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Staff is educated over process at least annually. Practice keeps training materials, date and attendance. New staff will complete training at time of hire and annually, thereafter 

Practice Name and or Logo Test Tracking  

Lab test ordering

Confirm patient 
demographic 
information

Provider/staff 
creates test and 

indicates 
timeframe for 

scheduling/testing 
to occur (usually 

24-48 hours)

Communicate 
timeframe for 

when test results 
can be expected

Inform patient 
where to obtain 
test and if they 

need an 
appointment. 

Provide written 
and verbal testing 
requirements as 

needed

Request a copy of 
test results be 

sent to patient's 
PCP/referring 

provider

Discuss how 
patient can obtain 

test results

Tracking order

Check daily 
for test 
results 

received 
through the 

EMR

Review test 
results sent 
to provider 

inbox. 
Provider 

reviews test 
results, 

date/time 
stamps

Provider 
sends 
messages to 
designated 
staff for any 
next steps (as 
necessary)

Results Received

Provider receives 
results and sends 

message to 
designated staff for 
any next steps (as 

Necessary)

Patient is notified 
about all test results

Phone calls, letters 
and other 

communications 
with patient are 

documented in EMR

Normal Results: 
task created to 

notify patient. Upon 
patient request, 
post to patient 

portal

Abnormal Results: Provider decides next steps. 
Two attempts to notify patient.  Third attempt is 
certified letter.  Discuss follow-up care which will 

be tracked

Critical Results: Provider will be contacted with 
results.Patient contacted ASAP.  Two attempts to 

notify patient.  Third attempt is certified letter.  
Refers to emergency contact if contact has been 

unsucessful.  If no response, patient's PCP or 
referring provider will be contacted.  Discuss 

follow-up care, which will be tracked

Outstanding/incomplete 
results

Cancelled tests 
without rescheduling 

or missed 
appointments

Verify information 
was ordered correctly

Call patient first, then 
testing site (as 

needed) Call patient 
twice, then send 

letter.  Ask patient to 
reschedule test

Notify provider if 
patient did not 

complete testing or 
refused to reschedule

Referred Patients

Ensure all lab and 
radiology results 

are sent to the PCP 
and referring 

provider

Lab and radiology 
results include 
those results 

generated from 
the visit by the 

practice and 
from  a referral 

by the practice to 
sub-specialist 

practice

Self-referred Patients 

Patient will be informed 
that their health care 

information, including test 
results, will be cc'd to their 

PCP

If patient objects to certain 
information being sent to 

their PCP, the practice 
clarifies the inforrmatin that 

can be sent to their PCP

Patients are encouraged to 
allow medications/changes, 
immunizations, (any lab and 
screenings) go to their PCP

Documentation About the patient 
preferences is updated as 

needed.

If patient does not have a 
PCP 1.

Determine Patient’s 
PCP for Care 
Coordination 
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Test Tracking 

Foot Notes 

1. Self-Referred patients who need PCP are Offered: 
• McLaren Northern Michigan: Petoskey 

 https://www.mclaren.org/northernmichigan/northernmichigan.aspx 
 Go to Patients & Visitors  
 Book a Physician / Office appointment 

 


