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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, 

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. 

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

 

Inventory of Supplies Held in Storage Areas 
  

8.  The PRC Organ – Inventory Assistant, 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 the PRC Organ – Inventory Assistant, 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 PRC Organ – Inventory Assistant, SRC or designate looks at loose items and whole boxes of 
items when conducting the inventory.  

 
10. The PRC Organ – Inventory Assistant, SRC or designate completes either the Weekly or Quarterly 

SRC Inventory Checklist (Exhibits 8 and 9), as appropriate.  The PRC Organ – Inventory Assistant, 
SRC or designate documents the quantity of supplies and reagents in stock.  The SRC or 
designate also indicates supplies which require re-ordering.  
 

11. If while conducting an inventory the PRC Organ – Inventory Assistant, 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 PRC Organ – Inventory 
Assistant, SRC or designate The completed log is given to the Coordinator, Provincial Resource 
Centre – Organ or designate, if used. 

 
12.  Upon completing the inventory checklist, the PRC Organ – Inventory Assistant, SRC or designate 

provides the form to the Coordinator, Provincial Resource Centre – Organ or designate.  
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13. The manager, Surgical Recovery Services – Organ and/or designate will review completed 

inventory check lists on a quarterly basis for completeness. 
 
13.  If the weekly inventory or monthly bag inventory cannot be completed by the PRC Organ – 

Inventory Assistant, 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.  The Coordinator, Provincial Resource Centre – Organ or designate collects the checklists and 

determines if any inventory needs to be reordered.  
 

15.  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.   

 
16. Once the requisition has been approved, a Supply Chain Staff will source for the goods and issue 

a purchase order to the supplier. 
 
17. 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. 
 

18.  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. Upon delivery, inventory is received by the Inventory Assistant or designate.  
 
20. 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. 
 
21.  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.   
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22.  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.  

 
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 Items – 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: 

 

Record Name 
Form No.  

(if applicable) 
Record 
Holder 

Record Location 
Record  

Retention Time  
(as a minimum) 

SRC Recovery Bag 
Inventory Checklist 

CSF-9-71 PRC PRC 
 

16 years 
 

Organ or Bag Inventory 
Deferral Form 

CSF-9-63 PRC PRC 16 years 

SRC Quarterly 
Inventory Checklist 

CSF-9-70 PRC PRC 
 

16 years 
 

SRC Weekly Inventory 
Checklist 

CSF-9-210 PRC PRC 16 Years 

 
Damaged/Expired 

Supply Log 
CSF-9-62 PRC PRC 16 years 

 

• FIN-003.04-POL Delegation of Authority Policy 

• PROC-001.01-POL Procurement Policy 

 
 
  

 References: 
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Exhibit 1: SRC Lung Recovery Bag Inventory List 
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Exhibit 2: SRC Heart Recovery Bag Inventory List 
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Exhibit 3: SRC Abdominal Recovery Bag Inventory List 
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Exhibit 4: SRC Pump Bag Inventory List 
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Exhibit 5 SRC All Organ Recovery Bag Inventory List 
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Exhibit 6: SRC Recovery Bag Inventory Checklist  
 Page 1 
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Exhibit 7: Damaged / Expired Supply Log  
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Exhibit 8: SRC Weekly Inventory/Expiry Checklist  
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Exhibit 9: Quarterly SRC Inventory Checklist  
Page 1         
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Exhibit 10: Organ or Bag Inventory Deferral Form  
 

 


