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1 PURPOSE

1.1 To standardize the method of collecting workload units, by all staff in the Transfusion Medicine department.

2 POLICY
2.1 Workload units are recorded on the IHL-TMD-VII TM Unit Worksheet on a daily basis and daily totals are entered in the computer under S DRIVE, WRO, HDLTMO1, TM UNITS, DAILY UNITS (appropriate folder). The monthly summary of units is completed at the end of the month and submitted to the Laboratory Manager by the 15th of each month. See IHL-TMD-I Additional Items to add for Month End Units- Ouellette
2.2 Units collected include service and non-service items.

3 DAILY UNITS:

3.1  Record each patient test/procedure/process on the DAILY UNITS WORKSHEET as work is completed according to IP, PAC, ER, OP, RDU and REF (referred in) Refer to IHL-TMD-I-Tips for documenting Units–all Staff-Ouellette and IHL-TMD-I TM MIS Units Legend.
3.2 Enter the daily units into the computer: 
3.2.1 Open the UNITS folder by accessing the folders on S DRIVE, WRO,HDLTM01,TM UNITS 

3.2.2 Open the DAILY UNITS file for the current month (alternatively there may be a shortcut to current month on the desktop) i.e. WRHO TM DAILY UNITS OCT 2015
3.2.3 Enter the daily totals in the appropriate tab (IP, PAC, ER, OP, RDU, and REFIN) for the appropriate test, and column for the date.
3.2.4 In the UTILIZATION tab of DAILY UNITS, enter all units from CBS packing slips and transfer forms (to/from other hospitals) under the appropriate dates. 
3.2.5 Press SAVE.

3.2.6 Close the file – press FILE, then CLOSE.

3.2.7 Document your initials on the DAILY UNITS WORKSHEET and on the CBS packing slips and transfer forms when complete. 
4 NON-SERVICE UNITS

4.1 All general non-service activities are pre-documented on the master template in the units’ folder in the computer. (This includes the routine daily/monthly activities in Transfusion Services such as maintenance, inventory, reagents, etc)

4.2 Additional non-service units are documented using the log found with the IHL-TMD-VII TM Unit Worksheet. Record a brief description, time spent in minutes, and initials for each occurrence.

5 MONTHLY UNITS:

5.1 VERIFY DAILY SERVICE RECIPIANT UNITS:
                   Ensure units are entered for each day of the month in the computer by reviewing the daily IHL-                    TMD-VII TM Unit Worksheet for initials and there are entries in the computer file for each day                     of the month.
5.2 Complete IHL-TMD-I Additional Items to add for Month End Units- Ouellette where it will describe:  Adding in other Service Units not yet accounted for and recording the monthly non-service units in the computer.
5.3 File the Non-Service copy with the Month End summary sheet in the Units binder.

NOTE: This is a CONTROLLED document as are all system files on this server.  Any documents appearing in paper form are not controlled and should be checked against the server file version prior to use.


