
Collector’s 

                                      Clinical Trials Instructions 

 

 

Collectors Name: _________________ Particpant Number/Case Number: _________ 

 

Tubes are glass so handle with extreme care! 

 

 

1. Inspect the kit before you start the collection: 
a. Confirm the accession number/bar codes on the tubes and  

on the requisition form completely match 
b. Check the expiration dates - don’t use expired tubes 
c. Visually inspect tubes and confirm there are no discernible cracks  

or deformities 
d. Confirm there is preservative present in each tube as shown by a  

gel like substance 

If a blood tube is compromised or expired, discard the entire kit and  
use a new lab kit. Do NOT swap contents between lab kits or sets of  
tubes. Document the quantity and lot numbers of kits disposed of. 

If numbers do not match, reach out to your field office to acquire  
a new kit. The visit should not be completed with a kit that has  
incorrect accession numbers/barcodes. 

This will be done before you receive the kits but please recheck. 

 
2. Confirm gel wrap is at ambient (room) temperature (by touch) 

a. Note: Do NOT follow the gel wrap instructions or any instructions  
printed on the shipping box 
 
 

3. At the time of blood collection, complete the Subject ID Number and Date  
of Collection on the blood tube labels 

a. Site Number (3 digits) The site number is always 400 
b. Subject Number (4 digits) - Obtain the subject number from the case  

worksheet. The subject number is the participant.  
Example: Subject ID 400 and third subject enrolled is 400-0003 

 

 

Completing The Collection 

4. Date documentation should be in the format DDMMMYYYY 



Example 09SEP2020  (you must spell out the first three letters of the  
month) 

 
5. Time documentation must be in military format HH:MM  

(ex. 3:15 PM is 15:15)-A conversion chart is included in your kit. 
 

6. Draw the whole blood into each tube, filling the tube completely 
a. Fill blood tubes in order of the accession number 

No butterfly needles. 
 

b. Remove tube from adaptor and immediately invert the tube  
180 degrees 10 times, while collecting the next blood tube 

 
Caution - DO NOT SHAKE AND DO NOT MIX VIGOROUSLY 
Invert each blood tube after it has been filled. DO NOT WAIT TO INVERT  
ALL TUBES AT THE SAME TIME. Do not discard any tubes that are unable to be filled.  
Ship all five tubes even if some are unfilled 

Caution-Inverting the tube inadequately or delaying this inversion step until all  
five tubes are collected may result in clotting and hemolysis of the specimen. 

 
 
Requisition Forms and Packaging: 
 

7. Requisition Forms: 
8.  

● Complete the participant’s year of birth and participant number 
 

● Complete the collection date and time  
 

8. After the visit is complete, QC your requisition form to ensure no errors are  
made prior to including in the shipping box 
 

9. Image the white copy of the requisition and tracking information into APPSLive  
directly after the visit.  
 

10. Send the original White copy of the requisition form back in the kit. 
 

11. Hold onto the yellow copy of the requisition form until you have confirmed  
the image is visible on APPSLive.com. Once confirmed, the yellow copy  
must be shredded in a cross-cut shredder or returned to your field office. 
 

12. Place the gel wrap and contents inside the insulated foil bag 
 

13. Seal the foil bag 
 

14. Place the foil bag in the kit box 
 

15. Close the kit box 
 

16. Keep the kit box at room temperature. Do NOT freeze. 



 
17. Ship via Federal Express the same day as collected.  

 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

To add minutes; e.g. 9:15 AM would equal 0915 Hours 
 

9:15 PM would be 21:15 Hours 


