ORGANIZATION
POLICY AND PROCEDURE
SUBJECT:
Verbal/Telephone Orders and Test Results
PURPOSE:  
To define a process for accepting verbal or telephone orders and test results directly from physicians, physician extenders (Physician Assistants,  Nurse Midwives, Nurse Practitioners), labs and/or testing services.
POLICY:  
Verbal communication of orders and test results should be used in situations where any delay in writing the order or test result could cause patient harm or have a possible negative outcome.  

PROCEDURE: VERBAL ORDERS
1. Verbal orders will be given only by qualified physicians and physician extenders, dentists, or other persons licensed or authorized to prescribe by the State of ________.

2. Verbal orders that follow this policy will be considered to be valid orders and will be executed as if the authorized prescriber wrote them

3. A verbal order must be authenticated by the person who issued it at the earliest opportunity but no more than 72 hours after issued.  Authentication consists of the prescriber initialing and dating the transcribed order.

4. The following staff members can accept and transcribe verbal/telephone orders for patients under their care or within the scope of their professional practice or that of supervisor:
a. Registered Nurse

b. Licensed Practical Nurse

c. Medical Assistant who has completed proper training

5. A verbally communicated order must contain all components of a valid written order.  It must also contain the name of the person who issued it as well as the name and title of the person who received the order.

6. Process for accepting verbally communicated orders:

a. The listener will concurrently transcribe the complete order on an approved form that includes the patient’s name and one other patient identifier (birth date, medical record number, social security number)

b. Read the transcribed order back to the provider to ensure the listener has properly heard and understood the communication.  
· Enunciate what is being said as clearly as possible.

· Use aids such as “B as in Ball” or “F as in Frank” to eliminate spelling errors

· Articulate numbers as “sixteen or one-six” to avoid errors
· Document “read back completed”  next to the transcribed order
c. Place the order in the medical chart as soon as possible.

d. Flag the verbal order for authentication.

7. Due to the risk for medication errors associated with verbal/telephone communication of orders, it is expected that the following components of the order will be verbalized and transcribed:

a. Date and time of order

b. Generic and brand name of drug

c. Drug dosage (strength and concentration, formulation – tabs, pills, solution mg/cc)
d. Quantity and duration

e. Route of administration

f. Frequency of administration

g. Age and weight of patient (required for Pediatric patients and in clinical circumstances where appropriate)

h. Known allergies

i. Reason drug is ordered for PRN orders


j. Specific indications for use, as appropriate.

This format of required information for verbal medication orders should also be followed by the provider when writing a prescription for medication.

PROCEDURE: TELEPHONE TEST RESULTS
1. The following staff members can accept and transcribe lab/test results for patients under their care or within the scope of their professional practice or that of supervisor:
a. Registered Nurse

b. Licensed Practical Nurse

c. Medical Assistant who has completed proper training

2. Process for accepting verbal lab/test results:

a. The listener will concurrently transcribe the complete lab/test result on an approved form (Attachment A) that includes the patient’s name and one other patient identifier (birth date, medical record number, social security number)

b. Read the transcribed order back to the provider to ensure the listener has properly heard and understood the communication.  

i. Enunciate what is being said as clearly as possible.

ii. Use aids such as “B as in Ball” or “F as in Frank” to eliminate spelling errors

iii. Articulate numbers as “sixteen or one-six” to avoid errors

c. Place the order in the medical chart as soon as possible.

d. Flag the lab/test result and/or bring to the provider’s attention.

e. Document that the provider has been notified in the Progress Notes.
f. Document “read back completed” with the transcribed test result.
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