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	Standard Work Sheet

	purpose: Summary of Tasks completed on overnight shift at Methodist blood bank (MHBB)
	process:  MHBB Standard tasks


	Rev. #1, Date 09.12.19
	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
 
	MH BB Overnight Team
	NA

	2
	Take down surgery and expired crossmatches from assigned shelf


	Surgery blood to be taken down

1. MPACU

2. Methodist MORC

3. Methodist MASMT

4. Methodist ER blood is taken down if set up greater than 48 hrs

5. Remove blood on all patients that has an expired crossmatch
6. 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.


	MH BB Overnight Team
	NA

	3
	Check pediatric packed cell outdate
	Verify that the pedi packed cell is available.  

Unit should be less than 14 days old.  


	MH BB Overnight Team
	NA

	4
	Verify the units for MEMER and Methodist OR are in-date and do not need to be replaced.
	Review the current “pink” emergency forms. 

If any of the MEMER or Methodist OR need to be replaced, based on the outdate or replace date, then retrieve the units and replace.  

If the dates are acceptable, then make no changes to these units.  


	MH BB Overnight Team
	NA

	5
	Releasing Blood/Counting Inventory
	a. Remove transfusion slips from all blood units and place in a pile to be taken down in release products
b. Sort all blood units 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 the surgery schedule is complete AND 

all the blood that was taken down is in the refrigerator then count the units and fill out the green inventory sheet.   Make note of any short dated products that are <3 days until expiration on the Short Dated Inventory sheet (found behind green sheet on clipboard).
e. After all the blood has been counted on green 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 green sheet). 

	MH BB Overnight Team
	NA

	6
	File/Send all paperwork to RH
	a. File the paperwork that was done from the previous day and all paperwork pulled from surgeries in the alphabetical accordian file. 
b. Keep an eye out for any platelet orders that need credit IRR that were missed.
c. Make sure to remove paperwork that says voided, cancelled, discontinued and set aside to be sent as a group. 
d. Send the unsigned dispense forms that may have been filed from previous shifts to RH.
d.
Send all paperwork to RH 

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. Cooler Sign Out sheet from previous day


	MH BB Overnight Team
	NA

	7

7
	Surgery Schedule

Surgery Schedule (continued)
	a. Print surgery schedule in report builder by choosing location (Methodist)  
Be sure the date is the correct one.

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.  


	MH BB Overnight Team
	NA

	8
	TEG
	Complete all required QC and patient testing.
	MH BB Overnight Team
	NA

	9
	QC


	Complete the QC which is assigned monthly.


	MH BB Overnight Team
	NA

	10
	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.  

	MH BB Overnight Team
	NA

	11
	Massive Transfusion Protocol
	Work as a team to respond to any MTP requests from clinical staff.  

Replace the emergency cells for requesting departments.


	MH BB Overnight Team
	NA

	12
	Meal Breaks
	Meal breaks should be taken between 2am and 6am.  

If after 630am, then one may request a no-lunch or document the reason for a meal worked to the supervisor or designee.  

Refer to the HR policy for the IUH AHC Blood Bank in PolicyStat for more details.  
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