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Sutter Roseville Medical Center

Effective: 6/11/2019
Laboratory Services


Blood Bank Clerical Reports

	Purpose
	The purpose of this procedure is to provide the schedule and instructions for the reports that are routinely printed to maintain our Blood Bank Records.  These reports ensure that the information stored in the computer about our inventory is valid and that the current patient work and information is up to date.


	Policy
	· Reports are run daily for the following items: Inventory levels for blood components, Expired products list, Expired Crossmatch List, Issued Product List, Autologous/Designated Donor List, and Patient History Updates.
· Short date lists are printed daily to minimize product wastage due to expiration.  Efforts will be made to identify products from this list that are unlikely to be able to be used and they will be returned to the supplier prior to expiration.
· Blood Product Inventory is physically counted and compared to computer inventory periodically. It is recommended to be performed weekly or whenever a discrepancy is suspected.
· Issued Product List is compared daily to the Transfusion Record forms for issued units and discrepancies resolved prior to moving products from Issued to Issued Final (Transfused) status.

· Pending Lists, BBR 14 Lists and BBR 26 report are required to be printed and reviewed at the ending/beginning of each shift.


	Procedure:
Printing BBR Report
	


	Step
	Action

	1.
	Open session of LIVE ABOX, Roll and Scroll.

	2.
	Function BBR

	3.
	Printer 912

	4.
	Using chart on next page, call up reports according to schedule below.


 






Continued on next page

	Shift
	Report Name
	Rpt #

	Hosp
 ID
	Answers to prompts
	Report Use

	Day
	Issue List
	5
	RV
	· Default
	· Reconcile Products Issued

	Day
	Expired Products
	4
	RV
	· Default
	· Remove Expired Products

	Day


	Inventory Summary
	13
	RV
	· Default (No Area)

· Component Gp: RVINV
	· Use to place Blood Orders
· Reconcile inventory

	Day
	Short Outdate Summary
	12
	RV
	· Default Date & Time

· Status Breakdown <Y>

· Component  Gp:RVINV
	· Minimize wastage, effectively utilize inventory

	Day
	Directed/Autologous List
	20
	RV
	· Default Hosp Number

· Default Component Group
· Status: INV

· Accept
	· List of patients that have Auto or Designated donor units

	Day
	Bad File Printout (History)
	8
	RV
	· Start Date:Monday   T-7

                  Tuesday      T-1

                  Wednesday T-2

                  Thursday     T-3

                  Friday          T-4

                  Saturday      T-5

                  Sunday        T-6

· Start Time: Default

· End Date: T-1

· End Time: Default
	· Patient History Record for downtime

	All Shifts
	Incomplete Reaction Report
	18
	RV, SS
	· Start Date: T-1

· End Date: T-1
	· Complete testing as needed

	All Shifts
	Patient/Unit Pending Report
	14
	RV
	· Worksheet: RVEXX

· Option 2: Patient Name
	· Reconcile units ordered with those allocated

	All Shifts
	EXM Removal Report
	26
	RV
	· Start Date: T
· End Date: T
	· Remove unit tags from units listed on report
· Perform crossmatch

	Night
	Expired XM List
	1
	RV
	· Default Location
	· Release expired XMs

	As Needed
	Product File List
	2
	RV
	· Default area

· Separate Reports by Area: Y

· Earliest Exp.Date:Default

· Ear  Exp.Time: Default

· Component Type/Group: One in question

    (RCG, PLASG, PLTG,          CRYG, RHGG)

· Status: INV

· ABO-RH: One in question

· Print detail: Default

· Complete/Incomplete/All: Default

· Active units only: Default
	· Narrow down search for missing products when discrepancy between physical and computer count


	Procedure: Other Reports
	


	Step
	Action

	1.
	Open session of LIVE ABOX, Roll and Scroll.

	2.
	Answer prompts according to Table below:


	Report
	Shift
	Function
	Printer
	Action Prior to Report
	Answers to prompts

	Release Expired Crossmatch
	Night
	BEC
	NA
	· Reconcile BBR 1

· Make sure all Pre-Op 5 day Extensions have been made

· Extend Exp. Date on all Auto Clots
	· Hospital ID: RV

· Location: Default

· Confirm: Y

	Issue Final Report
	Day
	BIF
	NA
	· Reconcile BBR 5 report against Transfusion Record forms
	· Hospital : Default

· Area: Default

· Component Types: Default

· Confirm: Y

	Outdate units to OD
	Day
	BEU
	NA
	· Ship Out all consigned products
· Discard all thawed products
	

	Pending Log
	All
	PL
	912
	None
	· Start Date: T-7

· Start Time: Default

· End Date: T

· End Time: default

· All Specimens

· Hospital: RV, SS Worksheet: RVBB

· Lab Locations: Default

	Interim Report
	All
	IRA
	912
	· File Test Results
	· Hospital: RV or SS

· MR#  or Acc # 
· Date

· Acc number: ??
· Pick Acc # from list


   





Continued on next page
	Procedure: Reconcile Products Issued
	


	Step
	Action

	1.
	Check each unit on the BBR 5 report against the Transfusion Record form saved at time of issue.

	2.
	

