
Helpful Hints for Laboratory Methods

1.
Make certain that the appropriate identification is written legibly on all specimens.

2.
Make sure you are drawing the right specimen.  If necessary check the standard operating procedure manual.  It is much easier to take a few minutes to check than to recollect the specimen.

3.
Don't cut corners!  Make sure serum tubes are well clotted before spinning and are spun for the correct length of time (usually 15 minutes).  Overspinning can also cause errors!

4.
If a procedure says incubate for 2 minutes, do not cut it down to 1 minute.

6.
If you don't have enough reagents, don't cut all the volumes in half and expect to end up with a correct result.

7.
Write all problems, even if minor ones, in your instrument maintenance log.  If numerous minor problems exist, a major problem may be developing.

8.
Try to keep reports and records organized.  Time is valuable.

9.
Put as many materials, reagents, media, and kits on standing order as possible to cut down on inventory.  Also, the manufacturer may be more willing to set aside the same lot number for you.

10.
Keep a communication log, especially if there are several part time staffers to relay information to.  You might also use this as a reminder for yourself!

11.
Try to have a laboratory meeting monthly or at least quarterly with the director, physician representative, and the business or office manager to discuss laboratory issues.  Keeping the lines of communication open is part of your quality assurance process.

12.
If problems arise concerning instrumentation, the best person to contact is the manufacturer's technical representative.  If it concerns a technical problem not related to an instrument, talk to your laboratory director.  

14.
If you make a mistake, correct it immediately, document the correction, and notify the proper persons.  Make this activity part of your quality assurance process.

15.
Strive to maintain a professional image in all communications with patients, other staff members, and clients.

