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1.0 Purpose of Procedure
The purpose of this procedure is to provide contact details and helpful information concerning specimen handling.

2.0 Method of Procedure

2.1 Location, Contact Details and Availability of Clinical Advice

The Cellular Pathology laboratory (Histopathology and Cytopathology) is based at the Cotman Centre, which is located at the junction of Colney Lane and the Watton Road (B1108).

· Technical Advice available from Histopathology on x2029 (01603 286022)

· Trust Intranet Pages (Departments - Cellular Pathology).

· Report enquiries available from Histopathology office x2013/14/15/16.

· Advice on interpretation of results is available from the reporting consultants, to whom you can be transferred from the Histopathology office


Cellular Pathology Department Opening hours

Monday to Friday 0800 – 1700 hrs



Saturday and Sunday – Closed

There is a formal on-call Histopathology technical service provided outside of the opening hours stated above for JPUH and NNUH trusts. To speak to the on-call Biomedical Scientist, they can be contacted via ALERTAIVE or hospital switchboard on 01603 286286. If going through switchboard, please ensure that you specifically ask for the Histopathology Biomedical Scientist on-call. This will prevent going through to the wrong Biomedical Scientist within another Pathology discipline and prevents any unnecessary delays.
To ensure that arrangements are correctly made, consultation between Trust Clinicians and Consultant Histopathologists must be undertaken and is necessary for this service to be provided. This can occur with the help of the Histopathology Biomedical Scientist who is on-call but the service can only be provided with the aid of a Consultant Histopathologist. Please be aware there is no formal on-call service for Consultant Histopathologists. 

2.2 Specimen Collection and Handling Arrangements

2.2.1 Specimen Collection

General Practice Specimens

Samples from Norfolk and South Norfolk and Waveney GP practices are despatched to the Cotman Centre via the EMED van delivery system.
2.2.2 Specimen Labelling & Packaging

Minimum Specimen Identifiers

Specimen Pots and request forms should be labelled with the following details:-

· Full Name 

· Date of Birth

· Sex

· Hospital Number (If NNUH Patient)

· NHS Number if Known

· Specimen details (both on request form and specimen pot)

Preferably use a PAS generated addressograph label, 

Failure to label specimens adequately may result in the return of the specimen to the sender and delay or prevent the report

· Specimen containers should be placed into a marsupial bag or other suitable plastic bag, which should then be sealed. Please ensure that all container lids are securely sealed to prevent leakage.

· Individual marsupial bags should then be placed into a secondary polythene bag, which should be sealed or tied.

· If the specimen container is too large to fit into a marsupial bag, or if a marsupial bag is not available, the specimen should be placed into polythene bag and sealed/tied, before placing the specimen into the secondary polythene bag. An absorbent sheet will also be present in the transport box to absorb any spillage within the box.

Do not refrigerate Histopathology samples in fixative please.

Key Points

· Consent for Histopathology should have been obtained

· Before sending check the completion of the request, Always confirm the identity of the patient (See 2.6)

· Check that the Specimen pot is correctly labelled

· Ensure that the specimen is in an adequately sized specimen pot, and determine if the specimen should be sent with or without fixative (See 2.4)

· Minimise the risk of specimen interchange by not pre labelling pots and double checking request forms before sending.

· Please read the Health and Safety considerations (See 2.10)

All specimens should be accompanied by a completed Histopathology Request form, see 2.6.
Specimens for Cellular Pathology MUST be kept separate from specimens for Microbiology, and separate from those for Laboratory Medicine.

All samples must be transported in approved transport containers, which will be carried by the EMED driver
2.3 Specimen Types for Histopathology

· Routine tissue samples in fixative (10% Formalin) 

For specimen packaging information please refer to section 2.2.2. of this document.  

We request that two request forms are completed where patient has both Histopathology and Non-Gynaecological samples, and information regarding both specimen types is completed on both forms for Clinical Governance purposes. It may be easier to photocopy the request form in this instance. 

2.4 Routine Tissue samples in Fixative

Tissue samples for routine histology should be sent in 10% Formalin. Ideally the volume of fixative should be 10 times that of the specimen and the size of the container appropriate to the specimen (i.e. no tissue squashing). 

2.5 Specimen Priorities


Please check the information below before deciding which category your specimens are allocated to. Reporting turn-round times are stated on the specimen request form. 

