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Organ Recovery Supplies Inventory Process Instruction

Policy:

Trillium Gift of Life Network (TGLN) is committed to ensuring that it maintains an adequate supply of
safe and appropriate supplies required for recovery of organs. Accordingly, TGLN has implemented
processes for receipt, storage, handling and subsequent approval/rejection of reagents and supplies
used in recovery, packaging and labeling. TGLN conducts a weekly and quarterly inventory to review
reagents and supplies for the purposes of maintaining adequate levels of supplies and reagents in
storage. During the inventory, supplies and reagents are also checked to ensure that they are not
damaged or expired. During peak levels of activity and/or in advance of upcoming statutory holidays,
an informal inventory is conducted to ensure that the supply of inventory is adequate.

In addition, TGLN has implemented practices for the approval and ordering of surgical recovery
supplies. Supplies are approved based on the materials qualification sheet that is reviewed annually.
Receipt of supplies is conducted in the non-sterile supply room to ensure that the sterility of the sterile
supply room is not compromised.

The organ inventory reagents and supplies inventory and ordering process is coordinated by the
Surgical Recovery Coordinators (SRC) in conjunction with the Manager—Surgical Recovery Services
(Organ) and Coordinator, Provincial Resource Centre - Organ.

Process:

Inventory of Supplies Kept in Surgical Recovery Bags

1. Each bag contains a controlled list of items:

SRC Lung Recovery Bag Inventory List (Exhibit 1),

SRC Heart Recovery Bag Inventory List (Exhibit 2),
SRC Abdominal Recovery Bag Inventory List (Exhibit 3),
SRC Pump Bag Inventory List (Exhibit 4), and

SRC All Organ Recovery Bag Inventory List (Exhibit 5)

2. All organ bags are checked on a monthly basis to ensure minimum quantities of the required
supplies are present, and to ensure the bags do not contain damaged or expired items. Items
which are either damaged or have expired are discarded immediately. The SRC uses the Monthly
SRC Recovery Bag Inventory Checklist (Exhibit 6) and gives the completed checklist to the
Coordinator, Provincial Resource Centre — Organ or designate.
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4.

Any items that are discovered to be damaged or expired are removed by the SRC. These items
may also be logged on the Damaged/Expired Supply Log (Exhibit 7) by the SRC. The completed
log is given to the Coordinator, Provincial Resource Centre — Organ or designate, if used.

5. Each bag is tagged using a green/red fastener which is dated and initialed by the SRC or designate

who performed the bag inventory. The SRC or designate ensures that there are sufficient items
that will not expire in the following month to complete an organ recovery.

6. When a bag is used, the green/red fastener is removed. If there are issues (e.g., expired items,

7.

not enough items, incorrect items, etc.) with the bag, the SRC is to notify the Manager—Surgical
Recovery Services (Organ) or designate of the issues and the initials on the security tag.
Manager—Surgical Recovery Services (Organ) or designate will take corrective action as deemed
necessary.

The green/red fastener is replaced when items are replaced in the bag.

Inventory of Supplies Held in Storage Areas

8. The SRC or designate is responsible for completing a partial inventory on a weekly basis and a full

inventory on a quarterly basis of organ recovery supplies and reagents stored in the cold storage
room. If a SRC or designate is unable to conduct inventory on the scheduled day due to case
activity, the next SRC or designate in the office will complete the inventory process.

9. The SRC or designate looks at loose items and whole boxes of items when conducting the inventory.

10. The SRC or designate completes either the Weekly or Quarterly SRC Inventory Checklist (Exhibits

11.

12.

13.

8 and 9), as appropriate. The SRC documents the quantity of supplies and reagents in stock. The
SRC or designate also indicates supplies which require re-ordering.

If while conducting an inventory the SRC or designate discovers any damaged or expired supplies,
he/she removes the supply from storage. These items may also be logged on the
Damaged/Expired Supply Log (Exhibit 7) by the SRC or designate. The completed log is given to
the Coordinator, Provincial Resource Centre — Organ or designate, if used.

Upon completing the inventory checklist, the SRC or designate provides the form to the
Coordinator, Provincial Resource Centre — Organ or designate.

