· Perform daily QC; verify acceptability and document

· Perform assigned testing, validation, and interpretation

· Aliquot specimens properly as needed

· Troubleshoot and document corrective action on all invalid or discordant results

· Notify and document all panic values

· Record results in the log book

· Store specimens in proper place and temperature; discard specimens that exceed retention time

· Document and record QA indicators and occurrences

· Ensure proper disposal of waste 

· Clean and disinfect work area

· Perform daily and as-needed microscope maintenance and document

· Restock work area with all needed supplies for the next day


	· Perform analyzer weekly, monthly, and      as-needed maintenance

· Perform, verify, and document calibration as needed

· Analyze and report EQA testing

· Change stain as needed and verify its performance

· Perform basic troubleshooting activities and document

· Contact customer service, document call, and monitor until resolved 

· Issue repair orders and monitor until service is completed

· Monitor performance of new lots

· Review supplies and reagents needed at the workstation; update stockroom as needed

· Ensure sufficient workstation logs are available for the next month; provide blank logs at the end of month

· Ensure analyzer's toolkit is up-to-date

· Observe other members and provide feedback and cross-train as needed

· Review and sign-off on all SOPs for the workstation and overall laboratory policies


	Chemistry

	Daily Tasks
	Weekly, Monthly, or As-Needed Tasks

	· Inspect work area

· Adhere to safety practices; ensure all needed safety equipment is available

· Organize work area for the day's workload

· Perform all daily maintenance on analyzer and document on log

· Perform daily analyzer system checks; verify acceptability and document

· Perform daily QC; verify acceptability and document

· Perform assigned testing, validation and interpretation

· Aliquot specimens properly as needed

· Troubleshoot and document corrective action on all invalid or discordant results

· Notify and document all panic values

· Record results in the log book

· Store specimens in proper place and temperature; discard specimens that exceed retention time

· Document and record QA indicators and occurrences

· Ensure proper disposal of waste

· Clean and disinfect work area

· Restock work area with all needed supplies for the next day


	· Perform analyzer weekly, monthly, and       as-needed maintenance

· Perform, verify, and document calibration as needed

· Analyze and report EQA testing

· Perform basic troubleshooting activities and document 

· Contact customer service, document call, and monitor until resolved 

· Issue repair orders and monitor until service is completed

· Monitor performance of new lots

· Review supplies and reagents needed at the workstation; update stockroom as needed

· Ensure sufficient workstation logs are available for the next month; provide blank logs at the end of month

· Ensure analyzer's toolkit is up-to-date

· Observe other members and provide feedback and cross-train as needed

· Review and sign-off on all SOPs for the workstation and overall laboratory policies


	Serology & Urinalysis

	Daily Tasks
	Weekly, Monthly, or As-Needed Tasks

	· Inspect work area

· Adhere to safety practices; ensure all needed safety equipment is available

· Organize work area for the day's workload

· Verify rotator speed and document

· Perform internal and external QC; verify acceptability and document

· Perform assigned testing, validation, and interpretation

· Aliquot specimens properly as needed

· Troubleshoot and document corrective action on all invalid or discordant results

· Notify and document all panic values

· Record results in the log book

· Store specimens in proper place and temperature; discard specimens that exceed retention time

· Document and record QA indicators and occurrences

· Ensure proper disposal of waste

· Clean and disinfect work area

· Perform daily and as-needed microscope maintenance and document

· Restock work area with all needed supplies for the next day


	· Track discordant rates

· Analyze and report EQA testing

· Issue repair orders and monitor until service is completed

· Monitor performance of new lots

· Review supplies and reagents needed at workstation; update stockroom as needed

· Ensure sufficient workstation logs are available for next month; provide blank logs at end of month

· Observe other members and provide feedback and cross-train as needed

· Review and sign-off on all SOPs for the  workstation and overall laboratory policies


	Microbiology

	Daily Tasks
	Weekly, Monthly, or As-Needed Tasks

	· Inspect work area

· Adhere to safety practices; ensure all needed safety equipment is available

· Organize work area for the day's workload

· Perform all daily maintenance on BSC and document in log

· Perform daily QC on stain verify acceptability and document

· Perform assigned testing, validation, and interpretation

· Aliquot specimens to be referred to another site

· Troubleshoot and document corrective action on all invalid or discordant results

· Notify and document all panic values

· Record results in the log book

· Store specimens in proper place and temperature; discard specimens that exceed retention time

· Document and record QA indicators and occurrences

· Ensure proper disposal of waste

· Clean and disinfect work area

· Perform daily and as-needed microscope maintenance and document

· Restock work area with all needed supplies for the next day
	· Perform BSC weekly, monthly, and             as-needed maintenance

· Verify diluting fluids for counts are free of contaminants; ensure hemacytometers are not cracked or chipped

· Analyze and report EQA testing

· Issue repair orders and monitor until service is completed

· Monitor performance of new lots

· Review supplies and reagents needed at workstation; update stockroom as needed

· Ensure sufficient workstation logs are available for the next month; provide blank logs at end of month