Routine Specimens– Actual individual case turnaround times vary depending on the complexity of the case and the need for subsequent investigations such as special stains or immuno. The table below gives an approximation of routine turnaround times from collection to report, based upon average TATs for cases requiring the following additional techniques. Currently, routine specimens are prioritised in terms of RTT weeks wait and clinical escalation, NOT received date. Accordingly, TATs are not available at the moment.”
	
	H&E only
	Special Stains 
	Immunohistochemistry 
	ISH (Kappa / Lambda or EBER)
	FISH Her-2 

	Expected TAT
	10 days
	11 days
	11 days
	17 days
	21 days


Urgent priority Samples- Are samples in fixative (10% Formalin) where the report is required within a specified time frame, usually within 48 hours, but not the same day. Specimens should be marked urgent and the date the report is required should be stated, together with contact details 

2.6 Case reports
ICE reports are available immediately after authorisation, authorised Histopathology paper reports are always printed on gold edged paper and are mailed on the following day. Please note that official authorised Histology reports are always on gold edged paper, and these contain the required elements of the ISO 15189 standard, Other unofficial copies (ie printed from ICE/Lab trak may) not contain pagination or patient locations on all pages. The department performs audits looking for transcription errors on reports viewed on third party systems annually , we are unaware any current issues with the latest versions of Emis and System1, however if you notice any difference between the paper report and what is viewed on a third party system please can you inform the laboratory immediately.

2.7 Request Forms

There are two methods of requesting Histopathology, the preferred option is via ICE requesting. 

 
ICE Request Instructions
· Log into ICE desktop
· Select patient.
· Choose ‘New request’ from the Requesting Tab on the left hand side.
· Select the Cellular Pathology tab at the top and the Histopathology tab on the left hand side.
· Click on the button which corresponds to the amount of samples you have taken, then again click on the number of samples collected.
· Choose which test you require.
· Enter the specimen type and site, one specimen per box.
· Using the reporting guide at the top of the page, please state if the report is needed urgently.
· Choose the patient pathway if appropriate.
· State if a Cytopathology specimen has also been taken. (A separate Cytopathology request will need to be made).
· If you have chosen urgent then a separate screen will pop up and you will be asked what date the report is needed by (format dd/mm/yy). If you have chosen routine then you will go straight to the next step 
· If the patient is female, then you will be asked if this is a gynaecological sample.
· If yes then you will be asked for the patients LMP and recent hormone treatment.
· Click on the green button at bottom left to continue with request.
· Enter the following details:
· the requesting GP/Consultant
· patient location
· clinical history in Global Clinical Details box
· category of patient
· whether the request is high risk
· If you require the report to go to another clinician or GP (i.e. not yourself), please enter those details into the Global Clinical Details box, e.g. Radiologists performing a Biopsy on behalf of a GP
· Click accept request.
· Print out request form (NB. if there is more than 20 samples then 2 request forms will be printed.)
· Please use the labels printed on the top left of the request form to label the specimen pot, or alternatively use the patients PAS label.
Alternately if ICE is unavailable the ‘Histopathology or Non-cervical Cytopathology Request Form’ form number NNU36 can be used. 

These are obtained from:

Stores Department
Unit 1, Hellesdon Park Road
Norwich, Norfolk
NR6 5DR.

If using a paper request form, please complete ALL sections on the request form except the grey shaded area (for laboratory use only). Please use an ‘Addressograph’ label if possible. It is essential to complete all these details, including the date and time of sample removed, and tick the source box in the yellow edge to show the patient category i.e. NNUH, JPUH, BUPA or OTHER.

Please ensure the request form is placed in the pocket of the marsupial bag and the corresponding specimen in the bag itself, and ensure the form is not contaminated in any way. 

Please label the request form ‘URGENT’ or ‘HIGH RISK’ if appropriate.
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2.8 Specimen Pots and Fixative Supply

Surgeries are required to purchase their own supplies of pre-filled specimen containers and fixative if they require large quantities.   Smaller quantities (<12 pots) will not be invoiced. Please phone orders on 01603 286957.

2.9 Factors affecting Specimen Quality, Reasons for Specimen Rejection

· Inappropriate amount of fixative or none at all (if required)

· Large specimen crammed into a small pot

· Fresh tissue not sent to Histopathology immediately

· Unlabelled or miss-labelled request form or specimen

· Poorly packed specimens resulting in spillage

All of the above can result in poor quality histology or delays in the processing of the specimen.

