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	Position
	Names
	Date & Signature

	Responsible
	Head of Radiology
	
	

	Supervisor
	Director of Medical and Allied Health Sciences Services Unit
	
	

	Approver
	Director General
	
	



Purpose: To ensure that hospital radiology department receives written orders containing all required information for X-ray examinations and ultrasounds.

Policy Statement:
· Hospital ensures that all orders for radiology examinations are requested by physician or other qualified healthcare professional.
· All incomplete radiology requests shall be clarified by physicians, otherwise rejected.

Equipment and Forms:
· Completed X-ray request form
· Pen 

Procedures:
1. Physician/Allied professional staff completes a request form for diagnostic radiology procedures that will include the following:
· Patient identification
· Last menstrual period (LMP) for female patients aged 12-55 years 
· If patient is pregnant, the consent form is needed (cfr P&Ps  X-ray examination for pregnant and potentially pregnant patients) 
· Specific radiology procedure desired
· Specify part of the body of interested 
· Clinical indication for the procedure
· Priority: Stat (within one hour), ASAP (within three hours), and then Routine Orders (within 24 hours) for a radiology examination
· Physician/allied professional’s name, date, signature and stamp
2. The radiology technician receives written orders from physician/healthcare professional and verifies that the request form is completed properly.
3. In case of there is missing information on the request order, it will be return to the requesting physician/ healthcare professional for clarification.
4. Radiology technician registers all requests forms in radiology department register (number, date, names of patient, sex, age, address: district, sector and cell, type of x-ray requested, requesting doctor and number of repeats).
5. The radiology technician conducts the examination and returns the results to the requesting physician/healthcare professional, ensuring confidentiality.
6. Radiology technician aggregates data from the register on a monthly basis and submits to the Head of Radiology. 
7. [bookmark: _GoBack]The Head of Radiology submits the monthly report to the Director of Medical and Allied Health Sciences Services Unit for review.

References
· Radiology ordering procedure, nursing policy: R-10 LSUHSC-Shreveport, LA available at:www.sh.19496.ed/policies/policy manuals viams.../nursing/R-10pdf
· Radiology services policies and procedures 2011 University health services November available at:www3.nd.edu/-uhsrn/pdf/combined_xray.pdf
· X-ray/Ultrasound request form-Parkside Hospital, available at:www.parkside-hospital.co.uk/files/20120807134057-radiology
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