xx.   Review of Specialist Referrals/Reports Policy and Procedure
The goal of this policy is to ensure that all ordered specialist reports are received in the DPC office, addressed by the physician, results/instructions communicated to the patient and necessary follow up scheduled. 
Specialist reports/referrals may be received via efax, email, fax, regular mail. 
Reports are reviewed, signed, and dated (in writing or by e-signature) by the physician with physician either writing/typing instructions on the specialist report for the staff to address or by the physician/staff calling the patient directly with instructions.  If the staff is to address, the staff will communicate the physician’s instructions to patient.   
Any new medical diagnosis related to lab results will be documented in patient's chart. 
If any follow up is required per the instructions associated with the specialist report which may include additional testing, an office visit, and any other instructions, physician or staff will schedule appointment for follow up and document date/time of future visit. 
The date/time and discussion with the patient will be appropriately documented in the patient’s chart by physician/staff. 
It is imperative to include the TIME of communication with patients in all documentation!   
As final specialist reports are received, they are checked against yellow carbon copy of Scheduling Request.  All specialist reports ordered per the yellow carbon copy of the Scheduling Request must match the specialist report received.
Once the report is received and reviewed with physician signature, the yellow copy of Scheduling Request is destroyed in compliance with HIPAA regulations.  