The manager, Surgical Recovery Services — Organ and/or designate will review completed
inventory check lists on a quarterly basis for completeness.
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13.

If the weekly inventory or monthly bag inventory cannot be completed by the SRC or designate
completes the Organ or Bag Inventory Deferral Form (Exhibit 10) and submits it to the Manager—
Surgical Recovery Services (Organ).

Ordering Supplies

14.

15.

16.

17.

18.

The Coordinator, Provincial Resource Centre — Organ or designate collects the checklists and
determines if any inventory needs to be reordered.

If an inventory order is required, the Coordinator, Provincial Resource Centre — Organ or designate
raises a purchase requisition in Ontario Health’s Enterprise Resource Planning (ERP) system. The
ERP automatically routes the requisition to the appropriate approvers based on the value, as
outlined in Ontario Health’s Delegation of Authority and Procurement Policies.

Once the requisition has been approved, a Supply Chain Staff will source for the goods and issue
a purchase order to the supplier.

Once the goods are received, the Coordinator, Provincial Resource Centre — Organ or designate
create a good receipt in Ontario Health’s ERP system and attaches a delivery document, (e.g.
packing slip/proof of delivery document) with the purchase order.

In the event that an item is on back order, the Ontario Health Supply Chain representative will notify
relevant persons (e.g., SRCs, Manager—Surgical Recovery Services (Organ), Coordinator,
Provincial Resource Centre — Organ , PRC Manager — Organ).

Restocking of Supplies

19.

20.

21.

22.

Upon delivery, inventory is received by the Inventory Assistant or designate.

The Inventory Assistant or designate will unpack the contents of the boxes and verifies the contents
against the packaging slip, if available. Packing slips are scanned and stored electronically.

Inconsistencies are documented by the Inventory Assistant or designate on an inventory
spreadsheet. Lot numbers are included in the comments when there are damaged/discolored
supplies received.

If damaged supplies or reagents are received, the Inventory Assistant or designate will notify the
Manager — Surgical Recovery Services (Organ) and the Ontario Health Sourcing Specialist to
advise on next steps.
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23. The Inventory Assistant or designate quarantines the damaged supplies and/or reagents in a
designated location and places a sign on the item stating “Quarantined ltems — Please do not use
the items below”.

24. The inventory assistant or designate places new items into the appropriate spot on the shelves,
bins and/or fridges of the Cold Storage Room. Newer items should be placed on the bottom or
back, and older items are moved to the top or front.

Records:

Form No Record ez
Record Name . . Record Location Retention Time
(if applicable) Holder g
(as a minimum)
SRC Recovery Bag o
Inventory Checklist CSF-9-71 PRC PRC 16 years
Organ or Bag Inventory g g 63 PRC PRC 16 years
Deferral Form
SRC Quarterly
Inventory Checklist CSF-9-70 PRC PRC 16 years
SRC Weekly Inventory g g 519 PRC PRC 16 Years
Checklist
Damaged/Expired CSF-9-62 PRC PRC 16 years
Supply Log
References:

e FIN-003.04-POL Delegation of Authority Policy
¢ PROC-001.01-POL Procurement Policy
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Exhibit 1: SRC Lung Recovery Bag Inventory List

+ C5F-9-68
SRC LUNG RECOVERY BAG INVENTORY LIST

e e —
Perfusion Tubing {Cither Dual Spike or Quad Spike)) 2
Tourniguet Kigs 3

30 Steri-Drape |salation Bags q

Pour Spouts 3
Specimen Containars — 90 ml [Sterile) 3
Specimen Trap — 20 ml 4

Slip Tip Syringe — 30 ml 2
Linesr Staplers 2
Linear Reloads [
Wanaus Return Cannulas [sizes 12, 16, 20, 24} 8 (2 af each size)
Microbiology Requisitions 5
Sacurity Locks 3
Cable Ties 2
Hammer

Packing Slips 4
Biohazard Bags 10

Hwiva Chick Adaptor 3

10 ex Preloaded Narmal Saline Solution Syringes 3

21 g PreceionGlide & 18 g Blunt Fill Needles 4 {@ach)
Red Top Tubes B COTA Tubss 2 |@ach)

