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1.0
Purpose
To define shift responsibilities in order to allow for the efficient operation of the Blood Bank department and ensure completion of task in a timely manner

2.0
Scope
Quality patient care and safe transfusion practice are dependent on the efficient flow of work through the department.  Accuracy and proficiency are directly related to a well organized operational system.  This procedure designates responsibilities assigned to various shifts in order to ensure the efficient operation of the Blood Bank.

3.0
Procedure
The Blood Bank Supervisor compiles a list of specific Blood Bank duties that are required to be completed when working on specific shifts.  See attachment to this procedure.

4.0
Procedure Notes
The Blood Bank Supervisor, Lead Technologist, or designees direct work activity as necessary.  Additional duties are assigned as required.

5.0
Limitations of Procedure
In cases of trauma, emergency, operative schedule, heavy workload, etc., the staff uses judgment in performing routine duties. EXCEPTION: CMR MUST BE performed every night at the start of third shift. In cases where designated duties are not performed due to extenuating circumstances, the Blood Bank Supervisor or Lead Technologist must be informed.  The Blood Bank Supervisor or Lead Technologist reassigns Blood Bank operations as necessary. 
6.0
References
6.1
Roback, John D., Ed Technical Manual, 18th ed. Bethesda, MD American Association of Blood Banks, 2011

6.2
Standards for Blood Banks and Transfusion Services, 30th ed. Bethesda, MD: American Association of Blood Banks, 2016
7.0 
Attachments/Appendix/Forms/Documents

7.1
Attachment 1: Designation of Shift Responsibilities


7.2
BB01-022 Form A: OR blood tracking form


7.3
Attachment 2: Designation of Shift Responsibilities Elkins Park
7.4        BB01-022 Form B1: End of Shift Report
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Attachment 1

Designation Of Shift Responsibilities
EMCP

	DAY SHIFT

	1.
Check staff attendance and make changes as needed

	2.
Read communication log and initial
3.          Receive shift report from 3rd shift and circle “Yes” on the report. The items below the “line” are key subjects that will prepare the next shift to do their jobs efficiently and effectively. This MUST be passed to the next shift verbally. By circling “yes” 1st shift is verifying that 3rd shift has passed shift information onto them.

4.          Complete all tasks that are listed under 1st shift. Initial that each task has been completed. All task listed MUST be initialed verifying that it has been completed. If task are not completed the entire shift will be held accountable. Use the comments area for anything important that you feel the next shifts need to know. NOTE: Get task done as soon as possible, this will help with unexpected situations.)         
5.         Perform daily temperatures for all equipment (BBQC02-001)

	6.
Sunday through Thursday perform an inventory count. Enter inventory and number of each blood product needed to bring inventory up to optimal levels for next routine delivery on Inventory Form BB04-002 Form A. Attach form to the Inventory Board for 2nd shift.

	7.
Run Quality Control samples on the ProVue (BBQC01-004)

	8.
 Lead Technician/Supervisor- 
Review antibody identification panels, transfusion reaction workups, antigen typing record, refrigerator charts, Patient Work Activity Reports.
Investigate events related to Occurrences product wastage, specimen rejection and PSN reports Follow up with ARC Reference testing/send out investigations and patient charging. 

	9.
Process incoming shipments of blood (BB03-002)

	10.
Inventory supplies and reagents – give order to supervisor/Lead Technologist

	11.
Ensure all reagents are unpacked and entered in the Materials Receipt Log

	12.
Review WCP at the beginning, middle and end of the shift

	13.
Review OR schedule as per BB08-16. 

	14.
Coordinate and monitor break periods to ensure adequate staff levels at all times.

15.
Resolve any outstanding problems/situations.
Communicate and follow thru on 3rd shift pending cases and make report to 2nd shift of work to be passed on, and whether there is blood still in the OR that needs to be returned.
16.
Remove reports from printer and file accordingly.