	
	
	If:
	Then:
	

	
	
	All units on BBR5 match up with a Transfusion Record form and there are no Transfusion Record forms that are not accounted for units on BBR5 report.
	OK to run BIF report
	

	
	
	Units on BBR5 report that have no Transfusion Record form saved at time of issue.
	· Check inventory in appropriate storage unit for product

· If unit located, return was not recorded in computer.  Blood Status Update the unit according to return information recorded on bottom of the Transfusion Record form attached to unit.
· If unit is not located in inventory, check Blood Navigator in EPIC to see if product was transfused. If unit was transfused, status is OK. If unit was returned, use Blood Status Update to change status to DS.
	

	
	
	Transfusion Record for units that are not on BBR5 report
	· Check BIQ to see status of unit. If returned, discard Transfusion Record. No additional action is necessary.

· Check Media Manager to see if product was transfused using Downtime. If transfused, issue the unit in Blood Product Issue using the issue information recorded on Transfusion Record form.
	

	
	

	3.
	After all units have been reconciled. Run BIF report.
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	Procedure: Processing Expired units
	


	Step
	Action

	1.
	Consult BBR 4 report to identify units that are expired but still in Inventory.

	2.
	Locate the units and place them on the Quarantine shelves in the respective storage devices.

	3.
	All consigned units (RBC and platelet products) MUST be returned to the supplier for final disposition.

	4.
	

	
	
	If:
	Then:
	

	
	
	Consigned Unit
	· Fill out Return slip

· Ship Out the unit to the supplier using Blood Status Update procedure

· Move the unit to the Return shelf in the respective Storage Device
	

	
	
	Thawed product that has expired
	· Use Blood Status Update procedure to change the status to DS using appropriate RE code.
· Discard the unit in the Biohazard trash
	

	
	
	Autologous, Designated donor or Neonatal stock unit that has expired
	· No additional action needed
	

	
	

	5.
	After all consigned and thawed products have been processed, run BEU report.
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	Procedure: Patient/Unit Pending Report
	


	Step
	Action

	1.
	Compare the units ordered to the units allocated on each accession number.

	2.
	

	
	
	If:
	Then:
	

	
	
	Match
	No action needed
	

	
	
	Units ordered is greater than units allocated 
	· Check orders to see if additional units need to be added.

· If so, Add.
· If not, make sure that a BBCNC has been added to explain reason.  DO NOT replace previous comment Add new BBNC if needed.
	

	
	
	Units allocated is greater than units ordered
	· Check orders including ADDXM and comments.
· If orders account for all allocated units, increase UO.

· If orders DO NOT account for all allocated units, release units and credit charges for units with compatibility results other than UREL.
	

	
	

	3.
	Initial report and place on bottom shelf of black stacking tray.


	Procedure: Release Expired Crossmatch
	


	Step
	Action

	1.
	Remove the Blood Bank Armband slips from the active file that were drawn more than 3 calendar days ago and do not have Pre-Op extension statements.

	2.
	Are there any Autologous units on report?

	
	
	If:
	Then:
	

	
	
	No
	Then proceed to step 3
	

	
	
	Yes
	· Manually release any allogeneic unit(s) allocated to the accession number in Blood Order Processing.
· Change the EXX date of the Accession number to the expiration date of the Autologous unit that expires first.
	

	
	


	3..
	Compare all the names on the BBR 1 report to these slips.

	
	
	If:
	Then:
	

	
	
	All the names on the list match a slip that is due to expire
	Continue to step 4
	

	
	
	There are names on the report that do not have a slip due to expire
	· Locate the slip in the active file.  
· Add slip to pile or update expiration date of specimen in computer, whichever is appropriate.
	

	
	

	4.
	Use BBR1 report to locate units to be released.

	5.
	Remove unit tag from unit.

	6.
	Place unit on appropriate Inventory shelf in refrigerator, in chronological order, oldest unit in front

	7.
	Check unit tags off of BBR1 report.

	8.
	Discard unit tags in Shred-It trash.

	9.
	Run report BEC.


	Procedure: Inventory Reconciliation
	


	Step
	Action

	1.
	Do physical inventory count of each product by blood type, include crossmatched and inventory products.

	2.
	Compare count to BBR13 report.

	
	
	If:
	Then:
	

	
	
	All counts match
	No additional action needed. Proceed to step 9.
	

	
	
	Discrepancy in one or more products
	Run BBR2 report for component and blood type in question.
	

	
	

	3.
	

	
	
	If:
	Then:
	

	
	
	Physical count is less than BBR13 report
	A unit has either been issued or returned that was not recorded in the computer.
	

	
	
	The physical count is greater than the BBR13 report
	A unit has been received that has not been entered into inventory.
	

	
	

	4.
	Check off each unit number in inventory on BBR 2 report.

	5.
	Whichever unit is either on report but not in inventory or in inventory but not on report is the unit whose disposition needs to be fixed.


	6.
	Use the unit number from above investigation and locate the following documentation:

	
	
	If:
	Then:
	

	
	
	Physical unit missing
	Issue Log or Return Document
	

	
	
	Extra unit physically present
	Shipping document
	

	
	

	7.
	Update disposition of unit in Blood Product Entry, Blood Product Issue or Blood Status Update as indicated.

	8.
	If unable to reconcile problem, leave note for Day shift.

	9.
	Initial Clerical Report checklist.

	10.
	File report in lower shelf of black stacking tray.


	Related Documents
	· Entering Results in Blood Order Processing

· Blood Product Entry 

· Blood Product Issue
· Blood Status Update
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