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	Standard Work Sheet

	purpose:  Outline the tasks completed to manage the Presurgical paperwork and Samples for the day of surgery.     
	process:  Printing the presurgery report and Presurgical management

	Rev. #, Date  09.12.19
	Document Owner:  IUH Overnight BB Specialists



	Step
	Description: 


	Key Point / Image / Reason
	Who
	Time 

	Note:   Timeline:  Presurgical management must be completed after midnight on the day of the scheduled surgical procedure.  


	1
	Select Report Builder

a. Depending on what area you are in, (RI, MH, UH) select appropriate surgery area to print.

b. Go up to the print icon at the top of the top of the tool bar and select.

c. The box with TEST PRINT will appear. Select the day of surgery you want to check. The same date will be in the ‘To” and “From”, the first time will always be “0000”, the last time will always be “2359”.

d. Click the box next to “preview”, a check mark should appear in the box.

e. Select “Print”.

f. The name of the facility surgery area should be at the top. Select “Print” once again.

g. “Report Output” will be at the top.

h. Select the print icon in the upper right hand corner. A box will appear that says “Print”. Select OK. This will print a surgical schedule to your selected printer.


	Print Surgery Schedule
	All BB Staff
	After midnight and tasks should be completed by 3-4am  

	2
	Once you have retrieved your printed surgery schedule, you will need to use PPI to check every patient if they have a presurgical order or a current type and screen.

a. Beside each patient, use a check mark or hash mark to indicate no current type and screen or presugical, write the words presurgical if the patient has one or type and screen if the patient has a current type and screen and how many LPCs cross-matched.

b. On a separate piece of paper (or half piece) prepare a two-column presurgical list.  Write down the name and medical record number of every patient who has a presurgical order in PPI in the left column and the date of the surgery noted in PPI in the right column. This will indicate if the patient is filed alphabetically or by date.

c. This is also a good time to indicate any antibody patients so the person doing the presurgicals can check if there are any LPCs being reserved for that patient. List these patients at the bottom of the half sheet. 
d. You DO NOT need to write down non-presurgical patients with current type and screens on the half sheet.  
e. You DO need to document on the surgery schedule if the patient has a current type and screen (or order for type and screen) and how many LPCs are crossmatched to that person.


	Review Surgery Schedule
	All BB Staff
	After midnight and tasks should be completed by 3-4am  

	3
	Send the list with the presurgical patients to Riley Blood Bank where they will order a type and screen and crossmatch (if LPCs are ordered) for each patient.

This may be completed by MH and UH, if necessary.  


	Pre-surgery process is done at RHBB, whenever possible.  
	All BB Staff
	After midnight and tasks should be completed by 3-4am  

	4
	At Riley Blood Bank

a. The technologist will check the presurgical paperwork/tubes of that day with the list that was sent from the satellite or from the Riley surgical schedule.  

b. If there is a presurgical paper and not on any list, the person at Riley will check the Report Builder to make sure that the patient has not been left off mistakenly.

c. If they are not left off mistakenly but are not to have surgery, then 

i. Note the surgery date is “PENDING” on the paperwork.  

ii. Change the PPI Presurgical comment to “PENDING”

iii. Place the tube back in the Presurgical Rack 

iv. Place the paperwork in the alphabetical hanging file with all the other Presurgical Paperwork.

Now that the paperwork and tubes are verified against the surgery schedule, then follow the Presurgical SOP for completion of the process
	Match tubes and paperwork
	All BB Staff
	After midnight and tasks should be completed by 3-4am  

	5
	When the presurgical forms and crossmatched units are returned to MH and UH, indicate on the half sheet for each location how many LPCs have been crossmatched for that patient or leave blank/indicate “no LPCs”.   


	Send paperwork back to each facility
	All BB Staff
	After midnight and tasks should be completed by 3-4am  


	
	
	