17.        Print USR (7 days) and resolve any issues

16.        Order in products as needed to replenish inventory and anticipate need for next shift.

17.        Check to see if there are units still crossmatched from previous day of surgery. Please make available and notify supervisor. If patient has antibodies keep tagged for patient until specimen expires.
18.        Check fax machine throughout the shift for important notifications ( withdrawals, preliminary reference results, Rhogam slips etc……)

19.        Pass shift report onto to 2nd shift and have a representative circle “Yes” verifying that shift report has been received. NOTE: One representative is sufficient as they are required to communicate the information to the rest of their shift.


	


	EVENING SHIFT

	1.
Check staff attendance and make changes as needed.

	2.
Read communication log and initial.
3.         Receive shift report from 1st shift and circle “Yes” on the report. The items below the “line” are key subjects that will prepare the next shift to do their jobs efficiently and effectively. This MUST be passed to the next shift verbally. By circling “yes” 2nd shift is verifying that 1st shift has passed shift information onto them.

4.          Complete all tasks that are listed under 2nd shift. Initial that each task has been completed. All task listed MUST be initialed verifying that it has been completed. If task are not completed the entire shift will be held accountable. Use the comments area for anything important that you feel the next shifts need to know. NOTE: Get task done as soon as possible, this will help with unexpected situations.)         

	3.
Review OR schedule for add on cases. Ensure specimen availability and perform appropriate testing.  Contact the patient care location if a specimen is required. Change the current day PAT specimen’s expiration date to 3 days.

	
Check availability of blood for cardiac surgery patients. 

	4.
Review Inventory Form BB04-002 Form A located on the Inventory board. If there is a number in the Order column, Create the order for Routine Standard delivery in blood hub for next routine delivery.  NOTE: Adjust the blood order as needed based off of current inventory needs. Submit the order by 2100. Print the Order page and place in the ARC online order invoice binder. Document on the Inventory form BB04-002 Form A, the date & time the order was submitted, initials of tech who placed the order and the Order #. 
5.
Process all blood products received and/or remaining on the unprocessed shelf. (BB03-002).

	6.
Resolve any outstanding problems/situations.

Communicate and follow thru on 1st shift pending cases and make report to 3rd shift of work to be passed on, and whether there is blood still in the OR that needs to be returned.

	7.
Coordinate and monitor break periods to ensure adequate staff levels at all times.

	8.
Review WCP at the beginning, middle and end of the shift.
9.
Print USR for second shift and resolve any issues.
10.
Order in products as needed to replenish inventory and anticipate need for next shift.

11.
Release blood back into available inventory that has been returned from the days OR surgeries. If patient has antibodies keep tagged for patient until specimen expires.

12.
Call OR charge nurse to find out if there is blood in the OR refrigerator. If there is blood to be returned to the blood bank an OR Tech will return blood back to the blood bank. The OR tech and Blood bank tech will fill out BB01-022 Form A as applicable. NOTE* if there are still cases going on and therefore blood still in the OR, shifts will pass this onto the next shift for recovery to avoid blood being left in the OR refrigerator.
13.       Check fax machine throughout the shift for important notifications (withdrawals, preliminary reference results, Rhogam slips etc……)

14.        Pass shift report onto to 3rd shift and have a representative circle “Yes” verifying that shift report has been received. NOTE: One representative is sufficient as they are required to communicate the information to the rest of their shift.



	

	


	NIGHT SHIFT

	1.
Perform Crossmatch Release Function (see instructions below) – will be assigned to a technologist cross-trained in Blood Bank, but not assigned in Blood Bank for that night. (Routinely this is the technician assigned to Microbiology).

	3.
Read communication log and initial.
4.          Receive shift report from 2nd shift and circle “Yes” on the report. The items below the “line” are key subjects that will prepare the next shift to do their jobs efficiently and effectively. This MUST be passed to the next shift verbally. By circling “yes” 3rd shift is verifying that 2nd shift has passed shift information onto them.
5.          Begin a new shift report for the day.  Complete all tasks that are listed under 3rd shift. Initial that each task has been completed. All task listed MUST be initialed verifying that it has been completed. If task are not completed the entire shift will be held accountable. Use the comments area for anything important that you feel the next shifts need to know.  NOTE: Get task done as soon as possible, this will help with unexpected situations.)         

