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Standing Order for Laboratory Testing

Purpose:

This document establishes a policy and procedure for handling standing order laboratory requests from providers authorized to order laboratory tests.  
The laboratory ensures that standing orders are accepted in accordance with Medicare, Medicaid, and other federally funded payer guidelines.  
Policy:
A standing order is a laboratory order for a laboratory test(s) that requires collection and test performance over multiple dates.  The standing order and frequency must be reasonable and necessary. Typically these orders are used to monitor drug therapy, disease state, or medical treatment. The test may be required daily, monthly, weekly, or ‘as needed’.
Laboratory standing orders require a request written by an authorized provider and includes the frequency and duration of the order as well as narrative or ICD diagnosis codes that meet medical necessity requirements for testing.   The written order may be on an outpatient laboratory request form, prescription pad, or other acceptable request form format. For more information refer to the Request for Laboratory Test policy location in the Laboratory Administrative Manual.
Laboratory standing orders are renewed every 12 months unless otherwise specified on the provider order.  At least 30 days prior to the 12 month expiration; the laboratory obtains a renewal standing order in written format.  The date is determined by the date the initial or renewal order is received.
Orders are scanned into Meditech Registration module.  A copy of the most recent order can be reprinted from Meditech as necessary.

Color coded standing order labels are placed on the written order (bottom right hand corner of the request).  Standing order colored labels include the laboratory collection site location and 12 month expiration date.  The location box must be checked on the label.  

The label color system is as follows:


January & July:

WHITE

February & August
GREEN


March & September
PINK

April & October

RED (Dark Orange)

May & November
ORANGE

June & December
YELLOW
Record the date collected under the appropriate section on the standing order label on the original copy and patient copy.
Procedure for 

Initial Standing Order:

1.
Place appropriate color coded label (color is dependent on the month) on the request in the lower right corner – ensuring no patient or test information is covered), and complete the following information on the label:
· Laboratory Location (check the box for the lab collection site)

· Patient Full Name 

· Patient Date of Birth

· Date Order Received

· Frequency

· Order Expiration (12 months from date order – new or renewal - received)
· Order Provider’s Name
· Record Test(s) Name OR “See Form”
2.
Make 2 copies and provide 1 copy to the patient, file in requisition bin or appropriate filing system at offsite lab locations.  

3.
Scan a copy into the computer through the Registration module.

4.
File the original in the standing order file.

Procedure for 

Renewal:

Each laboratory collection site location is responsible for obtaining written renewal orders from providers within 30 days prior to expiration of the standing order.

1.
Each month go through the standing order file and look for the colors for the next month.  Pull out requests that are the color that will be expiring.  

For example in July begin looking through the orders with a GREEN sticker and pull the requests expiring in August. 

2.
Contact the ordering provider for a renewal order.

3.
When the renewal order is received; place appropriate color coded label (color is dependent on the month) on the request in the lower right corner – ensuring no patient or test information is covered), and complete the following information on the label:

· Laboratory Location (check the box for the lab collection site)

· Patient Full Name 

· Patient Date of Birth

· Date Order Received

· Frequency

· Order Expiration (12 months from date order – new or renewal - received)
· Order Provider’s Name
· Record Test(s) Name OR “See Form”
4.
When the patient presents the next time for collection; pull the order and make 2 copies. Provide 1 copy to the patient, send 1 copy with the specimen to the Specimen Processing Department.

5.
Scan a dated copy into the computer through the Registration module.

6.
File the original in the standing order file.

Processing Patient:

1.
Each time the patient presents for testing, pull the original request order from the standing order file and record the date of service on the Date Collected section.

2.
Make a photocopy and send with the specimen to the Specimen Processing Department.

3.
Scan a copy into the Registration module for the current visit (account) number.

Procedure Notes:

1.
At minimum, the standing order (initial and any renewal) is scanned into the Registration module at the following times:

· Initial specimen collection for the new order (initial and any renewal)

· When the registration visit number (V#, Account number) changes

· The last visit on the standing order before expiration IF the last order is used. Often times the order is expired by the time the patient returns for another service.
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