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1.0 PRINCIPLE
To ensure adequate distribution of the workload and rotation of duties between MLT’s.
2.0 POLICY

Bench assignments are outlined to ensure patient samples are completed in a timely manner and department duties are performed as required. 

3.0 BENCH ASSIGNMENTS

Bench 1:
0700-1500 hr. TM MLT – ‘Stay Down MLT’
	07:00-07:05
	Receive report from midnight MLT

	
	The following duties must be done on demand as required any time throughout the day:

· collect green autologous tags/perform ID check as required (do ASAP especially for 8am OR’s)
· complete outstanding work from previous shift
· process incoming samples, set up STATS and 8am OR’s as required
· sign out blood components and products as required and make sure Transfusion Record (log book), Inventory file and patient file cards are updated 
· perform a clerical check on completed work – requisitions, unit worksheet, file/AB cards, and PV printouts (MUST be done before crossmatched units are issued)
· Prepare plasma, cryo, platelets, octaplex, etc. as required
· Order and/or receive blood components or products as required (ASAP/STAT)

	07:05-7:15
	· Review graphs and record temps of equipment
· Add distilled water to water baths (as needed)

· Turn on ProVue and perform start up procedures

	07:15-07:20
	· Check day planner and sign out bench for any notes/messages left from previous shift(s)

· Check ‘Work to be Completed folder’ & investigate outstanding items as required (i.e. TRXN’s or referred out samples)

	07:20-07:30
	· Review patient file cards and cancel units as required – OR’s from previous day, patients from ER that are discharged, expired sample date, etc.)
· Rearrange inventory refrigerator as necessary, placing units in order of expiry

	07:30-07:45
	· Check Transfusion Record (log book) to make sure all updates have been done (check each tab)

· Balance the blood components: REFER TO – ‘IHL-TMD-VII-Daily Inventory Balancing Form-Ouellette’ and ‘IHL-TMD- I-Daily Bookwork and Blood Inventory Management – Ouellette’

	07:45-8:00
	· Rearrange crossmatched refrigerator as necessary (e.g. ER-now on nursing unit)

· Update expiry board: physically check the expiry dates on all packed cells in the crossmatched and inventory refrigerators including the autologous shelf; note all components expiring within the next 7 days on the expiry board

· Call WRH-Met Campus with our platelet inventory

	08:00-08:45
	· change graphs on Mondays
· Take out next day OR folder and set out requisitions, file cards & samples for processing

· File back copies, patient file cards and antibody cards when no longer required

	8:45-9:15
	· Morning Break

	9:15-9:45
	· Cover for Bench 2 while they are on Morning Break

	9:45-11:30
	· Assist other MLT’s with prioritizing incoming samples, performing tests, and other duties as required
· Verify that the inventory log matches the actual inventory in fridge/on shelf for fractionation products-insert a blue line after the last entry in the Transfusion Record (log book) for each product checked

· Process the paperwork for any autologous units that will expire at midnight. Leave the unit(s) for 3-11 shift to discard and the Autologous Utilization report for faxing the next day
· see “Joint Responsibilities of All Benches” listed below

	11:30-12:00
	· Lunch

	12:00-13:00
	· Cover for other Benches while they are on Lunch

· Process incoming CBS order

	13:00-14:50
	· Prepare CBS order for blood components and products REFER TO – ‘IHL-TMD-II Blood Components and Products Optimal inventory and Ordering Guide – Ouellette Campus’
· Prepare special CBS orders as required (check day planner for pending transfusions requiring special units)

· see “Joint Responsibilities of All Benches” listed below

FRIDAY AFTERNOON:

· Weekly OPD list is faxed from the OP booking clerk (5th floor) to the TM Dept on Friday afternoon. If this does not happen before 14:30, please call to remind them. Scan list for all patients receiving IVIG and blood components and enter this information into the day planner under the appropriate day.  
· For patients receiving PC’s in the next week – check for a patient file and AB file card for previous history and if special units are required, check inventory and/or order units from CBS
· For patients receiving IVIG in the next week – check for a patient file card and valid MOHLTC IVIG form to determine the brand & dose required, ensure there is enough product in stock to cover Monday and Tuesday’s patients (order product as necessary)

	14:50-15:00
	· Fax daily CBS order
· Give report to 1500-2300 hr.  MLT (notify of expiring components, expiring samples, CBS orders, etc.)


