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Accessioning Surgical Pathology Specimens
Purpose:  

To ensure accurate identification and accessioning of surgical pathology specimens.
Policy Statement:  

All specimen accessions must be entered into the CoPath Plus system using the following procedures.
Procedure:
  1.  Identification
· The requisition form and all containers or slides submitted represent a case. For processing purpose each container represents a specimen. Closely inspect each specimen/container and match it with the requisition sheet. 
· The requisition form must contain the following information:

· Patient name
· Medical record number
· Date of birth
· Submitting Physician, name and number
· Physicians Service/Source of specimen
· Physician signature
· Clinical history
· Description of tissue submitted
· The specimen container must be labeled with the following information:
· Patient name
· Medical record number
· Description of tissue submitted
· Encountering Problems or Discrepancies:
· See policy and procedure for Surgical and Cytology Specimen Pick up and Identification.
· Notify Department and IT Administrator by e-mail of pre-analytic errors, including patient name, MR# and issue.
· See procedure below for documenting problems in CoPath system.

  2. Accessioning each case
· Acquire a number for the case using the computer (CoPath) system.
· Log in to the system using your name (e.g. SMITHJ) and password (PHY3434).
· Select New Specimen.

· Enter the patient’s seven digit hospital number (e.g. #2324455) in the Patient Name or MRN.
· If the patient is known to the system, check that the Encounter Number in CoPath matches the Acct # or Visit ID on the requisition.  

· If the numbers match you can continue accessioning. 
· If the numbers do not match or if there is no Acct # or Visit ID on the requisition click the … next to the Encounter Number field.  Select the correct number from the list making sure the date for that number matches the current date and select OK.  If there is no matching number select Cancel, leave the Encounter Number field blank and continue accessioning.
· If the patient is not found using the hospital number a Select Patient screen will come up.

· In the Patient field, type the patient’s name (Last, First) and select the option Name (Last,First Middle) in the Search By field.  Click Search and find patient using birth date.  Select OK to  bring up the New Specimen screen with the patient’s name in the Patient Name or MRN field and continue accessioning.    
· If patient is still not located in the CoPath system select New Patient in the Select Patient screen.
· A Registration Entry/Edit screen will come up.
· Fill in Last Name, First Name, Middle Name (if given), Gender, and Birth Date (age will fill in automatically after birth date is entered).  
· Select Save/Close and then select Yes
· The New Specimen screen is now brought back with the patient’s name in the Patient Name or MRN field and you can continue accessioning.

· In the Specimen Class field select Routine.  A list of specimen numbers, classes, and part types should appear in the Recent Specimens for this Number Wheel box.  This box is important because similar cases (e.g. two placentas for two different patients) should not be accessioned with consecutive numbers.

· For Specimen Number select S for Number Wheel, the current year for Year, and a Number.  If the previous number was for a similar case use either type in a new number or use the arrows to select a new number (e.g. if you are accessioning a placenta and given the number S12-48 but S12-47 is also placenta, change the number to S12-49).  You are only required to skip 1 number so the cases are not consecutive.  You should not skip ahead 5 or more numbers.

· Click Verify to reserve the number you have chosen.
· Select OK to continue accessioning.

· For the Account Data tab:
· If the Encounter Number was filled in on the previous screen, the account data should fill in automatically.  
· If the Encounter Number was not filled in on the previous screen, most of the fields will be empty.  For the Client field type in BMC and click on … to select Boston Medical Center.

· Check that the doctor listed on the requisition is filled in as the Attending MD or is listed under Additional Physician(s).  
· If the doctor’s name is present continue accessioning.
· If the doctor’s name is not present type the provider number or first three letters of Doctor’s last name into the Attending MD field and click … if that field is empty or if there is already a doctor’s name in the Attending MD field, use the Additional Physician(s) field.  If you are unable to locate the doctor or are unsure due to multiple doctor’s with the same name leave the field blank.

· If the case is a RUSH case, select RUSH from the pull-down menu in the Priority field.  Otherwise leave the Priority as ROUTINE.
· If there are problems encountered with the submitted specimens and documentation, you should  document them under specimen deficiencies.

· Click Spec/Req Deficiencies.

· Select a Specimen/Requisition Deficiency from the drop down menu.

· Fill in specimen/requisition deficiency Comment.
· Select a Specimen /Requisition Resolution from the drop down menu.

· Fill in a specimen/requisition resolution Comment.
· For the Source tab:

· Fill in Part Type(s).
· Fill in Description.
· The description should be CAPITAL LETTERS ONLY.

· The description should match exactly what is on the requisition (e.g. if the provider writes “ECC” on the requisition, the description should be “ECC” and not “Endocervical Curettings.”

· Fill in Date Taken.
· Fill in Date Received.
· Add in additional parts in a similar manner.  Each separate container/specimen gets a different letter. 
· When the Account tab and the Source tab have been completely filled in write the accession number in the appropriate box on the requisition and on each specimen container label.  Also include the part type on the specimen container label (A, B, C, etc).

· Select Save/New Specimen
· Separate the working copy of the requisition from the billing copy of the requisition.  Billing sheets are kept in the grossing room for a couple of weeks for reference if needed.  The working copy will eventually be stapled to the typed gross working draft. 
  3. Special Requests

Note any special requests on the specimen requisition form, i.e. immunohistochemistry, electron microscopy or special stains.   Determine if the case requires special handling.  If in doubt contact the clinicians, chief resident, lab supervisor or staff pathologist as appropriate.

Appendices:  N/A

Related Policies or Procedures:  CoPath policies?
References:  CoPath Manuals?
