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PURPOSE:

Administrative Procedure 535.B

To establish guidelines for scheduling appointments for sp~cialize la,boratory test within Patient
Service Centers.

POLICY:

_Laboratory appointments are only required for the following tests: Glucose Tolerance, Semen
Analysis, Platelet Aggregation and Sweat Chloride (inpatient & outpatient). Appointment
scheduling for these tests are available by calling Department of Pathology & Laboratory
Medicine Olient Services at(9'16) 734-7373 Monday ~ Friday 0700,.-2100.

Appointments for inpatient sweat chlorides are scheduled according to need and staffing.
Inpatient sweat chlorides.are to be scheduled on Monday, Wednesday, Thursdayor Friday.
Tuesday is reserved for outpatient sweat chloride testing.

A. HBC / PCN Patient Service Center

1. Appointments are scheduled in Hospital Information System by calling
Client Services at (916)734-7373.

2. Sweat Chloride appointments may also be scheduled by the Pediatric
- Pulmonary staff located in the Glassrock Building by calling (916) 734-
3112. r

3. Must provide the following infOrmation:
a. Patient's name
b. MRJID number
,c. Patient's home or message phone number for outpatient

appointments. _
d. Name, mailing address and phone number and ICD-9Code(s)

for referring outsid~ patients.
e. Ordering Provider name
f. Outreach Clinic affiliation

4. Platelet Aggregation appointments are scheduled by either Clinician or
patientby calling (916) 612-7086_

5. After appointment is scheduled, caller will confirm scheduled appointment
with the patient.
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B. Glucose Tolerance Testing
1. Far Haspital Base Clinics sample callectian is dane at ACC Laboratary.
2. Far PCNCliriic sites, sample callectian can be dane at any PCN Clinic

Labaratary lacatians. Appaintments are made by the PCN persannel an
\ .

peN laboratary schedule.
3. Appaintments at ACC llibaratarydraw statian are available Manday to,

Friday from 7 am to,915 am in 15 minute increments.

C. Semen Analysis
1. Appaintments are for specimen drap aff anly nat callectian
2. Testing is perfarmedat Cancer Center Laboratary
3. Additianal infarmatian is required to be submitted with specimen
4. Appointments available Tuesday'thru Thursday at 10 am, 11 am and 1

pm.

D. Outpatient Sweat Chloride
1. Appaintments are available anly an Tuesday at 930 am, 10 am and 1030

am.
2. Sample collectian is perf armed anly by CPT III trainer ar CPT III

SupervisQr.
3. Sample callectian is perf armed at Glassrack Laboratary.

E. Inpatient Sweat Chloride
1. Appaintments ar.e scheduled by calling 4-3025

2. All inpatient requests far sweat chlaride testing will be referred to, a
CPTIII Supervisar ar trainer. Infarmatian shauld be pasted an the white
baard.in the supervisars area to, include:

a. Nameofpatient
b. Patient ID.riliinber
c. Patient raom and bed number
d. Name and Phane number af persan ordering test
e. Date and time test is scheduled
f. Ordering physician's name and Physician Index Number

F. Platelet Aggregation.Testing ..
1. Appaintments are requiredta meet patient preparatian requirements
2. Clinician ar patient is to, call the labaratary at (916) 612-7086.
3. Testing CLS will cantactClient Services to, schedule patient at

carrespanding labaratary draw statian. .
4. Client Services representative will cantact patie'nt to, canfirm appaintment

time,- date and lacatian.
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G. Scheduling parameters by location
1. ACe

Administrative Procedure 535.B
"

Department: LAB ACC
Provider Code: GTTI ACCLAB
Visit Type: GLUCOSE
Duration: 15 =MINUTES

2. GLASSROCK
Department:.LAB GLASSROCK
Provider Code: SWTCL GLRLAB
Visit Type: SWEAT CHLo.R,IDE
Duration: 30 = MWUTES

3. CANCER CENTER
Department: LAB CANCER CENTER
Provider Code: APPT CCRLAB
Visit Type: SEMEN ANALYSIS
Duration: 10 =MINUTES

4. PLATELET AGGREGATION (PFA)
Department: varies depending on lab site patient chooses
Provider Code: automatically defaults based on site and visit type
Visit Type: LAB"
Duration: 10 =MINUTES

PROCEDURE:
1. Log in to Hospital Information System.

2. Log into the correct department in order to find the correct schedule (Lab ACC, Lab
Cancer Center, Lab Glassrockand Lab ,Cypress.

3. Enter patient last name, first name and date of birth or medical record number.

4. Go to "APPTS" \

5. Click on "Make Apt".

6. The department will auto-default automatically once" make apt" button is selected.

7. Enter the visit type according to the type of appointment being scheduled.

8. Go to the calendar to view appointments and time slots that are available.
\
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9. Select the date and appointment time patient is able to attend.
\

i

10. Click on the open time slot.

, ,

11. Enter any appointment notes that may assist the laboratory staff in the collection or
testing of patient sample. Enter the name of the test for which the sample is being
collected. ( GTT, SemenEvaluation~ Post Vas, Sweat Ch!oride, Platelet Aggregation)

12. Click on "Schedule"
\

13. Review and confirm appointment just scheduled with the patient.

)
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