	6.
Review OR schedule for add on cases. Ensure specimen availability and perform appropriate testing.  Contact the patient care location if a specimen is required. 

	7.
Check availability of blood for cardiac surgery patients. 

	8.
Perform Reagent Quality Control (BBQC01-01) Inspect units of blood for abnormal appearance.  
9.
Process all blood products received and/or remaining on the unprocessed shelf (BB03-002)

	10.
Resolve any outstanding problems/situations.


Communicate and follow thru on 2nd shift pending cases and make report to 1st shift of work to be passed on, and whether there is blood still in the OR that needs to be returned.

	11
Coordinate and monitor break periods to ensure adequate staff levels at all times.

	10.
Review WCP at the beginning, middle and end of the shift.
11.
Print USR and resolve issues.

12.
Put away previous days rack, label new rack for current day.

13.
Order in products as needed to replenish inventory and anticipate need for next shift

14.
Release blood back into available inventory that has been has been returned from the days OR surgeries. If patient has antibodies keep tagged for patient until specimen expires.
15.        Check fax machine throughout the shift for important notifications (withdrawals, preliminary reference results, Rhogam slips etc……)
16.        Pass shift report onto to 1st shift and have a representative circle “Yes” verifying that shift report has been received. NOTE: One representative is sufficient as they are required to communicate the information to the rest of their shift)



	


ATTACHMENT 2
Designation Of Shift Responsibilities

EMCEP

	DAY SHIFT

	1.
Check staff attendance and make changes as needed

	2.
Read communication log and initial

35.
Perform daily temperatures for all equipment (BBQC02-001)

	6.
Print USR and resolve any issues.

7.
Perform an inventory count.  Fax routine ARC order (Tuesday and Friday).

	8.
Run Quality Control (BBQC01-004).

	8.
Process incoming shipments of blood (BBQC03-002).

	9.
Inventory supplies and reagents – give order to supervisor.

	10.
Ensure all reagents are unpacked and entered in the Materials Receipt Log.

	11.
Review Pending at the beginning, middle and end of shift.

	12.
Review OR schedule as per BB08-016.

	12.
Coordinate and monitor break periods to ensure adequate staff levels at all times.

13.
Complete all STAT and routine work.

14.
Resolve any outstanding problems/situations.

15.
Remove reports from printer and file accordingly.

16.
Record review of Exception Reports on Form BB01-022 Form B EP.


	


	EVENING SHIFT

	1. Read communication log and initial.

	2.
Process incoming shipments of blood (BBQC03-002).

	2. Complete all STAT and routine work.

	4.
Resolve any outstanding problems/situations.

	5.
Review Pending at the beginning, middle and end of shift.

	


	NIGHT SHIFT

	1.           Read communication log and initial.
2.          Accept shift report from 2nd shift and initial all required daily task on End of Shift Report.

3.          Put old shift report in Supervisors mailbox for review.

3.          Start new End of Shift Report: Copies are in white file cabinet in folder labeled “Shift Report”. 

	2.
Review Expired and Unit Report and remove any expired units from inventory; complete Wastage Report, if applicable.

	3.
Review Crossmatch Release Report.  If applicable, remove transfusion tags and place units into inventory.

	4.
Process incoming shipments of blood (BBQC03-002). 

	5.
Complete all STAT and routine work.

	6.
Resolve any outstanding problems/situations.

	7.
Review Pending at the beginning, middle and end of shift.

	


CMR REPORT:
The CMR report auto generates at 4 minutes past midnight. It is imperative that the technician assigned to Microbiology attend to this report immediately at the start of his/her shift.

1. Remove CMR report from Printer 29 in the Blood Bank area

2. 
Find the patient’s/units in BB #3 that are listed on the report

3. 
Physically remove units from BB#3 and place on cart

4. 
Using scissors, cut the Transfusion Tag that is attached to the unit of blood

5. 
Place these Transfusion Tags in the HIPPAA bin in break room

6. 
Place the unassigned units back into inventory according to blood type

7. 
Initial and date the CMR report and place on the QA tech’s desk for review

\\
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