Standard Operating Procedure:

Cover and handover of cases before periods of planned absence and before rotating to another attachment.

1. Ensure that your clinical supervisor(s) is aware well in advance of your absence.
2. Discuss all unreported/outstanding (pending levels, specials, IHC etc ) cases with the relevant clinical supervisor(s) and ensure all such cases are handed over to a named individual.

3. Ensure that the case is reassigned to that named individual on CoPath.

4. Complete the attached SPECIMEN TRACKING FORM for all your outstanding cases and place it on your pigeon hole and leave a copy in the ‘Trainee Workload Tray’ in the Diagnostic Office.
5. Complete the attached ABSENT form and attach it to your PC. 

6. If you independently report cases, please hand over those to another suitable trainee who is ‘qualified’ to complete the reporting.

7. If you are on the 12 o'clock cut-up rota the week preceding your annual leave/study leave week, please make sure you let the BMS know at the time of cut-up and allocate those cases to the respective pool (GI/Gynae/Skin).

ABSENT

Checklist

Please

I have done the following:







tick

	· I have given an authorised copy of my completed annual leave form (irrespective of NHS or University) to the General Histopathology Administration office
	

	· I have informed my clinical supervisor of my dates of absence 

	

	· I have handed over all unreported/outstanding cases to a named individual

	

	· I have completed a Specimen Tracking Form for all those cases and placed it on my pigeonhole and left a copy in the ‘Trainee Workload Tray’ in the Diagnostic Office. 
	

	· Placed this notice on my PC, indicating duration of leave
	


Note to Consultant body / Laboratory Staff / Diagnostic Office Staff

	Name of Trainee:



	Purpose of absence:  eg Study / Annual leave / Sick Leave


	Period of absence:

From:

Back at work on:




SPECIMEN TRACKING FORM

Dr……………………………………….   Absent between………………and ………………..inclusive





	Patient’s Name


	Histology 

No.
	Further levels/specials/IHC ordered
	Handed over to:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please complete this form for all handed over cases and place it on your pigeon hole and leave a copy  in the ‘Trainee Workload Tray’ in Diagnostic Office.

Signed: 








Date:


