MEDICALDIRECTOR - SAMPLE CORRESPONDENCE MANAGEMENT PROTOCOL

DOCTOR CHECKS HOLDING FILE
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Doctor selects ‘No Action’ Doctor selects ‘Return Urgently’

Doctor selects ‘Discuss’
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Result auto-filed in patient record.
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Mark result as ‘notified’ when

patient next presents.

On a regular basis:

Doctors check Correspondence > Actioned Items > Filter by own name > Filter by Return Urgently and Discuss.
Doctors check to ensure all ‘Return Urgently’ and ‘Discuss’ results have been marked as ‘notified’.

Draft protocol typed following discussion with individual doctors during onsite training session. Katrina Otto, Train IT Medical, 0424 580 286 katrina@trainitmedical.com.au
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