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CARE4 MODULE NAME: OM 
Out-of-Hospital Appointments for ED and Admitted Patients 
 
Overview  
 
This document provides instructions for how to order and receive and manage orders 
for a procedure, exam, consult, or appointments that are only offered by another facility. 
Examples could include very specialized consults (ex.: neurology) and procedures such 
as elective PCIs or biopsies. 
 
This process is applicable for patients that are in the ED or admitted on an inpatient unit 
where the patient needs to be transported. This applies to patients that are permanently 
transferred and discharged as well as patients will return following the appointment. 
 
The orders will serve as a tracking and communication tool to indicate:  

 that the physician identified the need for the patient to have a procedure offered 
externally 

 when the transfer has been organized and booked,  
 when the patient is scheduled to leave and return (if patient is coming back),  
 and when the appointment is completed. 

 
There will be orders for the physician to specify what type of test is required. 

 A few diagnostic imaging orders that are only available to the sites that do not 
perform them(1) 

 One general order for any other type of appointment (2) 
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Overview of Workflow 
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Physician Orders Out of Hospital Appointment 
 

 
 
Once it’s identified that the patient is needing an appointment at another facility, the process to 
contact the receiving site would not change (ex.: requesting physician calls the receiving physician to 
get the consultation accepted).  
 
The physician would then enter the “Out-of-Hospital” order and enter required details 

 
The order will have a status of “Incomplete” which is normal as there are some steps to be done by 
the unit staff. 
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Receiving and Actioning the “Out-of-Hospital” Order 
 

As mentioned, the order is in an “Incomplete” status. 
 
This will cause the Status-Board indicator to display “EXT APP” in RED. 
 
The ACK column will also indicate “Inc” for Incomplete. 
 

 
 

 
 
 
 
 

 
As the planning activities progress, the details are added to 
the order so the following shifts know what is ready or 
outstanding for the patient’s appointment. Clicking on the 
indicator will launch the orders routine.  
 
Examples include:  
- faxing the receiving hospital’s consult form 
- preparing the transfer envelope  
- determining who will accompany the patient 
- Booking transportation 
- etc. 
 
If arrangements are not finalized, the order is saved and the 
details are added as they come.  
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Here is a view of the order where the details are updated. 

 
Once the arrangements are completed, the order 
can be put in the “Ordered” status.  
 
At the bottom the order, there is a section with 
instructions for the unit staff of how to edit the 
order.  
 
Below that, there is a question that will always be 
defaulted to “No”. Changing that question to “Yes” 
will put the order in an “Ordered” status and this 
will update the indicator on the Status Board to be 
Green.  
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When the patient is ready to leave for their 
appointment, follow your organization’s 
processes.  
 
If the patient is not coming back or that the bed 
will not be held empty during the time the patient 
is away, follow the discharge processes.  
 
 
 
If the patient is coming back, follow the leave of 
absence process for the time where the patient is 
not in their bed. Upon the patient’s return, 
complete the order so it can fall off the Status 
Board.  

 
 

 


