
Provincial Transfusion Medicine Operations Procedure Manual 

Style Guidelines

	System Requirements
	Microsoft Office 2000 Professional

Flowcharts will be distributed as PDF files

	Font
	Arial
Name Size 16 Bold
Headings: Size 11 Bold
Text: Size 11 Regular.

Header/Footer: Size 8 Regular.

	Page Margins
	Top          3.00cm
Bottom     1.60 cm
Left           3.00 cm
Right         3.00 cm
Header      1.30 cm
Footer        0.8 cm
This will allow sufficient space for back-to-back photocopy with a 3-hole punch.

	Text
	Top of cell and left justified.

If necessary, do the following:

a. Highlight rows.

b. Right click on the mouse.

c. Choose Cell Alignment.

d. Choose the upper left justified picture.

Limit the use of: 

· bold

· italics

· underlining

· all capitals
· quotes

	Computer Commands
	Bold the actual key or command.

A separate template will be developed for computer system procedures.

This template uses three columns:

Prompt                                Action                                 Comment
If these actions are in the middle of a regular procedure Action table, the table should be split to emphasize the change in procedure.

	Tables
	Position within the existing side margins.

Table Headers are:

· centred for template Action table header and for Appendix tables

· left justified for If/Then (split cell) tables

· bold

· First letter is capitalized.

To create a table within a cell, split the cell:
Do not choose insert table or insert a nested table.

First add a new cell to be split:

· While in the cell that needs a table, go up to Table, Insert, Rows Below and click.

Now split the cell:

a. Right click in the new cell that you’re going to split

b. Choose the Split cell option.

      or go up to Table, Split Cell.

c. Choose the number of rows and columns when prompted.

d. Adjust the width of the table cells by placing the cursor on the column width line and moving the line.

· If using If/Then tables, the reader should be reading a complete statement from left to right, starting with the left header (If statement). Punctuate accordingly for one complete sentence across the row. 

	Table positioning within a step
	Try to keep all of a table on one page.

When this is not possible, remember that the table header row must be manually inserted on the next page.

Consider moving the table to an appendix when:

· Table is more than one full page long.

· The information is long and not critical to have in the step in which it occurs. 

· Refer to the appendix location in the step so that the user can find the information.

	Use of ‘note” in steps
	Try to embed them in the step, try not to use them.

If not possible to put into the step, then use italics.

Note: nothing is bolded.

	Bullets
Bullets

	Use bullets lists for three or more items. 

Follow these simple rules:

· Introduce each list with a sentence or phrase that is in the line above the table.

· Structure all items within a list similarly.

 (For example, if one item begins with a verb, they all should.)
Punctuation:

· For a list of words or phrases, do not punctuate. 

· End complete sentences with a period. 

· If any item on a list is punctuated, punctuate every item.

Capitalization:

· Capitalize the first word of a list item only if the item is a complete sentence. 

· Word will automatically capitalize the first letter of the first word in the bullet. 

· Manually change these back.

Spacing:

· Single space for simple word lists, phrase lists or simple, short sentences. 

· Double space for lists of long sentences.

Do not use numbers or letters unless the sequence of the items is important (bullets imply random order). We will use small case letters.



	
	To bullet text that is in random order:

	
	Option 1 – Use the bullet wizard
	a. Highlight the text that is to be bulleted or moved.

b. Click on the bullet icon on the upper toolbar.

c. Adjust position with the indent icons on the upper toolbar.

	
	Option 2 – Use Format 
	a. Highlight the bulleted text that is to be bulleted or moved.

b. Choose the format icon on the upper toolbar.

c. Select Bullets and Numbering.

d. Select Bulleted tab.

e. Choose the first bullet option beside the None box.
f. Adjust position with the indent icons on the upper toolbar.

	
	To bullet text where the actions must be done in a sequential order:

	
	Use Format
	a. Highlight the bulleted text that is to be bulleted or moved.

b. Choose Format on the upper toolbar.

c. Select Bullets and Numbering.
d. Select Numbered tab.

e. Choose option: a.

