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	Ridgeview Medical Center Laboratory Services
	Blood Bank
	Effective Date: 2/1/2011


Purpose
The purpose of this procedure is to provide instructions for the transfer and receipt of leukoreduced red cells, RhoGam, and patient specimens between Ridgeview Medical Center Blood Bank and Two Twelve Medical Center.

STAT Deliveries


When urgent deliveries are required from RMC, contact Carver County Sheriff –- 952-361-1231.
Stock Levels at Two Twelve Medical Center

4 O Negative Leukoreduced Red Blood Cells

· Stock on hand should be returned to RMC Blood Bank for replacement no less than 7 days prior to expiration
3 Doses RhoGam

       ▪    Stock on hand should be returned to RMC Blood Bank for replacement no less than one month prior to 


expiration.

Product Transfer Procedure
Four O Negative leukoreduced red blood cells should be sent to Two Twelve Medical Center as needed to maintain stock levels as follows:

•Prior to transfer procedure, complete Preparation of Units for Emergency Issue procedure•

	Step
	Prompt
	Action

	1.
	Per MBC protocol, remove 2 gel packs from freezer 20-30 minutes prior to packing units in MBC boxes. 

	
	Transfusion: Inventory Module

	2.
	FILE (on tool bar)( New( Transfer

	
	                                      New Transfer window

	3.
	Location
	TTBB or RMC BB (transfer to location)

	4.
	Transfer Means
	R (Runner) or P (Patrol)

	5.
	Transfer Reason
	R (Routine) or E (Emergency)

	6.
	OK
	Click

	
	Transfer window (Transfer send fields will be filled in)

	
	Transfer Items field at bottom of window

	7.
	Type
	P

	8.
	Item ID
	RBC

	9.
	RBC
	Double click 

	
	                                           Send Component window

	10.
	With cursor in bar code field
	Scan unit number barcode of O Negative unit to be transferred

	11.
	ACCEPT
	Click to move unit information to bottom grid

	12.
	Additional units 
	Repeat Steps 10 & 11 for subsequent units

	13.
	OK
	Click

	
	                                       Transfer Items window

	14.
	Qty Transferred field
	Number of units to be transferred will now be filled in

	15.
	Comment field
	Type “ Packed per MBC”

	16.
	Transfer on top tool bar( Packing Slip
	Click

	17.
	Printer icon 
	Click to print

	18.
	CLOSE
	Click

	
	                                        Transfer Send field

	19.
	Transfer Send Complete box
	Check 

	20.
	SAVE icon
	Click and close

	21.
	Per MBC protocol, remove 2 gel packs from freezer 20-30 minutes prior to packing units in MBC boxes. (Gel packs required – 1 gel pack per 5 units of blood, minimum of two gel packs per box.) Place warmed gel packs on top of the units.
Remove unit(s) from the Blood Bank and visually inspect for acceptance.

If temperature is out of range or unit is hemolyzed or abnormal in appearance, place unit in Quarantine area of Blood Bank until resolution or disposition.

	22.
	MBC Record of Return/Transfer form
	Fill out as follows:
Sending Facility: RMC or 212  

Sent to:  212 or RMC
Unit Number:  Record complete #, including check digit

Component: Record Standard Product Code

ABO/Rh: Record type and Rh

Expiration Date/Time: Record expiration date

Reason for Return:  Choose appropriate reason from list

Packed by: Tech name( first initial & last name)
Date:  Date of return

Time: Time unit was packed

	23.
	Pack unit(s) per MBC protocol. 

	24.
	Place pink copy and the Packing Slip on top of the styrofoam cover.

Retain yellow and white copies here in “212 Transfers” folder.

	25.
	Call the RMC courier to bring box to destination


Receipt of Product Transfer
	Step
	Prompt
	Action

	1.
	When blood arrives, the temperature of red blood cells must be taken and recorded by placing the thermometer probe between the units and waiting for the temperature to stabilize.

	2.
	On the Record of Return/Transfer form, fill in the following information:

· Checked in by: First initial and last name
· Date:

· Time:

· Temp:

· Appearance: “OK” or any condition noted
· Comments:  Enter the reason from the “Reason For Return” list

	3.


	Check off units on Packing List.  Report any discrepancies or shipment temperature failures to RMC immediately by phone. In the case of a temperature failure or the product does not meet appearance guidelines, the component should be placed in quarantine until the problem is resolved or the product is disposed of.
                                    Acceptable Temperature Range:  1-10° C

