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1.0. Purpose
The purpose of this SOP is to define the acceptance and rejection criteria for samples and requisitions for optimum patient safety. 
2.0. Objective
This procedure explains the criteria for rejecting or accepting a sample.
3.0. Definitions/Key Terms

Requisition – A document, paper or electronic, that contains information that accurately identifies the patient and the tests that the physician has requested. May also be called a physician’s order.

Sample/Specimen – A representative part taken to typify the whole. Sample is taken to show or to determine the character of the whole. Examples of samples that are received in the Laboratory for analysis are blood, urine, feaces and body fluids. 
4.0. Responsibilities
The Facility Quality Officer: is responsible for developing sample rejection and acceptance criteria guidelines, which are then approved by the Lab Manager.
All Lab staff and NSTS Phlebotomists:  responsible for collecting, receiving and reviewing samples and requisitions according to acceptability criteria.
5.0. Procedure
5.1. Initial tasks upon receipt of patient sample
· Document the date and time the sample was received.
· Assign an accession number to be used as sample identification in the laboratory.
· Verify that the patient identification on the laboratory test request form matches the identification on the sample.
· Examine the sample visually to evaluate acceptability.
· Review and evaluate the test request for suitability of the type of sample collected for the test.

· Determine the suitability, with respect to the test(s) ordered, the transport conditions, including the following:
· Transport medium or preservative for the sample
· Temperature of sample upon receipt
· Length of time between sample collection and receipt
· Transport container intact, i.e. no leaks or cracks.
Note: The reception room is ONLY for administrative tasks. Samples cannot be opened in the reception room.
5.2. Test request or order form required information
The test request form must include the following:

· Complete patient identification (First name and surname, Date of birth and Gender)
· Complete and specific description of sample type
· Date and, where relevant, time of collection

· Tests requested
· Putative diagnosis or description of clinical investigation
· Name and contact information (e.g. telephone number and address) of requesting facility.
5.3. Examples of sample rejection criteria

5.3.1. Unlabeled or mislabeled samples (Refer to SOP Sample Labeling).
Samples shall be accompanied by a requisition with identical patient information and will be rejected if there is  no requisition form or the information on the requisition form does not match information on the sample.
Samples that are not contained in appropriate containers or tubes, for the test requested.
Insufficient sample volumes for the test requested will be rejected. 
5.3.2. Duplicate samples
Most duplicate samples received on the same day are unacceptable and should not be processed. Exceptions include blood culture samples, cerebral spinal fluid (CSF), tissue, and sterile body fluids (excluding urine).
Exceptions include:
· If it has been verified by the person collecting the sample that two samples received at the same time are identical, for the purpose of testing, these samples may be combined and processed as one.

· If duplicate samples are received at different times on the same day, notify the patient’s physician or nurse, and document. If it is acceptable not to process the sample, report “Duplicate sample: test not performed”, and note the reference number of the sample that was processed.

5.3.3. Leaky containers

Samples should not be leaking, spilled onto the outside of the container. In this case, request a new sample.
5.3.4. Contaminated samples
· Contaminated samples are unacceptable. Types of contamination include when another type of sample is mixed with the desired sample. For example, a urine sample should not contain stool, and vice versa.

· In the case of a contaminated sample, request a new sample.

5.3.5. Inappropriate sample sources

Samples that do not conform to the type of sample needed for the requested test(s) are unacceptable.  

            For example:
· Haemolysed blood samples 
· Salivary sputum samples (Saliva instead of sputum). 

· 24–hour urine samples are unacceptable for routine bacterial cultures.

· The type of anti-coagulant for a blood sample (or the absence of an anti-coagulant) must be appropriate for the type of blood test.
Note: If an incorrect or inappropriate sample type is received, request a new sample and specify the proper sample for the test requested.

5.3.6. Delayed transport time and sample processing

· Ideally, all samples should be less than 2 hours old when received. 
· Appropriate transport media and detailed instructions should be available for samples transported to laboratories (refer to SOP Sample Transport).
· If the time between sample collection and receipt is too long for a valid test to be performed, with respect to sample requirements for the requested test(s), request a new sample.

· If a sample was received after prolonged delay but is not rejected by the laboratory, document it and indicate the length of time after collection that the sample was received.
Note: Refer to the acceptance criteria checklist form

5.4. Actions to be taken when samples are rejected

· Notify the requesting health care of any rejections at all times and ask for a replacement. 
· Document the reason for the sample unacceptability.
· Do not discard the sample until the patient’s healthcare provider has confirmed that another can be collected.

· If the patient has already been started on antimicrobial therapy or if a repeat sample cannot be collected, this must be documented.

· If a sample is rejected at facility level, also make sure that the sample is transported to the laboratory for appropriate disposal and this should be documented.
6. Related Documents:

· Completing the Incidence report form

· Laboratory requisition form

· SOP Sample labeling (NSTS-S14)
7. References 

· Medical Laboratories - Particular requirements for quality and competence. BS EN ISO 15189:2003 pp17
· Patient Sample and Request Form Identification Criteria - The Institute of Biomedical Science British Committee for Standards in Haematology
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