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Policy and Procedure of Laboratory Staff Handover 

 

1. Introduction 

The goal of appropriate handover is to achieve an accurate reliable communication of 

task-relevant information between shift changes or staff to ensure the continuity of safe 

and effective work.  Many accidents have occurred because of the failure in 

communication during shift handover. 

2. Scope 

 This document is applicable to all laboratory staff working in Al Masarra Hospital 

(AMRH). 

3. Purpose 

3.1 To facilitate the transition of significant information from shift to shift critical to the 

safe and effective facilitation of patient care by clinicians through reliable laboratory 

data. 

3.2 To eliminate or minimize the risk of miscommunication during work operations or 

activities. 

4. Definition : 

Handover is the effective "transfer of professional responsibility and accountability for 

some or all aspects of care for a patient, or group of patients, to another person or 

professional group on a temporary or permanent basis. 

5. Policy 

5.1 Proper communication of information that may significantly impact patient care must 

occur routinely during shift changes and must be documented by all involved staff in the 

report. 

5.2 Shift handovers shall be conducted by morning in-charge staff to afternoon staff and 

must be documented accordingly. 

5.3 Section in-charge   shall prepare a summary shift handover log that documents 

activities and conditions of the work prior to the end of their shift. 

6. Procedure 
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6.1 Morning shift receives report from on-call shift; while afternoon shift 

receives report from morning shift; and on-call receives report from 

afternoon shift. 

6.2 During morning shift, the handover is done by section in charge/s to 

afternoon shift staff. 

6.3 Section in-charge/s or staff responsible to fill hand over register must 

hand over this register with all pending issues needed to be followed up by 

next shift. 

6.4 Face to face handover must occur between outgoing staff of the next 

shift and the incoming shift staff. 

6.5 Received handed over message or information should be documented 

by both staff from outgoing and incoming, making sure that the information 

was understood by both parties with clarity and acceptance of 

responsibility. 

6.6 At each shift change, vital information including, but not limited to the 

following must be communicated: 

6.6.1. Reagent Levels/Problems.(specify) 

 6.6.2. Instrument Problems/Issues (specify) 

6.6.3. Specimens/Issues.(specify) 

6.6.4. Computer Specimens/Issues 

 6.6.5. Any other question (s)/response(s) to question (s) that might 

be necessary during the handoff.  

7. Responsibilities 

7.1.Laboratory HOD shall ensure implementation of handover policy 

7.2 Laboratory In-charge shall follow up the staff adherence to handover policy. 
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7.3 Laboratory Quality Officer shall audit staff compliance and shall ensure that the handover 

policy is maintained updated. 

7.4 Section In-charge/s shall actively adhere to the policy. 

7.5 All laboratory staff shall adhere to the policy and procedure of handover. 

 

8 Document History and Version Control 
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11 Appendices 

9.1   Appendix1. Register of Handover   

  Handover Register  

   

Date :   

Shift Section Delivering staff 

Name 

Handover Massage Receiving  

staff Name 

Morning  Reception       

Hematology       

Chemistry        

Microbiology       

Serology    

General       

Afternoon         

On-call         
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9.2 Appendix2. Audit Tool 

S.no 
Audit 

process  
Description of Criteria Yes Partial No N/A Comments 

1 
Interview  

Staff are aware about handover policy      

 
Observation  

Interview  
Is the handover taken place at the end 

of each shift? 
     

2 
Observation 

interview  Is the handover given face to face?      

 
Observation  

Interview 
Is the staff following the steps for the 

handover? 
     

3 
Observation  

Interview 
Are the staff documented the handover 

on the register? 
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