xii.  Ordering Laboratory, Radiology, Referrals Policy and Procedure
This policy provides guidelines for a DPC office to follow Best Practices when ordering and tracking laboratory tests, radiological imaging or specialist referrals.
A separate Scheduling Request (SR) will be filled out for each laboratory test, radiological test, specialist referral.  
The Scheduling Request requires that the patient sign and date the bottom of the form acknowledging that the patient agrees to follow through on physician’s order.
This office’s SR is a carbon copy; once properly filled out, the patient takes the white copy (top) and the office keeps the yellow copy (bottom).  The yellow copy gets filed in the office.
As the office receives reports (see Policies on Reporting of Radiology Results, Laboratory Results and Specialist Reports), the yellow copy of the SR is retrieved and matched to the report by patient name, order written.  Once the match is confirmed, the yellow carbon copy is destroyed following HIPAA guidelines.
Once a month, all yellow slips collected in the previous 30 days are checked to see if a corresponding order was received.  There may be situations in which a report comes back and the corresponding yellow slip is not pulled and destroyed.
If there is no matching report, the patient is contacted and reminded of the pending order for lab, radiology or referral.  This communication is documented in the EHR. 
The yellow slips of the SR will be checked every 30 days, following procedure for contacting patient as outlined above.  If the ordered lab, radiology test or specialist referral is not completed after 3 months, the patient is sent communication reinforcing need to follow through on the order; this communication will include the name of the test ordered, the reason for the order, the original date of the order and potential risks to the patient’s health if the order is not completed.  
If needed, a certified letter is sent with a copy to the EHR.  The yellow carbon copy of the original order is also loaded into the EHR.
If after 30 days yellow slips remain in the folder, patient will be called to inquire as to whether a) referral was actually done but no report was received in office b) patient did not go for referral yet.  This conversation is documented in the chart and on the yellow slip with name of staff calling, date, time.  If patient has not completed order, the recommendation to follow through on specialist referral is documented in chart and yellow slip with name of staff calling, date, time
If patient has not gone for referral after 90 days, yellow copy of referral will be uploaded to chart or put in paper chart with documentation of above.  
 
