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Instructions for Third-Party Commercial Laboratories, Pharmacies, and First Nation 
Community Centres 
 

 
Confirm Patient from ODP 
Program 

Confirm whether the patient is enrolled in an ODP program. If uncertain, contact ACFT for 
verification.  

  
What to Prepare Obtain the following supplies: 

● An ACFT specimen container. 
● A tri-wall bag with an absorbent pad. 
● An ACFT requisition if the patient does not bring any requisition. 
● A bubble envelope to use as secondary container to transport sample. 

  
Lab Requisition 
 
Does ODP Clinic email 
or fax patient 
information? 

One of the following formats of requisition may be presented: 
● A printed Epic e-Requisition. 
● A faxed ACFT requisition. 
● A completed ACFT requisition. 
IF YES: 
● Use the requisition for the collection. 
IF NO: 
● Complete a new ACFT requisition for the collection. 

  
Check Patient ID 
 

At least two identifiers are required, with photo identification preferred. Acceptable 
identifiers include: 
● Driver’s license. 
● Alberta Personal Health Number (PHN). 
● Unique Lifetime Identifier (ULI). 
● Other personal identifiers such as Federal, Military, RCMP, Refugee, Immigration, or 
Passport. 
 
If client shows up without photo ID, do not refuse collection but put a note on the 
ACFT requisition. 

  
Confirm Information on 
Lab Requisition with the 
Patient 

● AHS ODP clinic (submitter). 
● Client’s name, date of birth, gender, and PHN. 
● Physician’s name. 
● Drug Treatment Program. 

  
Label the Specimen Label the specimen container with ALL the following information: 

● Patient full first and last legal name. 
● Patient personal health number (Alberta PHN or ULI). 

  
Collect the Specimen Provide the labeled specimen container to the patient and instruct them to: 

● Remove the lid and place it upside down on a clean surface. 
● Urinate directly into the container, filling it at least one-quarter to half full. 
● Securely tighten the lid to prevent leakage. 
● Return the filled container to the collection staff member. 

  
Check Volume 
 
(Recollect Urine, if 
necessary) 

The ideal urine volume is 30 mL, with minimum acceptable volume of 10 mL. 
 
If volume is less than 10 mL, ask patient whether they can provide another sample after 
drinking more water and attempting to urinate again in 30 minutes. 
IF YES: 
● Label a new specimen container as “#2” and provide it to the patient for a second urine 
collection. Submit both containers to ACFT. 
IF NO: 
● Document a note on the ACFT requisition. 
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Document Collection Record date and time of collection on the ACFT requisition and/or Epic e-Requisition and 
indicate whether identification was presented. 

  
Invoice ACFT ● Third-party commercial laboratories and pharmacies should keep a copy of each 

collection record and submit a monthly invoice to ACFT. 
● Collection fees are paid only for samples received by ACFT. If a patient is unable to 
provide a urine sample, send the empty specimen container to ACFT to receive 
reimbursement for the collection fee. 

  
Sample Storage 
Requirements 

● If samples cannot be shipped the same day, store them at 4°C (refrigerated) until 
shipment. 
● Ice packs are not required during transport. 

  
Sample Preparation for 
Transport 

● Ensure the specimen container lid is tightly closed and leak-proof when inverted. 
● Place the samples in the tri-wall bags.  
    … If an ACFT requisition is used, remove (or cut) one ID NO. label from the requisition    
        and affix (or tape) it to the bag, ensure the second ID NO. label remains on the  
        requisition. 
   … If an Epic e-requisition is used, write the patient’s name on the bag. 
● Place the requisition in the outer pocket of the tri-wall bag and place the bag(s) into the 
bubble envelope. 
● Insert the bubble envelope(s) into the courier Express Pack and securely seal the pack. 
● Label each package with  
   … Sender Address (Collection Site) 
   … Receiver Address (ACFT, HM-B19, 3330 Hospital Dr. NW, Calgary AB T2N 4N1). 
● Weigh all packages together to determine the total shipment weight. 

  
Transport Samples to 
ACFT Options 

By FedEX/Purolator Online Account: 
● Obtain the login credentials for the online courier account from the site supervisor. 
● Submit the shipment request for regular delivery. 
● The courier driver will pick up the shipment according to the scheduled online request. 

  
 By Purolator Pre-Printed Bill of Lading (BOL), follow the instructions printed on back 

of BOL: 
 
Copy 1, complete only the following sections: 
● Section 3 - Date of shipment,  
● Section 5 - Declare the shipment as “Exempt Human Specimen”, 
● Section 7 - Sender signature, 
● Section 12 - Total number of packages and total shipment weight. If scale is not available, 
   use the following estimated weights: 1 lbs for 1-3 urine samples, 2 lbs for 4-6 urine 
   samples, continue estimating proportionally as needed. 
 
Copy 3, 
● Remove the large label on the left side and affix it to the first (or only) package.  
● For additional packages, attach the second, third, and fourth consecutively numbered 
package labels beside or near the address label on each respective package. 
● Contact Purolator Customer Service at 1-888-SHIP-123 (1-888-744-7123) to arrange 
sample pickup by providing the collection site location and business hours. Alternatively, the 
sample may be dropped off at a Purolator depot location. 

  
 By Hospital Courier Service where commercial courier service is unavailable: 

● Contact a community hospital laboratory or healthcare centre to inquire whether they 
provide courier service for transporting samples to McCaig Tower at Foothills Medical 
Centre, Calgary. 
● Place the samples in the designated transport bucket for delivery to McCaig Tower at 
Foothills Medical Centre. McCaig Tower staff will call ACFT for sample pickup. 

  
Questions About Your 
Collection? 

ACFT hours and contact information may be found at:  
● https://cumming.ucalgary.ca/centre/alberta-toxicology/contact 
● ACFT at 1-403-220-5511, acft.lab@ucalgary.ca 
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