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	Standard Work Sheet

	purpose: Instructions for scenarios of how to complete the Dispense Verification Form 
	process:  Use of the dispense Verification Form
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	Step
	Description: 


	Key Point / Image / Reason
	Who

	Note:  This Standard Work goes along with SOP Dispense and Return Blood Products BBCP – 018

	1
	When a product is prepared, the completed product order should be placed with the requested unit.  

· If multiple FFP or RBC are ordered but will be dispensed one at a time, then there should be a copy of the product order on each unit.  

· One may need to copy the order with a copier or re-print the order with Virtual printer.  

· To aid in recognition, number the product orders. ie: 3 products ordered, then label the Product Orders #1, #2, #3.  

There are a couple exceptions (see instructions for each scenario below in Step 1a and Step 1b.  
1) Multiple Unit Orders for platelets.  This example is when an order is put in for 2 or more platelets to be dispensed over a period of time for transfusion.  

2) More than one unit requested per product order, which will be dispensed all at the same time.  This scenario occurs most frequently for ECMO, surgery, high volume patients such as Liver Transplant or the Emergency Department.  Most of these scenarios the units are dispensed to a cooler or with a cooler for the floor to pick up at the Blood Bank.  

3) Returned units – when units are returned to the Blood Bank, if there is not a requirement for a full crossmatch/antigen negative units, then the units should be released from the patient immediately upon return.  

However, if the units are full-xm/antigen negative then the units should not be released when returned but returned and retained on the shelf.  These units returned from the floor or surgery will not have a product order placed on them.  When the unit is needed, a new product order will be placed and available to be used for the Dispense process.  This new product order may be used in lieu of the original product order.  
	The product order must be available at the time of dispense to verify the specifications of the order prior to dispense.  
This detail is not available on the Product Delivery form.  
	Blood Bank Team Members

	1a
	Multiple Units of Platelets
When an order is received for more than one platelet
1) Make a copy or re-print in Virtual Printer the multiple unit order
2) Place the copies in the Pending Component Order Accordion File.  Label the product orders for the number of components requested, ie: 3 products ordered then label the Product orders as #1, #2 and #3.  
3) Use one of the copies (#1)  to prepare a single platelet, placing the Product Order on the product for the Dispense process. 

4) After the first unit is dispensed, and when another delivery request is received, then go to the Pending Component Order Accordion File to retrieve the second/subsequent Product order(s). 

5) Complete the Dispense process on the subsequent orders.

  
	This will allow each platelet product to be dispensed individually and each platelet to have the Product Dispense Verification form completed.  
This ensures the same practice for each unit within the multiple unit order.  
	Blood Bank Team Members

	1b
	More than one unit requested per the product order 
When an order has multiple units for FFP and RBC and they are to be dispensed at the same time:

1) Complete the Product Order.

2) Place the Single Product Order at the front of all the products to be dispensed together.  

This includes Pre-surgical orders for multiple units.  The Pre-Surgical form acts as the product request for these units. 

3) When the delivery request is received, either via print out or verbal request then complete the Dispense process for all the units using the one Product Order.  
	This will allow for units dispensed as a group with a single order to have the Product Dispense Verification form completed for the single dispense of multiple units.  
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	2
	When a product order is completed (units assigned or crossmatched) there should be the following with each product:
1) Transfusion Document attached with the zip tie

2) Product Order placed on the product, ideally on the opposite side of the Transfusion Document.

3) Blank blue Product Dispense Verification.  
	By ensuring all three forms are present this will increase the likelihood that the process will be completed efficiently.  
	Blood Bank Team Members
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	After the product is dispensed, the completed blue verification form should be placed in the Completed Order Tray with the product order and dispense request documents attached.
1) When taking Verbal requests for delivery, complete a yellow Telephone Component Request form.
2) Staple the verbal delivery request (*yellow) to the product order
	This allows for easy auditing of the documents and quick access to dispense details.  

	Blood Bank Team Members
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