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

	Purpose 

The purpose of this procedure is to provide instructions for returning products to supplier, receiving credit for returned or discarded products, and discarding units.
Products

Leukoreduced red blood cells

Fresh frozen plasma, frozen plasma
Apheresis platelets

	Routine Returns Procedure
Step

Action

1.

Day shift and Evening shift Blood Bank Tech to check blood bank for units to be returned and credited according to the following guidelines:
Component
Return Guidelines

Leukoreduced red blood cells

Red blood cells
Types A+/A- and O+/O-

Units > 3 days may be returned

Units ≤ 3 days will be charged

Units consigned for a patient with ≤ 3 days will not be charged if not used

Types B+/B- and AB+/AB-

Units > 10 days  may be returned

Units ≤ 10 days will be charged

Units consigned for a patient with ≤ 10 days will not be charged if not used

***Any component issued by MBC with a short-dated sticker will not be charged to the hospital if the unit outdates***

Discard the unit, report the disposition and request credit on the discard report.
***Modified components (washed, irradiated APH, volume reduced, etc.)

Not acceptable for return, credit will not be issued.

The only modified component that may be returned is irradiated red blood cells if they meet the component return guidelines.
Apheresis Platelets

Units > 48 hours to expiration may be returned

Units < 48 hours to expiration( contact Hospital Services.

        If unit can be used, it will not be charged.

        If unit cannot be used, it will be charged

Units < 24 hours to expiration will be not be accepted.
Apheresis Platelets– Reserved for a patient, with yellow sticker, per hospital request

· HLA matched, Special Typing P1A1, Crossmatched

Sent when available, charged if not used

If used by alternate hospital( collection fee of $250 + special fees (HLA, crossmatching, irradiation) charge to requesting hospital, receiving hospital charged $250

All fees associated with units imported to meet a patient’s specific need are passed on to hospital
Frozen Plasma Components

Units > 3 months may be returned

Units ( 3 months will be charged
Pediatric Blood Cells (Quint/Quad bags), Granulocytes, Buffy Coats, Modified Components(Washed, Deglycerolized, Pooled)

Discard at RMC and charged

Report disposition to MBC

Any component not available through MBC
MBC physician consulted for alternative
If suggested alternative is not used, charged full cost of component

If no alternative, MBC assumes cost of imported component

2.

Morning Blood Bank Tech confirms order and units to be returned.

3.

Pull units from the bank and proceed as follows.
Computer Steps

	Step
	Prompt
	Action

	
	                                               Returns to MBC

	1.
	· Log on to MBC Order Assist( Name and password
· Go to RETURNS( Browse inventory to locate units (Reason for return=INV)

· Click Add to Return List
· Print Record of Return/Transfer Sheet 

· Check MBC-M box

· Hospital Staff section( Add signature, date, time to ensure credit for all components

                                               * See attached example*

· Make a copy of this form and place in the Record of Return/Transfer folder.

Place the original in the box with units to be returned.

	
	Alternate PaperMethod (when Order Assist is not functioning):

· Complete the Record of Return/Transfer form

· Complete form entirely, including tech signature, to ensure credit for all components

      *See attached example*

Retain the pink copy for RMC records and place the yellow and white copies in box.  

	2.
	Pack units in MBC box according to MBC Resource Guide.

	

	1.
	Transfusion: Inventory Module

	2.
	FILE (on tool bar)( New
	Select  Shipment

	3.
	Request by:

	Tech initial( Tab

	4
	Request Priority
	Routine(Tab

	5.
	Supplier window
	Type “MBC” or Click FIND and scroll

	6.
	Due Date
	D (today’s date)→ Tab

	7.
	Time

	T (current time)→ Tab

	8.
	Reason

	RE (Return) from drop down box

	9.
	OK

	Click


	
	Shipment Profile Window

	10.
	Shipped Date
	D (today’s date) ( Tab

	11.
	Ship Time

	T (current time) ( Tab

	12.
	Freight

	Tran from drop down box


	13.
	Shipped by 
	Tech Initials

	Shipment Items Window

	14.
	Type

	Click, enter P (product) → Tab

	15.
	Item ID field 
	Use Binoculars and find product

	16.
	OK
	Click


	17.
	Quantity field
	Enter number of units to be returned

	18.
	Item ID field
	Double-click


	19.
	Remove unit from the bank, verify by visual inspection the component’s acceptability to be returned.   Three attached segments are not required to return red blood cells.
With cursor in barcode window, scan unit number.

