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	Ridgeview Medical Center Laboratory Services
	Blood Bank
	Effective Date:  9/2008

	Purpose 
This procedure provides instructions for receiving deliveries of reagents, derivatives, and accessories and entering necessary information into Horizon Blood Bank.  Reagents must be entered into HBB and the paper log book before use.


	Procedure

	1.
	Reagents, derivatives, and accessories are unpacked and delivered to Blood Bank by lab assistants.

	2.
	Upon receipt, blood bank tech examines all reagents and Rh Immune Globulin for abnormal appearance, cloudiness, or turbidity and places refrigerated reagents and derivatives in the “Reagents to Enter in Computer” bin on the bottom shelf of the blood bank. This is to be accomplished as soon as possible after delivery.  The magnet from this bin is then placed on the white board in the “Reagent/Accessory Status” box.

	3.
	Accessories are placed in the “Accessories for Computer Entry” bin.  The magnet from this bin is placed on the white board in the “Reagent/Accessory Status” box.

	4.
	Saline cubes are stored in the work area. A note is to be placed in the “Reagent/Accessory Status” box indicating the date received, lot number, expiration date, and quantity.

	5.
	Lead tech or assistants are to record all supplies in the Reagent Log Book and perform the following as soon as possible:

	
	Transfusion:  Inventory Module

	6.
	File(on tool bar)( New ( Delivery

	7.
	Supplier drop down box
	Scroll to correct manufacturer or type name

	
	                                                     Delivery window

	8.
	Type field
	Enter  G (reagent)

          D (derivative-RHIG)

          A (accessory-Component recipient set, plasma                                                                            
                transfer set)

	9.
	Item ID field
	Use binoculars (OK
*If Albumin is received( choose Albumin
                                                          &

                                                       ALB-QC
*If LISS is received( choose LISS
                                                  &

                                                 LISS-QC
In Steps 10 & 12, enter identical information for both product and product-QC.


	10.
	Quantity
	Enter number received

	11.
	Place cursor in Item ID field
	Double-click 

	
	                                               Reagent Receipt window

	12.
	Required fields:

· Manufacturer

· Lot. No.

· Expiration Date

· Rec’d Directions for Use

· Rev. to Package Insert?

· Visual Inspection

· Quantity Received

                  
	Enter manufacturer
Enter lot number

Enter expiration date
( Y

( N (unless revision sheet rec’d)

( Y

Enter number received
       Continue with Step 15

	                                                      Derivative Receipt window (Rh Immune Globulin)

	13.
	Required fields:

      ▪   Manufacturer

      ▪   Lot No.

      ▪   Expiration Date

      ▪   Unit Size ((g)
      ▪   Rec. Qty.
                              
	Enter manufacturer

Enter lot number

Enter expiration date

Enter unit size 
Enter received quantity

    Continue with Step 15

	                              Accessory Receipt window (Component Recipient Sets, Plasma Transfer Sets)

	14.
	Required fields:

      ▪   Manufacturer

      ▪   Lot No.

      ▪   Expiration Date

      ▪   Rec. Qty.

      ▪   Comment                         
	Enter manufacturer

Enter lot number

Enter expiration date

Enter received quantity

Enter “Acceptable for Use”
    Continue with Step 15

	15.
	OK
	Click

	
	                                                     Delivery window

	16.
	Receipt Complete box
	Click to check

	17.  
	SAVE icon
	Click and close
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