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1. PURPOSE
1.1. To outline a process to use in an effort to enable tracking of unlisted test requests.

1.2. Use this process only for unknown and unusual test requests.  Every attempt should be made to find an existing code or previously referred out ZZM. 

2. PROCEDURE

2.1. When a nursing unit phones requesting information about ordering a test, attempt to help them by giving them the code to look for or any key words that may help their search.

2.2. If the test is not among those listed in our system:
2.2.1. Ask for a requisition with the patient information and test request in writing

2.2.2. Order the panel:  UTN. Enter “R” for “Received unlisted test notification”.

2.2.3. Enter any pertinent information in tracking (who you spoke to, the name of the test being requested, who you handed the request off to for investigation)

2.2.4. Tell the unit that we will follow up with them when we know more about the request and if it can be processed.

2.3. Give paperwork to Send-Outs MLA, who will research the test and determine the requesting laboratory.

2.3.1. The Send-Outs MLA will print a UTN outstanding list every morning.

2.4. If the test is not available in Ontario and/or if a testing laboratory cannot be located, notify a Technical Coordinator (see IHL-OPS-IV Unusual Referred Out Test Requests)

2.5. If the testing is available and determined to be acceptable, notify the floor of the sampling details if they will be collecting the sample (i.e. ICU)

2.5.1. Finalize the UTN panel by filling out the following fields:

2.5.1.1. STATUS: P

2.5.1.2. EXPECTED TAT: Free text the # of days

2.5.1.3. COMMENT: “/”

2.5.2. These actions will automatically generate a ZZM test on the same request

2.5.3. Collect the sample and send to the appropriate Reference Lab accordingly. 

2.6. If the TC confirms that testing is not available, or testing is determined to be not necessary by the Clinical Lead of the department, the Send Outs MLA will:
2.6.1. Notify the Nurse or Physician who contacted the Lab

2.6.2. Finalize the UTN panel by filling out the following fields:

2.6.2.1. STATUS: U

2.6.2.2. EXPECTED TAT: “/”

2.6.2.3. COMMENT:  Enter the reason for not processing the order (given by TC).

2.6.2.4. Add any troubleshooting codes for unit production.
3. REFERENCES
3.1. IHL-OPS-IV Unusual Referred Out Test Requests
4. FLOW CHART
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NOTE: This is a CONTROLLED document as are all system files on this server.  Any documents appearing in paper form are not controlled and should be checked against the server file version prior to use.
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