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	Standard Work Sheet

	purpose: Summary of Tasks completed on overnight shift at University blood bank
	process:  UHBB Standard tasks


	Rev. #1,      Date 9.12.19
	Document Owner: IUH BB Overnight Specialists



	Step
	Description: 


	Key Point / Image / Reason
	Who
	Time 

	Note: 

	1
	Specimen management
	Send back specimens from the day before
 
	UHBB Overnight Team
	NA

	2
	Take down surgery and expired crossmatches from assigned shelf


	Surgery blood to be taken down

Remove blood on all patients that has an expired crossmatch

Take blood down on patients with antibodies, when the T and S expires.  Forwarded these antigen negative units to RH to hold for a new T and S on the patient OR once released from the patient these may be used for another patient.


	UHBB Overnight Team
	NA

	3
	Releasing blood/Counting inventory
	a. Remove transfusion slips from all blood and place in a pile to be taken down in release products after surgery schedule is checked.  
b. Sort all blood into respective ABORH types and then sort by expiration date
c. Return units to their respective shelf in the correct expiration date order
d. After all the blood that was taken down is in the refrigerator count the units and fill out the blue inventory sheet.  While counting make note of any short dated products that are <3 days until expiration on the short dated inventory sheet (found behind blue sheet on clipboard).
e. After all the blood has been counted on blue inventory sheet,write down what needs to be ordered in the box next to the current count based on the suggested minimum inventory (number following ABORH on blue sheet). 

	UHBB Overnight Team
	NA

	 4
	File/Send all paperwork to RHBB
	a. File all the paperwork that was done from the previous day and all paperwork pulled from surgeries in the accordion file.
b. Make sure to remove paperwork that says voided, cancelled, discontinued and set aside to be sent as a group
c. Send the unsigned dispense forms that may have been filed from previous shifts to RH
d.
Send all paperwork to RHBB 

1. Completed paperwork from previous day

2. All signed delivery slips 

3. All discontinued, voided, cancelled sheets

4. All Credit IRR sheets

5. Signed transfusion slips 

6. Blue inventory sheet from previous day
7. Completed Cooler Log

	UHBB Overnight Team
	NA

	5

5
	Surgery Schedule

Surgery Schedule (continued)
	a. Print surgery schedule in report builder by choosing location 
b. After report is printed go through each patient in Patient Product Inquiry and record if patient has a current type and screen, available xmatched units, Presurgical/90 day disclaimer on file, Antibodies, etc.  
c. Next pull the Cerner paperwork for the date being processed from the back of the alphabetical file. Separate these surgery blood orders alphabetically.  
d. Using the surgery schedule, as needed, move blood in the fridge from Next day surgery/auto & DD shelf to corresponding alphabetical shelf.  

e. Using the surgery schedule, document the patients with presurgical samples on a half sheet of paper.  

f. Send half sheet of paper to RH that has any missing units that need to be sent over to satellite, any patient that has antibodies ask if any units are reserved, missing Presurgical paperwork, etc.  


	UHBB Overnight Team
	NA

	6
	QC  
	Complete the QC which is assigned monthly.  
	 UHBB Overnight Team
	NA

	7
	Testing Workload
	Complete work as it comes in.  
· STAT work 1st

· Routine work may be completed, or if necessary, left to be tested the next shift

	UHBB Overnight Team
	NA

	8
	Massive Transfusion Protocol or Liver Transplant Support
	Respond to any MTP requests from clinical staff.  

Respond to activation of Liver Transplant Protocol per SOP.  

Replace the emergency cells for requesting departments.

	UHBB Overnight Team
	NA

	9
	Schedule for Solo Staffing at UHBB
	UHBB is solo staffed during Overnights.

However, if the tech feels overwhelmed or needs support then they should call RHBB.  A staff member from RHBB may come over from RH to UH to support the tech in the workload management.  

This shift is a “straight 8 hours” with no meal break, due to solo staffing.  However, the staff member may take a break in the designated area while on the clock.  

If the tech needs to leave the area, then place a notice on the doors of the blood bank window for how to reach the Blood Bank when the tech has stepped away for a moment.  


	UHBB Overnight Team
	NA


	Page 5 of 5
	
	 