	20.
	ACCEPT
	Click (to accept to lower grid)

	
	                                Repeat Step 19 and 20  for remaining units to be returned

	21.
	OK
	Click

	22.
	Shipment Complete box
	Click to check

	23.
	SAVE icon
	Click and close window


QUALITY ISSUE RETURNS
If a quality issue has been identified, place unit in Quarantine area of the blood bank and proceed (
	Step
	Action

	1.
	Speak to MBC Hospital Services describing the situation.

	2.
	If they direct us to return the unit, complete the Record of Return/Transfer form for this unit. The unit must be packed in a separate box from routine returns.

· Unauthorized returns will be discarded and no credit  issued

· If this form is not properly completed, credit will not be issued.

	3.
	The RMC tech must complete this form entirely and sign their complete name.

	4.
	Retain the back pink copy for the RMC records.  Place the form in the box with the returned components.

	5.
	Pack according to Memorial Blood Centers Resource Guide, Component Packing Standard Operating Procedures. Follow instructions for size of order and type of product. Blood must be shipped in an approved MBC box.  

	6.
	If MBC instructs us to discard the unit in question, see Credits, below.

	7.
	If credit is to be requested for the components, complete the Hospital Request for Credit Report.  Record all the information required including the component number, the component code, and the reason for the request for credit.  Fax a copy to MBC and file the original in the drawer.


CREDITS
Credit may be received for broken or expired components received with a short-dated tag by completing the Record of Return/Transfer form. Different reasons may be included on the same form. If a Memorial Blood Center hospital service’s member has instructed us to discard the unit in question, document the conversation on this form.  

Credits may be received for the following reasons:

· Units with clots, positive DAT, hemolysis, abnormal color.
· Units from donor that have post-donation information requiring the unit to be discarded.

· Product breaks during thawing.
	Step
	Action

	1.
	Fill out the Hospital Request for Credit form completely: 

· Sending Facility name 
· Month and year
· Unit number, component type, reasons - short date, out of temperature, broken, MBC request, any comment and tech initials.  The different MBC Request reasons are listed on the bottom of the form.

	2.
	Fax completed form to MBC and file the original in the drawer.


Note:  In some cases, we may receive a request for documentation of the disposition of a unit after it has been discarded.  MBC will fax or mail this form, which must be properly completed and returned.
DISCARDS
Components remaining in the inventory that have expired; RBC, FFP and CRYO returned greater than 30minutes after issue; platelets returned greater than 30 minutes from issue and deemed unsuitable for              re-transfusion; broken or punctured components or any component found unsuitable for transfusion will be discarded in a proper biohazard container. 

Computer Steps to Discard a Component
	Step
	Prompt
	Action

	1.
	Components (on tool bar)(


	Select Discard 

	2.
	Reason Window
	Click drop-down box  and select reason for discard

	3.
	Comment
	Enter comment if needed

	4.
	Barcode field
	Scan unit # and SPC

	5.
	Accept
	Click- do not scan barcode- “ACCEPT” (to accept to lower grid)

	6.
	Repeat steps 4 & 5 until all units have been scanned.

	7.
	OK
	Click

	8.
	“Are you sure you want to discard the component”
	Click “Yes”

	                                                Discard the unit in appropriate biohazard container.

	Safety

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


	Related Documents

	Receipt of Product Deliveries

	Shipping to Area Hospitals

	Record Of Return/Transfer Form – Memorial Blood Centers
Hospital Request for Credit Form

Unsuitable Blood Components
Memorial Blood Centers Resource Guide
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