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Procedure: Routine Manual Bench Set Up Procedure
Unique Identifier: CP 0006


Routine Manual Bench Set Up Procedure   
Purpose: 
This procedure provides instructions for how to set up the routine manual examination bench.

	Required Supplies

	Cleaning/Disinfection

· 1% bleach solution

(or other disinfectant)

· lint free cloths

· tissues

· paper towels

· suction reservoir liner(s)


	Labelling

· waterproof black markers

· fine point black ballpoint pens

· masking tape

· crossmatch tags

· assignment tags

· unmatched tags

· unmatched blood stickers

· crossmatch and assignment labels

· laser printer paper

· patient file cards
	Handling

· wooden sticks

· parafilm

· 12X75 glass tubes

· plastic lids to fit 12X75 tubes

· blood bank transfer pipettes

· pipette tips for pipettor

· segment opening devices

· cubitainer of buffered 0.9% saline

· bag of injection saline
	Routine Reagents

· Routine reagent rack with

a. Anti-A

b. Anti-B

c. Anti-A,B

d. A1 subscript cells

e. B cells

f. Anti-D

g. Rh control

h. Screening cells 1, 2, and 3

i. PEG or LISS

j. Anti-IgG

k. Coombs Control cells

· Gel anti-IgG cards

· Gel ABD cards

Other facility specific items

	Required Equipment

	Safety

· safety shield

· scissors

· nonlatex, nonpowdered gloves, sizes: small, medium and large

· suction device

· biohazard containers
	General

· 37(C waterbath

· computer terminal(s)

· laser printer

· label printer

· inverted microscope and light bulbs

· 1- 6(C reagent refrigerator

· numbered test tube racks

· 12 to 18 inch clear ruler
	Handling

· calibrated pipettors

· sample centrifuge with balance tubes

· calibrated serological centrifuge

· calibrated cellwasher

· squeeze bottle(s)
	Gel

· 37(C dry Gel incubator

· Gel centrifuge

Other facility 

specific items




Procedure: 

	
	Action
	Related Documents

Title

Number

	1 
	Follow these instructions at the start of every shift.

<facility specific>


	

	2 
	Prepare the working disinfectant solution per established procedure.


	Lab Preparation of 1% Bleach Solution



	3 
	· Dampen all non-metal surfaces with freshly prepared 1% bleach solution.

· Let stand approximately 5 minutes.

· Wipe the surfaces with a lint free cloth.

<facility specific>
	

	4 
	Check stock and fill/open if necessary:

· two boxes of 12X75 mm tubes

· blood bank plastic transfer pipettes

· rack of pipette tips for the pipettor

· numbered test tube racks with labelled tubes as appropriate

· “daily” container with blue segment openers

· Gel card supplies

· Crossmatch and Assignment tags

· Unmatched Crossmatch tags

· blank patient file cards

· crossmatch and assignment labels

· paper in laser printer

· saline dispenser 

· empty bench top biohazard container

<facility specific>
	


	
	Action
	Related Documents

Title

Number

	5
	Perform duties as per the daily checklist guide.

Initial when the duties have been completed. 

<facility specific>
	Shift/Daily Duties Checklist

Equipment Maintenance Logs

Temperature Charts

Reagent Stock Levels Log

Daily QC Procedure

Daily QC Log

	5 
	verify the functioning of all equipment  
	· record observations and maintenance as described in established procedures

	

	6 
	If the tasks at the start of the AM shift are to
	Then
	

	7 
	place in use routine reagent rack in the refrigerator and replace with a new one

<facility specific>


	· Discard any outdated reagents.

· Replace any empty reagents.

· Report the opening of any second to last stock vial to a senior technologist.

· Allow the reagents to come to room temperature before use.


	

	8 
	remove the QC rack from the refrigerator
	· allow the reagents to come to  room temperature.
	

	9 
	perform reagent QC
	· Record the results per established procedure
· Assess reagent performance.

· Report any problems to a senior technologist.
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