ACD Bload Tubes 4
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Exhibit 2: SRC Heart Recovery Bag Inventory List

C5F-5-67

MINIMUM
ITEM NAME QUANTITY
Perfusion Tubing {Either Duzl Spike or Quad Spike)) 2
Tourniquet Kits 3
Portzl Tuking 3
Organ Container — 1000 mi {Sterile] 2
Pouwr Spouts 3
Specimen Containers — 20 mil (Sterile) 3
CardichMed Organ Bags [}
Agrtic Root Cannula - 1264 (Adult) 3
Aortic Root Cannulz - 18G4 [Pasdiatric) 3
Microbiology Requisitions 11
Security Locks 3
Hzmmer 1
Packing Slips 4
Biohazard Bags 10
Pressure Bags 3
Red Top Tubes & EDTA Tubes 2 |=ach)
ACD Blood Tubes 4
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Exhibit 3: SRC Abdominal Recovery Bag Inventory List

CSF-9-54

SRC ABDOMINAL RECOVERY BAG INVENTORY LIST
ITEM NAME QUANTITY
Perfusion Tubing(Dual Spike or Quad Spike) 4
Portzl Tubing 3
Crgan Container — 1000 ml {Sterile) 4
Pour Spouts 5
Epecimen Containers — 20 ml (Sterile) 1
CardioMed Organ Bags 15
Linear Cutters 2
Lingar Cutter Reloads =]
‘Wenous Return Cannulas (sizes 12, 16, 20, 24 & 32) 32 of ezch size)
24F Arterial Perfusion Cannula w/Bump 2
Feeding Tubes — Pasdiatric 3
Luer Lock Syringe — &0 ml 2
Mizcellaneous Reguisitions L
Security Locks 5
Csble Ties 2
Hzmrmer 1
Packing Slips 10
Biohazard Bags 10
Pressure Bags and Extenszions 3
Red Top Tubes & ECTA Tubes 2 (each)
ACD Blood Tubes 4




SECTION: Clinical
ID NO.: CPI-9-423
PAGE: 8of14

Ontario Health ISSUE DATE:  November 17, 2011

Trillium Gift of Life Network ISSUE.REVISION: 1.22
REVISION DATE:  July 8, 2024
APPROVED BY: Organ Authority

Clinical Process Instruction Manual

Organ Recovery Supplies Inventory Process Instruction

Exhibit 4: SRC Pump Bag Inventory List

SF-9-69

ISRC PUMP BAG INVENTORY LIST
Tew e o
Four Spouts 5
Kidney Tramsporter Perfuzion Packs 2
Seal Rings (7 x 20} 4
Seal Rings (10 x 35) 4
Univerzzl Seal Ring Cznnulz — 3 mm, 5 mm, 7 mm, 3 mm 4 of each
Cannulz Couplers 4
Sterile Drapes 4
Miscellaneous Regquisitions 5
Tamper Proof Labels 5
Cable Ties 4
Packing Slips 10
Bioh=zzard Bags 10
Sterile Spacimen Containers (90 mi) 2
Power Cable 1
Tamp Proof Szals 5
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Exhibit 5 SRC All Organ Recovery Bag Inventory List

ISRC ALL ORGAN BAG INVENTORY LIST

ITEM NAME MINIMUM
QUANTITY
Perfusion Tubing [Duzl Spike or Quad Spike) 3]
Tourniquet Kits 3
Portal Tubing 4
Organ Container — 1000mL -]
3M Steri-Drape |zolation Bags =]
Pour Spouts 12
Specimen Containers — 30 mlL (Sterilz) 8
Cardiched Organ Bzgs 25
Epecimen Trap — 40 mL 4
Elip Tip Syrings —30 mlL 2
Aortic Root Cannulza — 12GA {Adult) 3
Aortic Root Cannula — 12GA (Pediatric) 3
Linzar Staplers (TA) 2
Linzar Reloads (TA) [
Linzar Cuteers (GlA] 2
Linzar Cutter Reloads (GlA) ]
Wenous Return Cannulzs (sizes 12, 16, 20, & 32) 5 {2 of 2ach)
Wenous Return Cannulas (Size 24) 11
24F Arterial Perfusion Cannula w/Bump 2
Feeding Tubes — Pediatric 3
Luer Lock Syringe — 60 mL 2
Microbiology Requisitions 10
Security Locks a8
Cable Ties 4
Hammer 1
Packing Slips 15
Bichazard Bags 20
Preszsure Bags and Extenzions 4
Pour Spout Filter -1
Red Top Tubes & EDTA Tubes 2 {each)
ACD Blood Tubes 4

i
™
o

i}
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Exhibit 6: SRC Recovery Bag Inventory Checklist
Page 1

