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PURPOSE: To provide for the orders completion, follow-up and disposition of all lab/diagnostics/radiology ordered for the 
patients. 

 
POLICY: Orders will be placed in EHR using the “My Plan” template; and followed up with “Order Management” template 

and the appropriate use of “tasking” functionality via the “Provider Test Action” template. 
 
PROCEDURES: 
 
Orders Completion 
Provider orders from the “My Plan” Template in the Health Center’s EHR (Electronic Health Record). (Attachment A) 
The provider explains the purpose of tests ordered for the patient.  
The order is put into the EHR under My Plan/orders and is electronically sent to the lab.  After the visit is complete, the patient 
proceeds to the lab. 
 
Labs/Diagnostics/Radiology Results Reports  
 
Results reports received are scanned/filed/sent to the ordering physician’s PAQ (Provider Approval Queue) in EHR either directly via 
the lab/EHR interface or by designated staff. (Attachment B) 
 
The provider will review his/her PAQ and disposition the results via the Physician Action Plan template in the EHR.  
 
It is an expectation that all provider staff will review their PAQ daily and at least disposition all abnormal lab results within 48 hours 
of their being scanned to the PAQ. 
 
Tasking: Provider 
 
Provider will task disposition to his/her clinic support staff who will review and complete the task. 
If the results are normal: 
The clinic support staff may release this information to the patient if he/she has         
signed the appropriate consents.  (Attachment C) 
 
If the results are abnormal: 
The clinical support staff will attempt to contact the patient to make an early appointment for follow up. 
 
Completion of Task: Clinic Support Staff 
 
The designated Clinic Support staff complete the assigned task. 
A.  The Consent to Contact form of the patient will be reviewed to determine the patient’s preferred mode of communication. 
 
All attempts to contact patient will be documented on the patient's chart in EHR.  The successful contact will be documented in 
synopsis form in the patient’s chart 
 
After 3 unsuccessful attempts to contact patient, the designated Clinic Support staff will send a certified letter with a “return receipt”. 
This letter will be generated in the EMR using the Documents template. Documentation of this notification shall be noted on the 
patient’s chart in EHR. 
 
The Center will exert effort to report test results to the patient in a timely manner:  within two (2) weeks of the test date. 
 
The designated Clinic Support staff goes into the EHR’s Order Management to document completion of task related to the order. 
(Attachment D) 
         
Tracking: Clinical 
 
       1.     Provider/s and Clinic Support Staff will review on a regular basis at least weekly 
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               all outstanding orders and follow up needed. 
 
       2.     Clinic Support staff will follow same procedures above for contacting patients with                 
               incomplete orders.  
  
If patient says he/she has undergone the tests but no results were received by the Center, a copy of the results will be obtained as soon 
as possible.   
 
If patient says he/she has not completed the orders, patient will be reminded to undergo the tests. 
 
If the patient says he cannot undergo the tests and shares the reason for not being able to do so, the details will be documented for the 
provider’s information and disposition.  
 
Monitoring: Quality Assurance 
 
Clinic Supervisor/designee will undertake monitoring of all tests ordered by the    Providers in the Clinic units (OB/Gyne Behavioral 
Health & Primary Clinic) on a weekly basis. 
 
Generate EHR Patient Tracking Report on Orders Completed to identify completed vs. outstanding orders for patients of providers in 
the Clinic unit.    
     (Attachment E) 
 
Review and analyze report to identify patients with incomplete orders. 
 
c.   Assign designated Clinic Support staff to follow up patients with incomplete orders. 
       
Attachments: A. EHR’s My Plan Template  
 B. EHR’s Provider Approval Queue (PAQ) 
 C. Consent to Contact Patient Form 
 D. Completing an Order in EHR’s Order Management 

E. Generating EHR’s Completed Orders Tracking Report 
 
Related Policy for Reference:  Lab-0019 Critical Values 
 
 
                         
CEO/Designee      Date 
 
 
              
CMO/Designee      Date 
 
 
              
DOO/Designee      Date 
 
 
              
Quality/Risk Management Coordinator   Date 
 
 
 
Governing Council approval:     
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