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3.2 Memo Templates
To aid in notification of internal hospital staff as well as patients who might be affected by a blood shortage, these memo templates are provided to hospitals to incorporate into their HEBMP. Each memo template can be revised as needed at the time of a blood shortage but will greatly reduce the time needed to develop communications. Templates are provided for communication of Amber Phase, Red Phase, Triage of Massively Bleeding Patients and Recovery Phase. A template for notification of patients impacted by the blood shortage is also provided.
Areas for customization specific to the shortage are noted in the template as ‘Optional’
Template 1: Amber Phase
Template 2: Red Phase
Template 3: Triage of Massively Bleeding Patients
Template 4: Recovery Phase
Template 5: Patient/Family notification


Hospital Name/ Logo here
Urgent: Notification of Blood Shortage
	To:	[Enter name of Chairpersons of Transfusion Committee, Emergency Blood Management Committee, CEO and Chief of Staff]

	From:	[Enter name of Medical Director of Transfusion Service and Chief of Pathology/Laboratory services]

	cc:	[Enter – as applicable – name of Department Heads for Anesthesia, Surgery, Critical Care, Emergency, Trauma, Hematology, Medicine, Obstetrics/Gynecology, Oncology, and Radiology, Directors of Laboratories, Nursing, Risk Management, Emergency Management, Communications / Public Relations, Patient Relations Officer.]

	Date:	[Enter date] Time: ‘Optional’

	Re:	[bookmark: _Amber_Phase_Shortage]Amber Phase Shortage


Canadian Blood Services (CBS) is experiencing a shortage of [Choose an item.]. Hospital blood inventory levels may be reduced to conserve components for critical cases.
‘Optional’- The shortage is the result of [Enter the reason for the shortage here].
The following modifications will be implemented:
· It may become necessary to defer non-urgent elective transfusions and/or elective surgical procedures associated with probable blood use should the supply situation become prolonged.
· ‘Optional’ RBC/PLT shortage: Follow the National Advisory Council on Blood and Blood Products Guidelines for the Use of Red Blood Cell (RBC) and Platelet Transfusions in Children and Adults in Shortage Situations (HTS-include copies with memo)
· ‘Optional’ [Enter modifications as directed by NEBMC].
Follow the hospital emergency blood management procedure/plan for – Amber Phase, until further notice.
Inventory is being monitored at the national level and updates will be provided regarding recovery of supply or possible escalation to a Red Phase.


Hospital Name/ Logo here
Urgent: Notification of Blood Shortage
	To:	[Enter name of Chairpersons of Transfusion Committee, Emergency Blood Management Committee, CEO and Chief of Staff]

	From:	[Enter name of Medical Director of Transfusion Service and Chief of Pathology/Laboratory services]

	cc:	[Enter – as applicable – name of Department Heads for Anesthesia, Surgery, Critical Care, Emergency, Trauma, Hematology, Medicine, Obstetrics/Gynecology, Oncology, and Radiology, Directors of Laboratories, Nursing, Risk Management, Emergency Management, Communications / Public Relations, Patient Relations Officer.]

	Date:	[Enter date] Time: ‘Optional’

	Re:	[bookmark: _Red_Phase_Shortage]Red Phase Shortage


Canadian Blood Services (CBS) is experiencing a severe shortage of [Choose an item.]. Hospital blood inventory will be reduced to conserving blood components  for critical cases only.
‘Optional’ The shortage is the result of [Enter the reason for the shortage here].
The following modifications to blood ordering will be implemented:
· Defer/cancel all non-emergency surgical or medical procedures requiring the affected blood components. 
· ‘Optional’ RBC/PLT shortage: Follow the National Advisory Council on Blood and Blood Products Guidelines for the Use of Red Blood Cell (RBC) and Platelet Transfusions in Children and Adults in Shortage Situations (HTS-include copies with memo)
· ‘Optional’ [Enter modifications as directed by NEBMC].
· In the event of supply not meeting demand in patients meeting criteria for transfusion, the allocation of scarce resources may be determined by a hospital triage team or equivalent.
· For massively bleeding patients, triaging may be implemented, if directed by the National Emergency Blood Management Committee. 
Follow the hospital emergency blood management procedure/plan for – Red Phase, until further notice. 
Inventory is being monitored at the national level and updates will be provided regarding recovery of supply.



