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Policy: 

 
Trillium Gift of Life Network (TGLN) ensures all pertinent information with respect to ocular recovery 
activities is documented as required by Health Canada’s Basic Safety of Cells, Tissues, and Organs 
Regulations and according to eye bank requirements.  The Tissue Recovery Coordinator (TRC) 
ensures all information including, but not limited to donor identity, physical exam, and pen light 
assessment is accurately documented.  
  
TGLN shall provide the tissue retrieval site facility with a record of the ocular tissues retrieved as 
required. 
 
Documentation of case related activities may be completed in paper or electronic format based on 
recovery location and timing of case.  Documentation must be concurrent to the task being completed. 

 

Process: 

 
1. The TRC obtains the following materials: 

• Eye Recovery Form CSF-9-80 or equivalent 
• Eye Recovery Note CSF-9-83 (Exhibit 1) 
• Recovered Ocular Tissue Package Insert CSF-9-233 (Exhibit 2) 
• Recovered Ocular Tissue Transport Label CSF-9-234 (Exhibit 3) 
• Indelible ink pen 

• Donor chart or copy of electronic record (not required for research and teaching only donors) 
 
2. The TRC documents pertinent information while conducting the donor chart review.  If a patient 

chart is not able to be located and a chart review not done, this must be documented on the Eye 
Recovery Form or electronic documentation system and a chart request must be sent through to 
the Clinical Information Coordinators. Exceptions to this will be home deaths or Medical 
Assistance in Death procedures (MAID), where no hospital chart will be available or requested.  

 
3. The TRC completes the Eye Recovery Form or electronic documentation system as thoroughly 

as possible, ensuring that all sections are fully completed.  This must include information 
pertaining to donor identification; consent; Coroner involvement; date, time and cause of death; 
current and past medical history; hemodilution; physical assessment and eye exam; blood draw 
and eye recovery details as applicable; and donor reconstruction and final disposition.  The TRC 
must transcribe all the documentation in the Eye Recovery Form into the donor management 
system and upload a copy into the attachments. 

 
4. The TRC documents “not applicable” or “not available” as required.  
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5. The TRC signs off for the recovery of each ocular tissue as documentation that the recovery 

procedure was performed according to TGLN Clinical Process Instructions.  
 
6. The TRC includes additional, relevant information in the clinical notes and additional information 

tab in the donor management system.  This may include inconsistencies, unusual finding, family 
requests, any other pertinent case details, or items that may require follow-up.  

 

7. All discrepancies, subsequent investigation, and resolution must be documented in the clinical 
notes. 

 

8. Any deviations from the CPI’s need to be documented in the deviation section.  
 

9. Upon completion of eye recovery, the TRC ensures the Eye Recovery Note is completed, signed, 
and left in the patient’s chart.  If a patient chart cannot be located, the TRC is required to complete 
and sign the Eye Recovery Note and fax it to the recovery hospital’s Health Records department 
(if recovery occurred at the hospital) upon returning to the Provincial Resource Centre. If 
recovery occurred at a funeral home, do not leave a recovery note.  Additionally, the TRC uploads 
the document into the patient’s TGLN chart.  

 

10. When shipping or delivering the tissues place the Recovered Ocular Tissue Transport Label on 
the outside and the Recovered Ocular Tissue Package Insert on the inside of the container. 

  

Records: 
 

 
 

Record Name 
Form No.       

(if applicable) 
Record Holder Record Location 

Record  
Retention Time (as a 

minimum) 

Eye Recovery Form 
 

CSF-9-80 
 

PRC PRC 16 years 

Eye Recovery Note 
 

CSF-9-83 
 

PRC PRC 16 years 

Recovered Ocular 
Tissue Package 

Insert 
CSF-9-233 PRC PRC 16 years 

Recovered Ocular 
Tissue Transport 

Label 
CSF-9-234 PRC PRC 16 years 
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References: 

 

• Health Canada’s Basic Safety of Cells, Tissues, and Organs Regulations 
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Exhibit 1: Eye Recovery Note 
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Exhibit 2: Recovered Ocular Tissue Package Insert 
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Exhibit 3: Recovered Ocular Tissue Transport Label  
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