
IPRO 340

Improving Health Care Information Systems for 

a Community Health Network

Problems addressed: 

1.) Time 

2.) Continuum of care

3.) Cost

Key Words:

1. MA: medical assistant   8. referral log binder

2. AMC: ACCESS managed care      9. within network, partner, outside of network list

3. PCP: primary care provider          10. referral consult

4. standard referral form 11. standard form of appointment information

5. referral appointment 10. pre-viewed consult bin

6. follow up appointment 11. post-viewed consult bin

7. referral log sheet

The Ideal Referral Process
Color Code

Steps already used by all health centers = Blue

Steps used by some health centers = Pink

New steps that we recommended = Red

Ideal referral process pg 2
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8

Use list of 

ACCESS’s 

specialties and 

services to see if 

what the patient 

needs is 

available

9

Call ACCESS 

clinic to 

schedule a 

referral 

appointment

available

14

Schedule referral 

appointment with 

the main clinic

not available

10

Use list of partner’s 

specialties and 

services to see if 

what the patient 

needs is available

11

Call partner clinic 

to schedule a 

referral 

appointment
available

not available

15

Mark referral log 

sheet to indicate 

that the referral 

appointment has 

been scheduled

12

Use out of network 

list of specialties 

and services to find 

what the patient 

needs

13

Call out of 

network clinic to 

schedule a 

referral 

appointment

16

Put standard 

referral form into 

the log binder 
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no

yes

20

Flag standard referral 

form that is waiting for 

approval I the referral 

log binder

22

Send back 

approval 

17

Referral

approval 

needed
21

Mark the referral log 

sheet to indicate that 

approval is not needed 

for referral appointment

18

Fax referral 

form to AMC 

for approval

25

Fax standard 

referral form to 

clinic where 

referral 

appointment will 

take place.

26

Stamp the 

standard referral 

form to indicate 

that fax is 

complete.

19

File the 

standard 

referral form in 

the referral log 

binder

24

Mark referral 

log sheet to 

indicate that 

approval was 

granted for the 

referral 

appoinment

23

Received approval 

for referral 

appointment
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27

Send referral 

appointment info 

to patient 

(standard form of 

appointment info, 

map and 

directions)

28

Mark referral log 

sheet to indicate 

that referral 

appointment 

information has 

been sent to the 

patient.

29

Give patients a 

reminder call 

before the day of 

their appointment

30

Can patient get 

to the referred 

clinic without 

assistance?

32

Patient goes to 

referral 

appointment

yes

31

Provide shuttle 

service to patient

no
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33

Check if 

referral consult 

has been 

received

no

38

Put referral 

consult into 

pre reviewed 

consult bin for 

the PCP

yes

36

Mark referral log 

sheet to indicate 

that referral 

appointment 

was attended 

and referral 

consult was 

received

41

Are the results 

abnormal?

42

Reschedule follow 

up appointment for 

a sooner time

45

File referral 

consult and 

standard referral 

form in the 

patients file

yes

no

44

File referral 

consult along 

with standard 

referral form in 

the patient’s and 

flag as 

abnormal

37

Stamp referral 

consult with post 

referral 

appointment 

options

39

Indicate what post 

referral 

appointment 

options to take and 

give approval for 

this action with a 

signature

35

Go to step 1 

restart the 

referral process

34

Call referred to 

clinic to find out 

if patient went 

to appointment

no

yes

40

Put reviewed 

consult into post 

reviewed consult 

bin

43

Contact the 

patient using the 

3 step standard
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46

Patient goes to 

follow up 

appointment?

47

Notify patient that 

they had a follow 

up appointment

49

Discuss the 

referral results with 

patient

yes

no

48

Reschedule 

follow up 

appointment for 

another date

50

Mark referral log 

sheet to indicate 

that patient went to 

follow up 

appointment

End
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1

Orders referral 

by filling out part 

of the standard 

referral form

6

Finish filling 

out standard 

referral form

4

Schedule follow up 

appointment with 

the PCP

2

Give availability 

times for the 

referral and follow 

up appointments

3

Put availability 

times into 

standard referral 

form

5

Put follow up 

appointment 

date into referral 

log sheet

7

Enter patient’s 

referral info into 

referral log 

sheet