Hospital Name/ Logo here
Urgent: Notification of Blood Shortage
	To:	[Enter name of Chairpersons of Transfusion Committee, Emergency Blood Management Committee, CEO and Chief of Staff]

	From:	[Enter name of Medical Director of Transfusion Service and Chief of Pathology/Laboratory services]

	cc:	[Enter – All physicians and as applicable – name of Department Heads for Anesthesia, Surgery, Critical Care, Emergency, Trauma, Hematology, Medicine, Obstetrics/Gynecology, Oncology, and Radiology, Directors of Laboratories, Nursing, Risk Management, Emergency Management, Communications / Public Relations, Patient Relations Officer.]

	Date:	[Enter date] Time: ‘Optional’

	Re:	[bookmark: _Emergency_Framework_Implementation][bookmark: _Toc227675813]Emergency Framework Implementation – Triage of Massively Bleeding Patients


Canadian Blood Services (CBS) is experiencing a shortage of [Choose an item.]. Hospital blood inventory levels have been reduced to conserve components for critical cases.
The National Emergency Blood Management Committee in conjunction with the Ontario Ministry of Health are instructing all hospitals to activate their triaging protocols in alignment with the Emergency Framework for rationing of blood for Massively Bleeding Patients during a red phase blood shortage.
The following is effective immediately:
· All patients experiencing or anticipating need for more than 10 units of RBCs in the next 24 hours must be reported to the Transfusion Medicine Laboratory immediately upon identifying.
· Triage team will determine patient eligibility for affected blood components, based on predetermined criteria and communicate back to clinical team lead.
For further information, refer to hospital emergency blood management procedure/plan – [Enter name of Triage of Massively Bleeding Patients policy].
Inventory is being monitored at the national level and updates will be provided regarding recovery of supply or further restrictions.


Hospital Name/ Logo here
Urgent: Notification of Blood Shortage
	To:	[Enter name of Chairpersons of Transfusion Committee, Emergency Blood Management Committee, CEO and Chief of Staff]

	From:	[Enter name of Medical Director of Transfusion Service and Chief of Pathology/Laboratory services]

	cc:	[Enter – as applicable – name of Department Heads for Anesthesia, Surgery, Critical Care, Emergency, Trauma, Hematology, Medicine, Obstetrics/Gynecology, Oncology, and Radiology, Directors of Laboratories, Nursing, Risk Management, Emergency Management, Communications / Public Relations, Patient Relations Officer.]

	Date:	[Enter date] Time: ‘Optional’

	Re:	[bookmark: _Recovery_Phase_Shortage]Recovery Phase Shortage


Canadian Blood Services inventory levels for [Choose an item.] have steadily improved and have now reached a stable level.
As a result, critical blood product conservation strategies may be lessened. Inventory levels on site will improve over the next few days back up to optimal levels. 
Slow resumption of practice should adhere to:
· Elective medical and surgical procedures/transfusions deferred because of the blood shortage may be slowly resumed on the basis of urgency/priority to aid in recovery of blood inventory levels.
· Current transfusion guidelines will be strictly adhered to as described in Ontario’s Clinical-Practice-Recommendations_March_2025_final.pdf
If you have any feedback regarding this recent shortage and how it was managed, please contact [Enter title here] at [Enter the contact number desired].


Hospital Name/ Logo here
Urgent: Patient Notification of Blood Shortage
	Date:	[Enter date]


Canadian Blood Services (supplier of blood to Ontario hospitals) is experiencing a shortage of [Choose an item.].
‘Optional’  The shortage is the result of [Enter the reason for the shortage here].
As a result, it is necessary to postpone non-urgent blood transfusions and reschedule some non-urgent surgical procedures.
We would like to assure you that Canadian Blood Services (CBS), as well as our hospital blood transfusion service, are taking all possible actions to improve and conserve the blood inventory.
We understand that this may be inconvenient and concerning, and we appreciate your patience and understanding at this time.
Once inventory levels have stabilized, your physician will arrange re-scheduling of your procedure if still required.
Should you have any questions regarding this notice, please contact your physician’s office.
More information may also be available on Canadian Blood Service’s website: www.blood.ca
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