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Follow up of Tests, Results and Referrals
When ordering diagnostic tests:

· at least 3 identifying questions are asked to ensure the correct patient is receiving the correct test.
· Patients are given all the appropriate information in regard to why and how the tests will be performed so an informed decision about the investigation, referral or test can be made. 
· We advise our patients when tests are ordered outlining the following;

· the significance of the investigations, results  or referral & any costs.
· how to obtain results and who is responsible for follow up.
Review of all results, reports and clinical correspondence received
· reception staff receiving results, reports and correspondence that have not already been directly downloaded in to our clinical software, scan all correspondence into the appropriate doctors inbox for checking before it is transferred into the clinical notes.
· If a Doctor is not on duty the inbox is directed to another doctor in our practice on that day
· If pathology services etc. need to contact our Doctors outside normal workings hours they are contacted on their mobiles.
· When the Doctor checks the inbox they either choose no action if nothing is to be followed up, non-urgent appointment if they wish to see the patient with in the next few weeks or if they have a comment to be given to the patient (this list is printed weekly by reception and patients called), urgent appointment if the patient is required to be seen with in the week with a comment to say when the patient needs to be seen (this list is printed daily by reception) or this option may be used if a patient needs antibiotics or further test performed before review. Nurse to advise is used for NSW pap reminders (printed weekly) and Reception to advise if a message is to be given to a patient or further action like forwarding to another doctor.
· Clinical reason as to why the tests where ordered are put on the request. If these were ordered by another Doctor the patient notes can be viewed or if urgent hand over has generally happened so the viewing doctor is aware if urgent. 

· By selecting non-urgent appointment or urgent appointment with the appropriate message will indicate how urgent this follow up is required.
Communicating with patients about tests, results and referrals

· When a test is requested the patient is told to call the surgery a couple of days after the test is done. If urgent they are requested to call that afternoon and the test is marked urgent.
· the patient is informed about the expected timeframe for getting tests or investigations or appointments with specialists or allied health providers at the time of the request. 

· If the doctor has requested an appointment to follow up some requests the appointment is made then otherwise the patient is requested to call.
· When a patient calls or we call them for a result we firstly identify the patient and give the patient the doctors comment on the test. If the patient requires more information they are given an appointment of the phone number taken for the doctor or nurse to return the patients call
· When the patient is given a result it is marked as notified in the patients clinical notes. Any further instruction have been documented

· If a test has been received and is urgent the doctor often calls the patient directly when needed and documents the phone call
Identification for follow up of clinically significant investigations and referrals that have been ordered
· Doctors regularly check there inbox. The outstanding requests are followed by weekly by reception staff.
· If the result received is marked urgent the doctor is called by the provider of the tests and then the patient is notified.
· We have a recall system that is reviewed and followed up weekly by our reception staff.
· The doctors comment will be specific and let reception know how urgent this follow up is required
· The level of follow up will be entered by the referring Doctor. If urgent it will be followed up that day if not within the next week.
What is your system to recall patients with clinically significant results, reports and clinical correspondence?
· To contact patients we make phone calls at different times/numbers. If unable to contact by phone we send a letter via registered mail 
· The doctor will determine if the correspondence is urgent
· When a follow up appointment is made the patient name is marked with ‘Recall” in the appointment book to know they have been called in for a follow up. When the appointment is made reception will write what the recall is for. If any patient does not show for a booked appointment they are marked DNA then called and booked back in. This is documented in the appointment book next to the patient name and in the patient notes when required.
· Whenever follow up appointments are made or results are given it is documented in the patient notes