AONTHLY SRC RECOVERY BAG INVENTORY CHECKLIST

SURGICAL

SUPPLY

E:g Ireserd - Conferts 1
Siip Tip Syringe - 20ml
3 Crgan Baga

Luer Lock Synnge - Eml 2
Boric Roct Cannuls - Adull 3
Boric Root Canmala - Pad 3
A rgen Eom B 5
Sisplars 2
Sispler Relosds £
Linear Cutlers
Cuter Relpads
Specimen Comsiners - 1000m 2

] pa s

[*1
[*1

X1

Specimen Comsiners - S0ml
Freding Tube - Eapiaipg
Plarfiymioe Tubing Tx

Porisl Tubing

Ploar Spout

Yo Chick Adaplor
Specimen Trap

Toumiguat Krs 3
‘znous Retuen Codesler{apld)
\enpus Retuen Colealar {2z 15)
\anous fstuen Codemler{a5.71)
\enous Ratuen Codealer {22 1)
\znous Retuen Codemler{ap 32
Z4F Bl Comnule whemp
Sfarile Drmre

T 5
el 1 2
SealFipa{10x 35]

Camule Coupler

Plariusioen Cirouits

X1

hnu\mmlpu\mx\‘_”nupu\lpu\_.

o
(¥

=] | | &) k| ;| ] ] e

e ol el ks

raf wa| wa| wa| o] ool es] sl

vl ol | ra] s ra| o] | &=

(X1 I Ry ) e

| po| B &) | B o

Cable Ties

|
@

2
Securty Locks 3 3
Packing Zips 4 4
Bichazsrd Bags 10 10
Mocellsnzous Lot Requisitons & &
Hammer 1 1

of o

10 an
10

|
=

Poawer Cord for Pump 1
Pressure khusers 4 2

1bzc Salinz Synnges
ahgsuse neecler gemen]
18 guageneede= (red)
Blood ECTARad Top [Each) 2
Blood ACD 4

S S S Y

PR X BN N

Inventory Campleted By: Dt Juily B, 2024
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Exhibit 7: Damaged / Expired Supply Log

CSF-5-62
(, Trillium
A X Gift of Life
& Network
DAMAGED f EXPIRED SUPPLY LOG
DATE SUPPLY NAME DISTRIBUTOR NOTIFIED | QUANTITY | LOT# | INITIALS

(IF REQUIRED)

January 18, 2019
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Exhibit 8: SRC Weekly Inventory/Expiry Checklist

SRC WEEKLY INVENTORY / EXPIRY CHECK

Inventory Completed:

SUPPLIES TO ORDER

Inventory Personnel:

CEF-2ID

Servator H - 1L Fridge 3 boxes In fridge
Prostin VR SmL Vials (500 megi/mL) Fridge 10 full baxes
— I Il fidge sheives
Servator B - 1L Fridge | Snelves 5 ibms

Servator B- 2L

Fridge | Shelves

2 tul fridge: shaes

& 2bins
Servator M- 1L Fridge | Snelves 1 m;mﬁfnt'ay
Perfadex Plus - 1L Fridge | Snelves 1 'u; “:‘;nglf_:ay
Perfadex Plus - 3L Fridge / Shelves 2 ‘l.am:;.:gmer:ays
LifePort Perfusion Pack Shefvas. 20 eaches
Tmm Universal Sealring Bins on Shedves 1oin
Seal Ring 7 x 20 BIns on Shelves 10in
Stush Freserisnenenane ;R
Dual Spike Perfusion Lines Bins on Shelves 3bins
Quad Spike Perfusion Lines BIns on Shelves 3bins
80mlL Specimen Container Bins on Shelves 2pins
1000mL Specimen Container Bins on Sheives 4pins
Cirgan Bags Bins on Shelves 2bins
Linsar Cutters Bins on Sheives 1gin
Cutter Reloads Bins on Sheives 1pin
Staplers Bins on Sheives 2bins
Stapler Reloads BIns on Shelves 2pins
Vemous Return Catheter 24 Bins on Shedves 1oin
Wenous Retumn Catheter 12 Bins on Shelves. 1oin
Other:

