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Sample Automated Referral Follow-Up Alert Process in Electronic Health Record

Step 1: Define Referral Follow-Up Parameters
Establish the criteria for triggering follow-up alerts:
· Referral types to track (e.g., Early Intervention, Behavioral Health, Specialty Care)
· Timeframes for alerts (e.g., 5 business days for acknowledgment, 14 days for outcome)
· Responsible roles (e.g., care coordinators, nurses)

Step 2: Build Standardized Referral Templates
Develop electronic health record (EHR) referral templates that include:
· Auto-filled patient demographics (name, date of birth, provider, etc)
· Fields for 'Date Sent,' 'Acknowledgment Received,' and 'Outcome'
· Referral method (e.g., direct message, fax, email)

Step 3: Configure EHR Task Rules or Alerts
Create automated alert rules based on referral activity:
· Alert 1: Trigger a follow-up task if 'Acknowledgment Received' is blank after 5 days
· Alert 2: Flag for review if no 'Outcome' is recorded within 14 days
· Alert 3 (Optional): Notify the referring provider after 7 days if the referral remains pending

Step 4: Create Dashboard or Task Queue
Configure an EHR dashboard or task list that shows:
· Referrals by days since submission
· Referral status (e.g., pending, acknowledged, complete)
· Filters for referral type, date, or assigned staff
· Ability to sort overdue or at-risk referrals

Step 5: Implement Staff Workflow
Assign daily follow-up duties to care coordinators:
· Review alert dashboard daily
· Contact the referred agency or family as needed
· Update referral notes and status in the EHR
· Supervisors review referral completion rates weekly


Step 6: Pilot and Refine
Run a short pilot to test and improve the system:
· Choose 1-2 referral types for testing
· Monitor alert accuracy and staff response
· Collect data on follow-up completion
· Refine alert timing or workflow based on feedback

Step 7: Scale and Sustain
Expand the process to all relevant referral types:
· Include the alert process in standard operating procedures and onboarding
· Monitor performance monthly
· Share outcomes and celebrate improvements
· Revisit system logic quarterly to ensure relevance and effectiveness
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