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Manually Completing an Allocation Label form and Labeling a Blood Component for Transfusion

	Purpose
	The purpose of this procedure is to provide instructions for manually completing an allocation label form and labeling blood components for transfusion.


	Policy
	· When the LIS is not able to generate an allocation label form, it will be created manually.
· MLT and CLS trained in Transfusion Service may create manual allocation label forms and label products within the scope of their practice: MLT/CLS for non-RBC products, CLS only for RBC products..

· The allocation label must be initialed and attached by the MLT/CLS responsible for checking that the unit information on the allocation label corresponds to the unit the label is attached to.


	Equipment/

Reagent/

Supplies
	


	Equipment
	Reagents
	Supplies

	Tach-it gun 
	
	Allocation label form
Pen

Blood Component


	Procedure:
	


	Step
	Action

	1.
	Locate a blank copy of the Downtime Allocation Label form template.

	2.
	Remove component(s) from appropriate storage area.

	3.
	Complete the patient and testing information in the appropriate spaces on the form and label.

· Patient name

· Medical Record number

· Date of birth

· Patient blood type
· BB Armband number (if applicable)

	    4.
	Complete the unit information on the form.
· Unit number

· Component type, including division
· Unit blood type

· Expiration date of unit
· Compatibility testing results.(if applicable)

· Check the appropriate box(s) under Special requirements, if required

· Complete PI comment with AKA information and antigen requirements (if applicable). Ex. Transfuse E, c negative products.

	    5.
	Review tag for completion and accuracy.

	    6.
	

	
	
	If:
	Then:
	

	
	
	Complete and accurate
	Proceed to step 7.
	

	
	
	Incomplete or incorrect
	Complete or correct as appropriate.  
	

	
	

	7.
	Initial the label next to the BB armband number and make 2 photocopies of the completed form.

	8.
	

	
	
	If:
	Then:
	

	
	
	Information on allocation label matches bag label
	Fold 1 of the photocopies in thirds lengthwise.
	

	
	
	Unit number on allocation label does not match bag label
	Locate correct unit for the completed allocation form
	

	
	
	Expiration date, blood type, component or special requirements on allocation form does not match bag label.
	Do not label component for transfusion. Troubleshoot problem, fill out QAR as appropriate.
	

	
	If there is no unobstructed space for allocation label on front of bag, apply allocation label to manila tag and attach tag to unit using Tach-it barb.

	9.
	Holding the form horizontally fold the form in thirds, so that the patient/unit information is displayed.

	10.
	Push the tag-It gun through all 3 layers of the form and through the plastic of the unit. 

	10.
	Repeat steps 3-9 until all units have been tagged.

	
11.
	Use table below to select appropriate storage device. Store labeled product in storage device until picked up for transfusion of released from allocation.
Product

Storage

· RBC

· 1-6C,  Allogeneic in Helmer Double door Refrigerator

· Autologous and Designated in Helmer Single door Refrigerator.

· Emergent units for MT Protocol support in the mobile storage device
· Thawed FFP

· Thawed Plasma

· Thawed Cryo Reduced Plasma

1-6C, Helmer Double door Refrigerator

· Cryo, Cryo Pool

RT, counter

· Platelets

20-24C, Platelet Incubator with continuous agitation

 


	Attachments
	A:  Sample of Allocation Label form
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