10600. 2Recvg&Pr cssgNonSensSnpl s8/ 14/ 84
OPl: SC/FSLD

RECEI VI NG AND PROCESSI NG NON SENSI TI VE
SAMPLES BY SCI ENCE LABORATCORI ES

I . PURPOSE

This directive prescribes receiving room handling requirements for
nonsensitive sanples at FSIS Field Service Laboratories (FSL).

1. ( RESERVED)
I11.  REASON FOR | SSUANCE

To provide consistent sanple receipt and processing procedures for FSL.

| V. ( RESERVED)
V. ( RESERVED)
Vi, SAMPLE RECEI VI NG PROCEDURES

A Sanpl es recei ved on Saturday, Sunday or holidays will be placed in
cold storage for processing on the next working day.

B. When received at the |aboratory, cartons containing sanples are
Situated in a mail receiving room so that the arriving inventory is
separated from the departing cartons by a fixed barrier such as a
| aboratory bench or |ow partition.

C. All sanple cartons are opened in the mailroom only by fully
trai ned personnel or assistants whose work is reviewed for accuracy by
a supervi sor

D. | f any official sanple subm ssion formor special seal indicates
consuner conplaint, conpliance, Ofice of Inspector Ceneral, or other
sanple requiring chain of custody verification or special handling, it
should be segregated in the opened shipper. The receiving room
supervi sor should notify the appropriate person In-Charge (10, e.qg.,
Chem st -1 n-Charge, M crobiologist-In-Charge, etc., of receipt of these
sanples. The I1C (or representative) will review the forns and sanpl es
which were segregated in the mailroom and assure that sanples are
processed in accordance with the appropriate procedures for that
particul ar sanmpl e type.

E. For chem stry section sanples, identification and processing are
acconplished in the mailroom using the interdisciplinary procedures
outlined in Section VII.



VII.

F. M cr obi ol ogy and pat hol ogy section sanples are not processed in
the mailroom The sanple containnment (bag, bottle, or can) is not
opened. It may be placed in a tub for batch handling or left in the
carton. They then are relocated to and further processed in their
respective sections using the interdisciplinary processing procedures
outlined in Section VII.

| NTERDI SCI PLI NARY SAMPLE PROCESSI NG PROCEDURES

A Upon opening insul ated cartons, observe condition of shipper and
refrigerant bottles. Record the nunber of sanple units and receipt
condition on the sanple subm ssion form using one of the follow ng
codes:

1. F Frozen - sanple hard - bottles frozen.

2. S Sem -frozen - sanple contains ice crystals - bottle frozen
or icy.

3. C Cold - sanple soft - bottles contain ice.

4. A Anbient - sanple soft - no ice in bottles or no bottle.

NOTE: Sanpl e condition recorded on sanpl e subm ssion form shoul d be
initialed by an observer if the sanple is wunusual or could
potentially be a discard. The form will later be reviewed and
signed by the appropriate supervisor.

B. When coded, packaged product sanples are received, record the
package type on the form

C. Verify the package code on the sanple with the code on the form
if absent, enter the code on the form

D. When the sanple or sanple subm ssion formis mssing, recheck the
container. Notify the supervisor of the problemat once if either cannot
be found.

E. | f sanple identification is not present, the supervisor wll
aut hori ze di scarding of sanples |acking proper identification.

F. Cross check the form nunber against the tearstrip nunber.

G To assure sanple identity, place the sanple (sealed in its

original plastic bag with the tear strip attached) into a larger plastic
bag. Protect the form acconpanying the sanple with a small plastic bag;
pl ace the protected forminto the same | arge plastic bag containing the
sanpl e; secure with a rubber band. This double wapping wll protect the
formfrom damage and preclude | oss of identity of the sanple while it is
bei ng processed in the mailroom

H. I f not sure of analysis request, place the plastic bag containing
the sanple and formin the tub |abeled for this type of sanple and
notify supervisor.



VIIT.

Ronal

l. Prior to returning sanpling materials to inspectors, all cartons
nmust be clean, dry and free of extraneous materials. Insert an adequate
nunber of new sanple bags prior to closing the container. After securely
strapping the carton, reverse the |label and place in the outgoing gurney
for United States Postal Service or United Parcel Service pickup.

RESPONSI BI LI TI ES

A Mai | room Personnel. Receiving roomstaff will replenish supplies
in the work area and maintain a clean environment. They will al so assure
that soiled supplies are not returned to inspectors.

B. Super vi sors.

1. The assi gned supervisor will continuously nonitor receiving
room operations and assure imediate correction of policy and
procedure devi ati ons.

2. Assi gned supervisors will answer questions regardi ng sanpl es
and provide additional followup if required.

3. The supervisor will acquire supplies for receiving room
staff if needed during sanple opening.

4. The Laboratory Director will respond to requests by
operating personnel for interpretation of mailroom procedures. Al
such requests will be forwarded through supervisory channels.

5. The Laboratory Director will informall enployees of changes
inthis directive and provide each staff nmenber with a copy of an
updat ed directive.

d E. Engel

Deputy Adm ni strator
Sci ence

Attachnent (See hard copy of the directive.)



