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	PURPOSE
	This procedure describes the activities needed to identify the used means from patient preparation (reception), the production (image acquisition) and the report edition.

	INPUTS
	· Statutory and regulatory requirements

	ACTIVITIES

	Secretary
	Technicians

Medical Director

	
	

	OUTPUTS
	· ORDER 
· REPORT 

	DESCRIPTION PROCEDURE

	The NMD has established a safe connection from patient reception until final report. This method permits finding easily the relation between the request and the patient in all the stages of the process. The system guarantees a correct relation between the preparation and the radiopharmaceutical administration (a radiopharmaceutical error can not happen). All the radiopharmaceutical drugs are correctly identified during all the stages of its handling: order, delivery and if is necessary the preparation. All the NMD patients who need radiopharmaceutical drugs are properly identified. 
1. SECRETARY PROCEDURES defines the actions necessaries to set an appointment in to NMD centre with the patient. 

2. Secretarial personnel check the order and introduce all patients’ data, the therapy and useful information into the NMD data base, using SECRETARY PROCEDURES.
3. The patient or his/her parents/guardians (if the patient is a child) obtain from the NMD personnel written and verbal information about the test procedure that will be received. This information includes all the details of the procedure, potential complications, side effects, alternatives and expected outcome. 

4. Patients are guided to the appropriate room to keep their clothes and effects, if necessary, and after this, the patient is led to the appropriate room to develop the test.
5. RADIOPHARMACEUTICAL PROCEDURES (GP-XXX) define the actions to prepare and to control each type of radioisotopes. Qualified personnel prepare the radiopharmaceutical into Unity XXX. To prepare it, the qualified personnel have to identify the generator, its batch number, the corresponding cold kit, and the time labelling was carried out. This procedure allows identifying perfectly each of the doses administrates to the patients.
6. RADIOPHYSICAL PROCEDURES define the actions to control and use the nuclear equipment. Therapy or tests realization. 
7. Images are introduced into software available. 
8. Daily, qualified personnel do a back-up software copy. 
9. All the reports remain filed in the NMD database and the actions to edit the report and deliver it are defined in SECRETARY PROCEDEURES.


ASSOCIATED DOCUMENTS:

· GP-XXX

SECRETARY PROCEDURES

· GP-XXX

RADIOPHARMACEUTICAL PROCEDURES
· GP-XXX

RADIOPHYSICAL PROCEDURES
RECORDS:

	Title
	Code
	File Localization
	Record Custodian
	Retention Period

	Order
	F-XXX
	
	
	3 years

	Report
	F-XXX
	
	
	3 years





















































































































































































































































































































































































































































6. Carry out the test/ therapy 








5. Radipharmaceutical preparation /administration (GP-XXX)





8. Safe copy





7. Transfer images into software





OK





Nuclear Medicine treatment / examination





9. Report and delivery





4. Patient preparation





2. Written and verbal information 


(F-XXX) 





1. Appointment





3. Checks the request  





1. Patient’s order (F-XXX)