2.10 Work Referred to Other Laboratories

If any tissue samples removed require further tests at either another department within the trust or a different hospital please contact the ‘Consultant Duty Pathologist’ (ext 6014/16) as far in advance as possible with all the relevant details. The department, on occasional will refer work to consultant colleagues outside of the trust for second opinions, were this is the case the second opinion will be attached to the original report.

Details of the referral procedures and the centres used are available from the Histopathology department.

2.11 Health and Safety Considerations

Please ensure

· All areas that use formalin have appropriate spillage kits

· All specimens and request forms are packaged correctly

· All specimen lids fit securely

· Specimen pots and request forms are clean externally (i.e., no blood stains)

· All request forms are labelled adequately including any ‘High Risk’ or ‘Urgent’ information

HSE Safety Notice HID 5-2011
In clinical laboratories, specimens are sorted and processed on the basis of the information provided. If clinical details are inaccurate or incomplete or there is delay in disclosing new information to the laboratory then this can result in specimens being processed under insufficient laboratory containment conditions. Clinicians must include any recent history of relevant foreign travel that may increase the likelihood of exotic agents being present. 

Ensure that clinical details supplied on specimen request forms contain clear information regarding the nature of test being requested and sufficient detail to inform laboratory staff upon the safety precautions they need to take in order to process the specimen without risk of infection. 

· All environmental and storage conditions are fulfilled.

· That correct PPE is used when handling chemical fixatives and that COSHH regulations are adhered to.

· That all materials involved in specimen collection are disposed of in a safe and correct manner

More information is available from the Histopathology Department.

2.12   Verification and Measurement Uncertainty In Histopathology

All stains performed in Histopathology are verified for use by checking against control material prior to reporting, in some circumstances in house reagents or bought reagents that are not CE marked are used in diagnostic testing. Such reagents are verified for use with control tissue prior to a specimen being reported. If you would like further information on these procedures please contact Laura Wright (laura.wright2@nnuh.nhs.uk)

Any direct measurement in Histopathology may be affected degree of tissue shrinkage caused by fixation or processing. We therefore are unable to assess the degree of accuracy of a measurement however where we measure or count the relevant elements that are required by the current Royal College of Pathologists minimum datasets. The reported values are checked by the pathologists, who review the cases for the MDTMs
2.13 Personal Information Protection

Any information concerning a patients health is strictly confidential and all staff who deal with medical records must keep them confidential at all times. 

We have a legal duty to protect any information we collect and will only use information for the purposes of providing healthcare and for training and monitoring. In course we may need to share information within the NHS and with partner organisations. 

The laboratory adheres to the Trust Confidentiality Protocol which can be found on the NNUH website under ‘Patient Information’

2.14 Complaints Procedure

The Trust is committed to looking at ways to improve the service we provide you and you can help us by telling us what you think of our service, good or bad. 

Please contact the Quality manager in Histopathology if there are any complaints about the service.

The Complaints Procedure, followed by the Trust, provides the method for dealing with formal complaints where there is dissatisfaction with our services.  

For further details of the procedure and the way that complaints are managed in the Trust please follow the link on the Trust internet site under the heading 'Useful Documents'. 

2.15  Digital Pathology 

The Histopathology department are moving towards all requests being reported via Digital Pathology from scanned whole slide images produced from traditionally reported light microscopy produced slides. This will not impact the way patient reports are received. Whilst we undergo this transition process, any patient reports that have been reported via Digital Pathology will have the following statement added to the report – ““This case has been reported digitally using a validated scanning system. This is not currently part of our ISO 15189:2022 schedule of accreditation”.

When we have moved to a fully digital scanning workflow, this statement will appear on all reports and will be adapted once accreditation to ISO15189:2022 has been achieved. 
2.15 Accreditation
The department of cellular pathology is accredited to ISO 15189 (2022), our current accredited repertoire is available on the UKAS website (www.ukas.com).

An extension to scope for digital pathology is in the process of being submitted, with the aim that this will be assessed in 2025. The department aims for this to be added to its accredited scope. 
New tests may be added to the department’s repertoire throughout the year however these do not form part of the ‘accredited scope’ of the lab, until they have been formally assessed by UKAS. Please be assured that all tests are internally verified by the laboratory prior to introduction.
Directorate of Cellular Pathology
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