                                  b.

                                  c.

f. Adjust position with the indent icons on the upper toolbar.

	
	From Writing Revisable Manuals Duncan Kent and Associates, Ltd

Provincial template will be restrictive in the use of sub-bullets

	Word Choices

Word Choices

Word Choices
	Please use choices from the Simple English Dictionary whenever possible.

Use
	Instead of

	
	sample
	specimen

	
	examination
	test

	
	patient
	recipient 

	
	records
	files

	
	name
	surname

	
	actual range 
	+/-

	
	labelled
	labeled

	
	Appendix: A, B, C
	Appendix: 1, 2, 3

	
	Appendixes:
	Appendices:

	
	( or (
	< (or >) or =

	
	reagent manufacturer’s instructions
	Package insert

circulars

	
	Please use choices from the Simple English Dictionary whenever possible.

Use
	Instead of

	
	“Centrifuge for the posted time in a calibrated serologic centrifuge.”
	“Centrifuge for X min.”

Centrifuge.

	
	grade X reaction
	X+ 

	
	isotonic saline for bench set up procedures only

Saline to be used in all other procedures
	saline

	
	request
	Order from floor/requisition

	
	record/enter
	Document (do not use this as a verb)

	
	check/record
	ensure

	
	TMS or Transfusion Medicine Service
	Blood Bank

TML/TS/TM

	
	unit
	bag

	
	red cells
	RBCs or red blood cells

	
	Anti-CMV negative
	CMV seronegative

	
	Blood Products for components and derivatives
	Blood, Blood Components and Derivatives

	
	Blood components for blood, plasma and cryoprecipitate
	Do not use blood and blood components

	
	Derivatives for products needing to be reconstituted – factors, RHIG, Hepatitis vaccines
	

	
	Regroup red cells
	Retype red cells



	
	Group and screen
	Type and screen

	
	Please use choices from the Simple English Dictionary whenever possible.

Use
	Instead of

	
	Compatibility tags
	Tags

	
	Patient label
	Allocation tag, allocation label

	
	Product label – label physically on the product
	

	
	Transfusion record
	Issue Voucher/Dispense Voucher

	
	Dispose – physical removal of a product
	

	
	Discard – record that a product has been disposed
	

	
	Computer assisted crossmatch
	Electronic crossmatch

	
	Proceed to step

Proceed to procedure

Proceed to process
	Go to

Continue

Continue with procedure

	
	Issuing facility
	Sending, shipping

	
	Tamper-proof closures
	Safety seals

Tamper-evident security fasteners

	
	Previous results
	Historical results

	
	Gel, Stat or Asap
	GEL, STAT or ASAP

gel, stat or asap

	Process Flowcharts


	Process flowcharts will be used as a Table of Contents with the Associated Procedure number included in the procedure rectangle.

They will form the start document in a process bundle.

Process bundle will contain: 

a. process flowchart

b. procedures as used in the process

c. process training and competency materials 

A legend for flowchart symbols is included with each set of master process flowcharts.



	Removal of Related Documents Column
	Remove this column if there are few or no related documents. Consider putting the title and identifier number in the appropriate step in these cases.

When creating a table within a step and the related documents column will not be used or you need more space for the table:

a. Consider merging this column with the last column of the table.

b. Split the larger column.

c. Reset the column width for the table.

d. Recreate the procedure Action table formatting for successive sections.

	Numbering of Forms and Reports
	These will be identified by the procedure number followed by a F (or F1, F2… if more than one form) 

R (or R1, R2.. if more than one report).

	Appendix
	These will be part of the procedure number, listed after the references at the end of the procedure.

Appendix A:

Appendix B:

Each appendix will be on a separate sheet following the procedure instructions.

See Procedure template.



	Required Materials section of template
	Will be included for materials and equipment only if specific for a procedure.

Materials required for routine bench setup will be listed on the appropriate bench set up procedure and will be covered in training.

See Procedure Template.
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