	
	HBB ( Inventory Module

	4.
	File( Open ( Transfer
	

	5.
	Transfer ID field
	Enter Packing Slip Number from white HBB packing slip

	6.
	Enter or Query
	Click

	
	Transfer Items window

	7.
	Item ID=RBC
	Double click on RBC

	
	                                       Receive Component window

	8.
	With cursor in barcode field
	Scan unit number

	9.
	Visual Inspection box
	Click to check

	10.
	ACCEPT
	Click to move unit information to the bottom grid

	11.
	Additional units
	Repeat steps 8 and 9 for additional units

	12.
	OK
	Click

	
	                                         Transfer Receive window

	13.
	Transfer Receipt Complete box
	Check

	14.
	Save icon
	Click and close


Rh Immune Globulin-Transfer Derivative Procedure
	Step
	Prompt
	Action

	
	Transfusion: Inventory Module

	1.
	FILE (on tool bar( New( Transfer

	
	New Transfer window

	2.
	Location
	TTBB or RMC BB (transfer to location)

	3.
	Transfer Means
	R (Runner) 

	4.
	Transfer Reason
	R (Routine)

	5.
	OK
	Click

	
	                                               Transfer window

                                   (Transfer send fields will be filled in)

	
	                              Transfer Items field at bottom of window

	6.
	Type
	D

	7.
	Item ID
	RHIG

	8.
	Comment field
	Enter “packed correctly”

	9.
	RHIG
	Double click 

	
	                                           Send Derivative window

	  10.
	Lot Number field
Manufacturer

Quantity
	Enter lot number of product
Enter manufacturer (Ortho)

Enter quantity

	11.
	OK
	Click

	
	                                                    Transfer window

	12.
	Qty Transferred field
	Number of doses to be transferred will now be filled in

	13.
	Transfer on top tool bar( Packing Slip
	Click

	14.
	Printer icon
	Click to print

	15.
	CLOSE
	Click 

	
	                                                   Transfer Send field

	16.
	Transfer Send Complete box
	Check 

	17.
	SAVE icon
	Click and close

	18.
	Place RhoGam in biohazard bag, label “212”, place in Blood Bank and call courier to deliver.


RhoGam Receipt – Derivative Transfer Receipt

	Step
	Prompt
	Action

	1.
	Confirm quantity received and expiration date. Check off product on Packing List.  
Report any discrepancies to RMC immediately by phone.

	
	HBB ( Inventory Module

	2.
	File( Open ( Transfer

	3.
	Transfer ID field
	Enter Packing Slip Number from white HBB packing slip

	4.
	Enter or Query
	Click

	
	                                                Transfer Items window

	5.
	Item ID=RHIG
	Double click on RHIG

	6.
	Qty. Rec.
	Enter number of doses received

	7.
	OK
	Click

	
	                                              Transfer Receive window

	8.
	Confirm that quantity transferred = quantity received

	9.
	Transfer Receipt Complete box
	Check 

	10.
	SAVE 
	Click and close


Specimen Transfer 

Record Specimen and Record Check must be completed prior to start of transfer process.

	Step
	Prompt
	Action

	
	Transfusion: Inventory Module

	1.
	FILE (on tool bar( New( Transfer

	
	                                           New Transfer window

	2.
	Location
	TTBB or RMC BB (transfer to location)

	3.
	Transfer Means
	R (Runner) or P (Patrol)

	4.
	Transfer Reason
	R (Routine) or E (Emergency)

	5.
	OK
	Click

	
	Transfer window (Transfer send fields will be filled in)

	
	Transfer Items field at bottom of window

	6.
	Type
	S

	7.
	Item ID
	Leave blank and double click in this field

	
	                                           Send Specimen window

	8.
	With cursor in bar code field
	Scan accession number of tube to be transferred

	9.
	ACCEPT
	Click to move specimen information to bottom grid

	10.
	Additional specimens
	Repeat Steps 8 & 9 for subsequent specimens

	11.
	OK
	Click

	
	                                       Transfer Items window

	12.
	Qty Transferred field
	Number of specimens to be transferred will now be filled in

	13.
	Transfer on top tool bar
	Packing Slip opens

	14.
	Printer icon 
	Click to print

	15.
	CLOSE
	Click

	
	                                        Transfer Send field

	16.
	Transfer Send Complete box
	Check 

	18.
	SAVE icon
	Click and close

	17.
	Place specimen in bubble bag and a biohazard bag. Place packing slip in bag and send with courier to be delivered.


Receipt of Specimen Transfer

	Step
	Prompt
	Action

	
	Transfusion: Inventory Module

	1.
	FILE (on tool bar( Open( Transfer

	2.
	Transfer ID field
	Enter Packing Slip Number from white HBB packing slip    

	3.
	Enter or Query
	Click

	
	                                              Transfer Items window

	4.
	Type
	S

	5.
	Item ID
	Double click in this empty field

	6.
	With cursor in bar code field
	Scan accession number of tube being received

	7.
	ACCEPT
	Click to move specimen information to bottom grid

	8.
	Additional specimens
	Repeat Steps 6 & 7 for subsequent specimens

	9.
	OK
	Click

	
	                                                    Transfer window

	10.
	Transfer Receipt Complete box
	Click to check

	11.
	SAVE
	Click and close


Safety

Refer to Laboratory Procedure #4002-1:  Infection Control and Laboratory Safety Hygiene Procedure and all other safety policies for the lab.

Related Documents
Record of Return/Transfer form

Packing slip
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