BENCH 2:
0730-1530 hr. TM MLT 
	07:30-08:30
	· Perform QC and prepare panel cells as required. Refer to – ‘IHL-TMD-VI-Routine QC Ouellette’
· Process incoming samples, STATS, AB investigations, ‘Work to be Completed Folder’, etc. throughout the day

	08:30-09:15
	· Cover Bench 1 while on break
· set up next day OR’s

	9:15-9:45
	· Morning Break

	9:45-14:55
	· Process incoming samples, STATS, AB investigations, ‘Work to be Completed Folder’, etc.
· Process incoming CBS order
· Prepare plasma, cryo, platelets, octaplex, etc. as required

· Assist with Bench 1 &  Bench 3 (cover for breaks and help when busy)

· see “Joint Responsibilities of All Benches”  listed below

	14:55-15:30
	· Give report to 15:00-23:00 MLT


BENCH 3:
1000-1800h.r. TM MLT – ‘ProVue Bench’

	10:00-11:00
	· Perform daily/weekly/monthly maintenance on ProVue as required (refer to Provue procedures)

· Perform QC on ProVue

	11:00-12:30
	· Process samples on ProVue (PAC and non-urgent samples)

· Process incoming samples, STATS, AB investigations, ‘Work to be Completed Folder’, etc.
· Process incoming CBS order
· Assist with Bench 1 & Bench 2 (cover for breaks and help when busy)

· Prepare plasma, cryo, platelets, octaplex, etc. as required

· see “Joint Responsibilities of All Benches”  listed below

	12:30-13:00
	Lunch

	13:00-16:00
	· Process samples on ProVue (PAC and non-urgent samples)

· Process incoming samples, STATS, AB investigations, ‘Work to be Completed Folder’, etc.
· Process incoming CBS order
· Assist with Bench 1 & Bench 2 (cover for breaks and help when busy)

· Prepare plasma, cryo, platelets, octaplex, etc. as required

· see “Joint Responsibilities of All Benches”  listed below
· Finalize BBD (Blood Bank Draws) in Ultra. Refer to:  IHL-TMD-III Managing BBD (blood Bank draws) Worklists

	16:00-16:30
	Break

	16:30-18:00
	· Process incoming samples, STATS, AB investigations, ‘Work to be Completed Folder’, etc.
· Cover 3-11 MLT’s break (17:00-17:30)
· Prepare plasma, cryo, platelets, octaplex, etc. as required

· see “Joint Responsibilities of All Benches”  listed below


AFTERNOON SHIFT: 1500-2300h.r. TM MLT
	15:00-15:05
	· Receive report from 7-3 ‘Stay down MLT’ (e.g. expiring components or samples, incoming CBS orders, etc.)

· Receive report from 7-3 ‘Pick-up MLT’ (e.g. any outstanding bench work to be done)

· Ensure daily CBS order has been faxed (if required)

	15:05-15:10
	· Review graphs and record temps of equipment

· If there is an autologous donor going to surgery the next day or a patient that needs a new sample drawn the next day (day of surgery) – forward the blue sheet to OPD/Day surgery (pod or deliver to the 5th floor OPD if pod system is down)


	
	The following duties must be done on demand as required any time throughout the shift:

· process incoming samples
· sign out blood components and products as required and make sure Transfusion Record (log book), Inventory file and patient file cards are updated 
· perform a clerical check on completed work – requisitions, unit worksheet, file/AB cards, and PV printouts (MUST be done before crossmatched units are issued)
· Prepare plasma, cryo, platelets, octaplex, etc. as required
· Order and/or receive blood components or products as required (ASAP/STAT)

	15:10-17:00
	· Complete any outstanding samples in progress from previous shift

· Check “Work to be Completed Folder” for any outstanding work

· Check day planner for patients receiving IVIG the next day – check patient file card and MOHLTC IVIG Request form for the appropriate brand and dose – label each bottle with a BBL

· Cover 10-6 MLT while on break



	17:30-22:55
	· graph inspection at 1900h 

· File back copies, patient file cards and antibody cards when no longer required

· Clean all bench countertops and serofuges daily – this includes ALL bench surfaces, ProVue, microscope, receiving area, sign-out area, centrifuge area, fronts of drawers, etc.

· Perform end of day ProVue maintenance and shut down

· Ensure all completed requisitions (top copies) are charted for IP’s, ER’s and next day OR’s (send in pod, deliver to floor or fax)

· Review all patient file cards with units crossmatched and cancel any units crossmatched on patients whose sample expires that day (must be done by 23:00)

· Expire blood components/products as required

· Also see “Joint Responsibilities of All Benches” listed below
SUNDAY EVENINGS 

· Rotate patient samples and segments (includes cleaning these racks & baskets before relabeling and returning to the fridge)

	22:55-23:00
	· Give report to the midnight MLT 


MIDNIGHT SHIFT: 2300-0700/0000-0800 TM MLT
	2300/0000-0700/0800
	· Complete any outstanding samples in progress from previous shift.

· Perform routine testing on patients that present on shift (basic workup)

· Basic workup includes: Type and Screen, Antibody panels and identification, phenotyping of units, crossmatch.
· Complex investigation (eluates, auto absorption etc), communicate with nursing as to critical need and document information.

· Can it wait to be completed on day shift? Should another MLT be called in to help?
· Refer to IHL-TMD-I Situations Requiring Medical Consultation


JOINT RESPONSIBILITIES OF ALL BENCHES
· Cover other benches for breaks, meetings, etc.

