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Sample Referral Tracking System for Health Center’s Electronic Health Record

This referral tracking system is designed to support community health centers in monitoring and managing referrals to early intervention (EI) programs and other external providers through their electronic health record (EHR). It standardizes referral entry, follow-up documentation, and communication status to improve care coordination and reduce missed referrals.

1. Required EHR Fields for Referral Entry
All EI referrals should include the following standardized fields, completed at the time of referral entry: 
· Referral Date
· Referral Type (dropdown: EI Part C, EI Part B, Behavioral Health, etc)
· Referred To (agency name and contact person if known)
· Reason for Referral (from pre-set list or brief narrative)
· Consent Received (checkbox or dropdown: Yes/No)
· Method of Referral Submission (EHR, secure fax, email, other)

2. Referral Follow-Up and Status Tracking
Care coordinators or designated staff should update the referral record using these follow-up fields: 
· Acknowledgment Received (Date the referral was confirmed by receiving agency)
· Family Contacted by EI Provider (Yes/No + Date)
· Appointment Scheduled (Yes/No + Date)
· Referral Outcome (dropdown: In progress, Declined, Not Eligible, Services Started, Other)
· Notes/Comments (free text area for documenting conversations or status updates)

3. Dashboard or Report for Tracking Referrals
IT or reporting teams should configure a dashboard or regular report to monitor referral data. Recommended metrics include:
· Total referrals by month and type
· % of referrals with acknowledgment within 5 business days
· % of referrals resulting in services started
· Referrals without follow-up after 14 days
· Top referral destinations (to support partnership development)

4. EHR Alerts and Reminders
Configure EHR task reminders or alert flags for referrals that need follow-up:
· Reminder to confirm referral acknowledgment if not received within 5 business days
· Alert if referral outcome has not been updated within 14 days
· Option to add referrals to provider or coordinator task list

5. Staff Roles and Responsibilities
· Provider: Initiates referral and confirms consent
· Care Coordinator: Tracks referral status, follows up with families and EI agency, updates referral record
· Administrative Staff: Supports documentation and communication where applicable
· Supervisor/Manager: Monitors reports and supports continuous quality improvement
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