Other:

EXPIRATION DATES

‘Vellow (ACD) Tubes

PFink / Lavender (EDTA) Tubes

Red Tubes

Other:

Other:

Sepmmper 30, 2020 - Marel 29, 2023
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Exhibit 9: Quarterly SRC Inventory Checklist
Page 1

SRC QUARTERLY INVENTORY

CSF-5-70
Inventory Completed: Inventory Personnel
PER— T . og |78 S0 shefves & 2| 2 Tull Tioge sheves 4.5 P
oo B2 P B o s | 2T dge sheives & | ZFull Fdge shves 6.6 P I—
Ak bins
[servator M- 1L Bxof1d | 2 20 40 1t rioge sner &1 oin| 1 s ridge shet & 2 bins EE
[sanvator - 1L Exof 10 3 bowss In frige € bowss In fridge BEE
e ——— Csur 1D 5 20 100 "‘”"‘”?f"“"“ 111 MIOgE T3y & 5 EMS £3 e
Partagex PUs- 3L 5oz 3 0 g | FMIMORTAEES |0y rge s & £ bins = B
ms-rsal (ST v & v Valves) Bxof 12 3 ottes & botties e
Fressers ful & Sheives| Freesers ful BSnelves -
. csae I
e ¢ » = Full &4 bins Full & 8 hins
Prostn VR SmL Vials (500 mogimL) EEH 10 boxes 25 Bawes. EE
=pT pE— = Thinof20 =
| SIp Tip Syrings (30 miLj Brof 55 2 ipnoren| 2 18n 2Bins E3 S|
— Thinof20 =
Latex Free Syinge {50 mL) Exof4d | 2 mm,ﬂ | 180 26Ins ml =
Thinof20 =
10 mL Prefiled Saine Syinge Beofza |z [IENOE] 180 26Ins BE
PrecEIN GlIoE Nesde (Green 21G 1% | Sxel 10 150 3 Bowes. EE
Biunt Fil Neede - Fliersd (Red 18C 1%) | Ewaf 100 150 3 Bowes. e
Dleposable Core Blopey Insirument : : =
A Bxor 10 10 10 180 288 B
Du Solke Perfusion Lines [ 2 spike) Exat 10 : 10 £ = =
| Guad Spike Perfusion Lines [ 4 spike) Exatin s 0 = e Bl
Porl Tusing Exotz 3 = E 35 =l
1T Camtlopiegia Extension Exars 3 ) = 35
Fesding Tube- Pedlalc Exarso 2 =0 = arz EE
Staplers EER 3 10 10 2Bn 35 ElE
= - CEE - -
B otz FEHEE 18n 280 EE
Cnear Cutiers ECE 3 10 = Zen e ElE
Linear Cutier Riztoads Exoriz I 180 sz =3 £

5 e 204

Page 103
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Exhibit 10: Organ or Bag Inventory Deferral Form

Trl | | um 423 Bay Street, South Tower, 4th Floor
) Gift of Life Teronto, ontaric MsG2ca
7N Tel: 418 3834001
Network — Fax 418 3834002

Website: www.giftoflife.on.ca

CSF-8-83

Organ or Bag Inventory Deferral Form

Week or Month:

SRC:

For the week/ month (circle) above, the inventory for organ supplies was not able
to be completed due to:

» Increased case activity
- Other extenuating circumstances

A visual inventory was completed to identify any emergent needs for re-ordering,
and as always all supplies were visually inspected prior to use on a case.

o | have informed my manager about the inability to complete a detailed
inventory this week/ month (circle)

Signature:

Jume 19, 2017