· Fill humidifier (as required)

· Empty biohazard garbage (as needed, at least once daily)
· Write unit tags for pending OR’s 
· Refill supplies – component tags, file cards, tubes, pipettes, caps, segment cutters, pipette tips, gloves, Kleenex, cut placemats, etc.
· Perform maintenance as outlined on the “Routine Maintenance Schedule” (on TM door)

· Receive reagent shipments and put away supplies (document receipt of all reagents)
· Phenotype special units saved for patients requiring transfusion or patients with upcoming OR
· Check ‘Work to be Completed folder’ and investigate outstanding items as required (i.e. TRXN’s or referred out samples)

· Complete Medical Record Unit Consolidation report – name or HR# changes from admitting – check our files and update if necessary

· Enter work load units in computer (Dedicated TM staff only) 

· Organize and/or file older memo’s, read and signs, CBS memos

ADDITIONAL WEEKEND DUTIES
· Label graphs and temp charts, fill in new QC sheet with lot numbers and expiry dates (for Monday am) and highlight reagents expiring in the next week
END OF MONTH DUTIES
The following items should be performed by the end of the afternoon shift on the last day of the month (some items may be started on the day shift if possible):
· Make sure a new file is made on the computer for the next month’s Transfusion Record (log book). Leave this file open on the desk top for the midnight shift to begin using.

· Change calendars above each bench (see ‘Monthly Forms’ folder under the sign out bench for copies)
Note: For the following items, all previous month’s paperwork may be piled on the far right corner of the bench where we receive blood products. A dedicated TM MLT will put in the appropriate place once all end of month duties are complete.

· Remove the requisitions currently in the ‘Previous Month Backcopies’ file holder and put aside. Move the requisitions from the ‘Current Month Completed Requisition’ file holder to the ‘Previous month Backcopies’ file folder. 
· Change temperature charts, humidity chart and ‘Work Surface & Sink Disinfection Log’ chart as required

IHL-TMD-VII-Temperature Chart

IHL-TMD-VII-Humidity Chart

IHL-SAF-X- Work Surface & Sink Disinfection Log

· Put out a new ‘ProVue Maintenance Checklist’ on the ProVue clipboard. If there are outstanding items that still need to be complete on the current month’s list, complete items or if unable to complete at this time, place in the “Work to be Completed Folder”

IHL-TMD-PRO- Ortho ProVue Maintenance Checklist
· Put out a new ‘Routine Maintenance Schedule’ on the door. If there are outstanding items that still need to be complete on the current month’s list, complete items or if unable to complete at this time, place in the “Work to be Completed Folder”
IHL-TMD-VII- Routine Maintenance Schedule – Ouellette

· Put out a new ‘Pathology Consult Sheet’
IHL-GEN- Hematology Units: Transfusion Medicine

· Remove the entire month’s ‘Daily Incubator Temperature Charts’ (next to MTS incubator)

· Remove the entire month’s ‘Daily Inventory Balance Forms’ (in folder under sign out bench)

· Remove the entire month’s ‘TM-Unit Worksheets’ (in folder under sign out bench) 
ADDITIONAL DUTIES FOR DEDICATED TM MLT’S
· Inventory maintenance of components and products (reconciliation of the products –IVIG, Albumin, factor products on a regular basis as we do not balance these on a daily basis)

· Units- maintaining daily unit sheets-Refer to IHL-TMD-I Daily and Monthly Workload Units-Ouellette campus
· -entering of daily units into unit program

· -entering of CBS daily inventory sheets into unit program

· -entering of transfer forms into unit program
· -completing any necessary paperwork with anything else which is placed into the ‘unit tray’
· -Month end entry of service recipient unit ‘extra items’ and non service recipient units. Refer to: IHL-TMD- Additional Items to Add for Month End Units- Ouellette
· Month end balancing Refer to: IHL-TMD-I Month End Balancing and Monthly Bookwork- Ouellette
· Month end CBS final disposition report

· Month end paperwork is complete- new calendars posted, new service recipient log is printed, pathologist consultation is faxed and new one posted, Provue print outs are stored away, new logs posted for general  maintenance and Prove maintenance, new temp charts, humidity and bench cleaning charts (as required) posted, daily temps filed away, and  move requisition back copies of previous month 

· Ensure new month transfusion log and unit templates are created on computer and ready for use for new month
· Ensuring that the cells and reagents are changed according to schedule 
· Special  donor unit shelf maintenance
· Maintain general supplies and reagents for the department- Give to Senior MLT or Technical coordinator  to order.

· Be aware of expiry dates for frozen products (CSP FFP etc.)
· Ensuring the maintenance schedule is being adhered to and completed 
· Maintaining ‘special cells’ (k neg and I neg) in cell rack and put antigrams into binder

· Follow up on ‘work to be completed ‘ items

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.


