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5.1 Purpose: Outline staff basic responsibilities this is not an exclusive list, other duties may be assigned or added as needed:
1. CAT2 

· Assist Tech with loading and unloading 8100
· Distributing samples to designated areas.
· Retrieve samples from tube system.

· Resolve errors.
· Add-Ons Sorted to Target (label and load)

· Back up to CAT during lunch break and if called for Code or any other draw(s).

2. CAT 

· Phone Calls

· Add-Ons

· Back up to tube system.

· Drop Offs, Sort and distribute to 8100 racks.

· Distribute tubes to Sorting area.
· Report to Codes, ED, and STATs if no one else is available.

NOTE: Chemistry tech should be notified if all staff must leave the lab for any reason. The Chemistry tech or a designee will cover to include any STAT add-ons until staff return.

3. Float –

· Responsible for Pending List

· All inpatient draws

· Report to STATs and Codes if Float and or send outs are not available.

· When no draws return to the lab

· Drop Offs, sort and distribute to 8100 racks.

· Add-Ons

· Supplies

· Stock WOWs

· Assist with Phone coverage.
4. Send-out:
· Send outs.
· ARUP Pending and E-except

· Kit Prep and shipping

· Problem Solving any send out issues.
· Back up to Floats, CAT and or CAT2 as needed.

· Report to Codes as a backup.

· Assist in covering lunches/breaks.

· Resource for staff, clients and patients on collection and specimen preparation and or transportation.
3rd shift specific responsibilities: 

One Staff member scheduled: When there is one staff member on the primary responsibility is drawing inpatient labs. The technical staff will cover the CAT room to include add-ons and the 8100 while the phlebotomist is on the floors drawing.

2 Staff members scheduled: One staff member will be the primary float and the other will stay in the lab unless the volume is high or reporting to a CODE. If the volume is high both phlebotomists must report to the floor to ensure collections are completed as scheduled so that there are no delays in patient care. 

Morning Rounds: At 4:00 am all Phlebotomy staff will report to the floor to begin morning rounds. If there are 2 phlebotomists on 3rd shift one will stay on the floor until 15 minutes prior to their scheduled time and the other will report back to the lab at 5:30am to cover the CAT room and 8100 to include add-ons until the day shift staff arrive at 6am.[image: image2.png]



