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Policy: 

  
Trillium Gift of Life Network (TGLN) is committed to providing donor families with consistent written 
communication.   
 
The Organ and Tissue Donation Coordinator (OTDC) involved in the donation facilitates 
communication to donor families.  For cases in which a call-team member provides donor family 
support, the OTDC obtains the necessary information from the on-call member to write  the sympathy 
card.  
 
The template used for written communication will not include any potentially contentious demographic 
information such as the race or religion of the donor, or any surgical information, with respect to 
outcome of transplantation.   

 

Process: 

 
Data Availability in iTransplant 

 
1. After a donation case is complete and organs transplanted, the Clinical Services Coordinator 

(CSC) inputs the following recipient data into iTransplant: 

 organ(s) received 

 age 

 sex 
 

2. The Information Coordinator (IC) - Organ validates completed donor information in iTransplant  
against completed donor information in TOTAL. 
 

3. The IC – Organ ensures the “Family services follow-up” field in iTransplant is marked as “Yes” for 
all organ transplant cases with an outcome of “Donor”.  This pushes the next-of-kin (NOK) 
information into the Family Services Module of iTransplant. 
 

Sympathy Card 
 
4. The OTDC or designate completes the sympathy card and sends it to the family, where 

appropriate. 
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Outcome and Family Services Introduction or Organ Regret Letter 

 
5. The Family Services Staff (FSS) logs into iTransplant at least once per week to generate Outcome 

and Family Services Introduction letter(s) (see Exhibit 1) or Organ Regret letter(s) (see Exhibit 2). 
 

6. The FSS reviews the NOK’s information in iTransplant for the following: 

 contact preference; 

 alerts; 

 NOK’s address. 
 

Note:  NOK’s address can also be found on the consent form in the “Attachments” section of the 
donor record on iTransplant. In cases where there are more than one NOK, FSS reviews 
each NOK’s information and mails the aftercare program letters to all NOKs unless 
otherwise specified. 

 
7. FSS reviews the NOK’s contact preference and checks if NOK has indicated a “do not contact” 

and/or “no mail” preference. If NOK does not wish to be contacted, FSS does not send the letter.  
 
8. Once donor’s and NOK(s) information is reviewed, FSS generates the letter(s). 
 
9. FSS reviews each letter for accuracy and grammar errors, and adjusts it as necessary. 

 
10. FSS prints the aftercare program letter(s) and saves the electronic copy(ies) in the common drive. 

 
11. Once the letter(s) is(are) printed and saved on the common drive, FSS changes the individual donor 

milestones status from “pending” to “completed”. After the status is changed, the donor is removed 
from the list and only “pending” donors are available for review. 
 

12. FSS mails the aftercare program letters to donor families.  
 

13. If a donor family contacts the FSS wishing not to participate in the aftercare program, or to provide 
a change of address and/or telephone number, FSS updates the “contact preference” and/or “alerts” 
or address fields in the donor NOK information in iTransplant.   
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Records: 

 
 No Records 

 

References: 

 
 Sympathy Card Process and Statement (Common Drive) 
 Templates for letters (Common Drive) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

SECTION: 
Donor and Family 

Aftercare 

ID NO.: CPI-9-1102 

PAGE: 4 of 5 

ISSUE DATE: December 12, 2006 

ISSUE.REVISION: 1.6 

REVISION DATE: April 19, 2017 

APPROVED BY: Family Services 

Authority 

Clinical Process Instruction Manual 

Written Communications Process Instruction 

 
Exhibit 1: Organ Outcome and Family Services Intro Letter – Template 
 
Page 1       Page 2 
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Exhibit 2: Organ Regret Letter – Template 

 

 