· Observe other members and provide feedback and cross-train as needed

· Review and sign-off on all SOPs for the workstation and overall laboratory policies


BSC = Biosafety Cabinet

	Blood Bank

	Daily Tasks
	Weekly, Monthly, or As-Needed Tasks

	· Inspect work area

· Adhere to safety practices; ensure all needed safety equipment is available

· Organize work area for the day's workload

· Perform temperature for all areas

· Perform, document all blood monitoring activities

· Perform daily QC; verify acceptability and document

· Perform assigned testing, validation, and interpretation

· Aliquot specimens properly as needed

· Troubleshoot and document corrective action on all invalid or discordant results

· Notify and document all panic values

· Record results in the log book

· Store specimens in proper place and temperature; discard specimens that exceed retention time

· Document and record QA indicators and occurrences

· Ensure proper disposal of waste

· Clean and disinfect work area

· Notify and document availability of blood units

· Restock work area with all needed supplies for the next day


	· Analyze and report EQA testing

· Issue repair orders and monitor until service is completed

· Monitor performance of new lots

· Review supplies and reagents needed at the workstation; update stockroom as needed

· Ensure sufficient workstation logs are available for the next month; provide blank logs at the end of month

· Observe other members and provide feedback and cross-train as needed

· Review and sign-off on all SOPs for the workstation and overall laboratory policies


EQA = External Quality Assessment

	Specimen Processing for Referral Testing

	Daily Tasks
	Weekly, Monthly, or As-Needed Tasks

	· Inspect work area

· Adhere to safety practices; ensure all needed safety equipment is available

· Organize work area for the day's workload

· Ensure DBS are dried properly and prepared for shipment

· Ensure all specimens meet the referral test requirements

· Prepare a specimen transfer form for each requested test

· Aliquot specimens properly as needed

· Package specimens for shipment to referral site

· Record specimens on the transfer list

· Ensure specimen shipment is ready for pick-up at the designated courier times

· Ensure proper storage and retention conditions are met for those specimens submitted after the last courier pick-up time

· Ensure all retained specimens from the previous shift/day are packaged for shipment

· Document and record QA indicators and occurrences

· Ensure proper disposal of waste

· Clean and disinfect work area

· Restock work area with all needed supplies for the next day


	· Review referral log; follow-up on any outstanding reports

· Tally workload for all stations

· Perform weekly and as-needed centrifuge maintenance on all centrifuges

· Issue repair orders and monitor until service is completed

· Review supplies and reagents needed at the workstation; update stockroom as needed

· Ensure sufficient workstation logs are available for the next month; provide blank logs at the end of month

· Observe other members and provide feedback and cross-train as needed

· Review and sign-off on all SOPs for the workstation and overall laboratory policies


DBS = Dried Blood Spot

	Phlebotomy

	Daily Tasks
	Weekly, Monthly, or As-Needed Tasks

	· Inspect work area

· Adhere to safety practices; ensure all needed safety equipment is available

· Organize work area for the day's workload

· Collect specimens properly

· Provide instructions for proper specimen collection to patients (AFB, UA)

· Label and log specimens

· Perform daily QC on glucometer and lactate POC devices; ensure acceptability and document

· Record results of glucose and lactate testing

· Document and record QA indicators and occurrences

· Ensure proper disposal of waste

· Clean and disinfect work area

· Restock work area with all needed supplies for the next day


	· Analyze and report EQA testing for POC testing

· Observe other members and provide feedback and cross-train as needed

· Review and sign-off on all SOPs for the workstation and overall laboratory policies


EQA = External Quality Assessment

POC = Point of Care

	Store room

	Daily Tasks
	Weekly, Monthly, or As-Needed Tasks

	· Inspect storage area

· Document and record QA indicators and occurrences

· Ensure proper disposal of waste
	· Perform stock-count

· Maintain inventory records

· Ensure proper storage and rotation of stock

· Check quality of stored stock periodically

· Place orders properly

· Track orders placed

· Inspect and unpack incoming order

· Reconcile received stock, reagents, and supplies with order requests and vendor’s invoice

· Follow-up on order discrepancies

· Ensure sufficient spare parts for microscope (bulb, fuse, etc) and centrifuge (brushes) for all workstations, batteries for POC testing devices

· Ensure reagents and chemicals are stored properly

· Ensure sufficient workstation logs are available for the next month; provide blank  logs at the end of month

· Maintain an organized stockroom

· Remove all clutter, personal items, and old, non-functioning equipment

· Review and sign-off on all SOPs for the workstation and overall laboratory policies


POC = Point of Care

	Cross-check

	Daily Tasks
	Weekly, Monthly, or As-Needed Tasks

	· Check accuracy of results

· Ensure all critical results have been called and documented by workstations

· Confirm all tests are completed

· Validate & interpret glucose and lactate POC testing

· Ensure results have been reported properly

· Ensure confidentiality of results

· Place results in proper location for distribution outside of the laboratory

· Perform filing of results for storage and retrieval

· Document and record QA indicators and occurrences

· Clean and disinfect work area
	


POC = Point of Care

