Handout 1: Tasks to be Scheduled 123
	Tasks to be Scheduled into Management Calendar

	(W=weekly, M=monthly, Q=quarterly, SM=semi-annual, Y= yearly, AN=as needed)

	Category
	Tasks

	Quality Assurance
	Conduct staff meetings (W)

Review of Quality Records (W)

· QC, Levy-Jennings & Reagent Logs  

· Environmental Check Logs

· Equipment Maintenance Logs

· Specimen Transfer Logs
Review/submit Balanced Scorecard to Management (M)

Review of Quality Records (M) 

· Occurrence Logs, 

· Discordant Rates and QA indicators

· Workstation Monthly Tallies 

Prepare and post duty roster for next month (M)
Attend monthly ancillary service management meeting (M)
Compile / review previous month’s statistics and reports. (M)

Prepare and placed new (blank) logs for next month’s use (M)
Send statistics & reports to director (M)

Perform a PoW audit involving 5 patients’ visit (M)
Receive Microbiology EQA Sample – (Q):   04/04 Shipment Date
Submit Microbiology EQA Results - (Q):   25/04 Reporting Date

Review Microbiology EQA results and provide follow-up - (Q): 

23/05  Date when the PT provider mailed the evaluations 

Report EQA results with staff and director - (Q)

Quarterly meeting with director (Q)
Quarterly meeting with District Medical Officer (Q)

	Continual Improvement
	Incorporate the Improvement Project Action Plan - data collection is planned for the Monday, Tuesday, and Wednesday of every third week for April, May and June (AN) 

	Infrastructure and Safety
	Annual lab safety training (Y) OR monthly

Monthly Safety Sessions (M)

Jan – specimen transport

July – compressed gases

Feb – hoods and environmental

Aug – safe work practices

Mar – security & access; ergonomics

Sept – chemical hygiene

Apr – personal protective equipment

Oct – fire safety

May-bloodborne pathogens

Nov – electrical safety

June – general safety

Dec – waste management

Safety Audit (SM)

	Inventory & Procurement
	Ensure stock count has been performed (M)

Forecast upcoming needs (Q)

Track orders - Quarterly supply order delivery - (Q)

	Equipment
	Send pipettes for semi-annual calibration (SM): Dec/June Frequency

	Customer Service
	Review customer complaint box (M)
Report to staff findings from customer survey (M)

	Documents & Records
	Sort & index records at the workbench, or move the compiled records to short-term storage (M)


