

THIS IS A SAMPLE ONLY TO GIVE YOU IDEAS ON FORMING A POLICY –YOU CAN CUSTOMIZE TO MEET YOUR NEEDS


Test Tracking Policy (PPC6)

POLICY STATEMENT:  The risk of harmful delays in care most commonly arise after ordering diagnostic imaging, and laboratory tests.  Sometimes a patient fails to show up for tests, or other times the physician fails to receive a report.  The goal of this policy is to create a procedure for following up on all tests ordered to improve patient safety and improve quality of care the patient receives.  

POLICY #:_________________________________________
EFFECTIVE DATE:__________________________________________
APPLIES TO:  All associates and providers

IMPLEMENTED BY:



SIGNATURE:
PROCEDURE:  The clinicians in the practice explain the purpose of any diagnostic imaging or laboratory exam recommended and takes action to ensure proper follow up with the patient. In addition, actions are taken to ensure all normal and abnormal test results are received by patients in a timely manner.   {please customize to the practices of your office and/or abilities of your system}
1. In terminology the patient can understand, the purpose of any diagnostic imaging or laboratory exam recommended is provided to the patient. 
2. The scheduling of the patient’s next appointment is provided and telephone follow up to ensure recommended test is obtained by the patient prior to the next appointment is discussed with the patient. 
3. Upon receipt of an abnormal EKG, Laboratory Report (such as drug level, positive culture or abnormal SMA level), pathology or x-ray report:
a. The provider or his/her designee will contact the patient via telephone.  All attempts to contact patient will be documented on the patient's chart_________.  The successful contact will be documented in synopsis form in the patient’s chart_______.

b. If no telephone contact is provided, the patient will be sent a certified letter notifying him or her of the significant laboratory or x-ray findings with instructions that the patient contact his or her personal physician as soon as possible.

c. The patient’s physician shall be notified whenever patient follow-up is initiated and information of the reason for contact. Documentation of this notification shall be noted on the patient’s chart.

4. Upon receipt of a normal EKG, Laboratory Report (such as drug level, positive culture or abnormal SMA level), pathology or x-ray report:

a. The patient will be sent a certified letter notifying him or her of the normal laboratory or x-ray findings with instructions of when the patient should contact his or her personal physician for their next appointment.

b. Documentation of this notification shall be noted on the patient’s chart.
Reference: Test Tracking Policy (PPC6)

