SUBMITTED SERVICE:

· Organize, Organize, Organize!

· Always make sure all the paperwork matches the

Slides WITH THE CORRECT NAME, AGE AND SEX.

· Read ALL the paperwork and correlate the pathology reports with the slide # and site.

· Some find it helpful to dictate the ‘Gross Description and Distribution’ as you are organizing your slides.

· Call the clinician or submitting institution if a discrepancy occurs or if you have slide with no report or vice versa. 

· Make sure the number of slides you have matches the number of slides that were accessioned by the LOP staff including blocks and unstained slides.

· The diagnostic line should always include the submitting institutions pathology # for cross reference.

· If an attending asks you to call for a paraffin block, ask up-front what they would like ordered when you receive the material. Also notify the attending when recuts/blocks are available on a submitted case.  It is standard of care to review all material on a case, even extra recuts, if a case is already signed out before they are available.

· When you fax for a block or unstained slides, call and make sure the submitting institution received the fax and that they don’t need a patient release of information sheet (HIPPAA)- and to have the slides sent ASAP. See example ‘request sheet’.

· Pull pertinent prior slides or reports before sign-out for comparison.

· You can call the admitting team (research nurse) when you have a final diagnosis or to let them know you need add’n material so that they know the status of a case and won’t think that the case is lingering. They can also sometimes help expedite the material. They may need to change a clinic appt. or possibly change the status of the patient’s protocol enrollment based on the diagnosis. 

· Don’t call them with a preliminary UNLESS the attending tells you to do so.

· More submitted “tips” can be found in the residents manual.
