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Policy: 

 
In order to facilitate tracing and meet Health Canada requirements, Trillium Gift of Life Network (TGLN) 
has developed and established mechanisms for documentation of donor information required for organ 
recovery.  The records indicate the TGLN identification number, dates, times and locations of 
Instructions, and the individuals performing them.   
 
Process: 

 
1. The Clinical Services Coordinator (CSC) may complete the Reporting Form: Clinical Services 

Coordinator to Surgical Recovery Coordinator and discusses the information with the Surgical 
Recovery Coordinator (SRC) or designate prior to departure for donor hospital.   

 
2. The CSC provides the appropriate “Organ Specific” Recipient Transplant Operating Room Data to 

the SRC or designate. 
 
3. The SRC prepares all materials, forms and supplies. 
 
4. The CSC provides a hard copy of the donor ABO report, and serology report to the SRC or 

designate.  
 
5. The CSC provides a copy of any human leukocyte antigen (HLA) or specimen requisition to the 

SRC or designate if required. 
 

6. If applicable, the CSC notifies the SRC or designate that organs are being released under 
exceptional distribution criteria and the reason for this application. 
  

7. In the OR, the SRC or designate completes the Package Insert called the Organ Donor Surgery 
Information form, CSF-9-57 (ODSIF).  See Exhibit 1.  If applicable, the SRC or designate 
documents the reason for exceptional distribution on the ODSIF. 

 
8. Out of Province (OOP) donors: SRCs must complete the ODSIF, document OOP staff involved in 

recovery, and obtain their supply list ahead of time.  If the complete supply list is unattainable, key 
supplies should be recorded, at a minimum.  

 
9. The SRC or designate ensures that copies of the ODSIF, ABO, and serology accompany all 

organs.  
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10. The SRC or designate advises the surgical fellow to complete the “Organ Specific” Retrieval 

Operative Note and to leave it in the hospital donor chart.  
 
11. The SRC or designate completes any additional specimen requisitions and delivers specimens to 

the appropriate labs. The SRC or designate provides copies of requisitions for the donor chart. 
 

12. The SRC or designate fully completes the supply list in the donor chart.  In the event the donor 
chart is inaccessible, the SRC or designate fully completes the Surgical Supply and Reagent Log, 
CSF-9-58 and adds it to the donor chart.  See Exhibit 2.  In the event more than one SRC or 
designate is present on a case, a minimum of one SRC or designate is required to sign-off on the 
supply list on behalf of the supplies used by other SRCs or designates. 

 
13. The SRC or designate files a copy of the ODSIF  in the TGLN donor chart. 

 
14. The SRC or designate enters any remaining information from the ODSIF into the TGLN donor 

chart.  
 

Records: 

 

 
  

Record Name 
Form No.       

(if applicable) 
Record Holder Record Location 

Record Retention 
Time (as a 
minimum) 

Organ Donor 
Surgery 

Information 
CSF-9-57 PRC PRC 16 years 

“Organ Specific” 
Retrieval Operative 

Note 
—— 

Hospital 
donor chart 

Hospital 
donor chart 

As long as 
they require 

“Organ Specific” 
Transplant 

Operating Room 
Data 

—— PRC PRC 16 years 

Surgical Supply  
and Reagent Log 

CSF-9-58 PRC PRC 16 years 
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References: 
 

 Exceptional Distribution Process Instruction, CPI-9-217 
 Basic Safety Requirements for Human Cells, Tissues and Organs for Transplantation. 

Requirements, Guidance Document, Health Canada, July 2005 
  



SECTION: Clinical 

ID NO.: CPI-9-416 

PAGE: 4 of 5 

ISSUE DATE: August 17, 2006                          

ISSUE.REVISION: 1.25 

REVISION DATE: May 25, 2022 

APPROVED BY: Organ Authority 
 
 

Clinical Process Instruction Manual 

Documentation: Donor Operating Room Process Instruction 

 
Exhibit 1: Organ Donor Surgery Information Form (ODSIF) 
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Exhibit 2: Surgical Supply and Reagent Log 
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