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None 

None 

 

POLICY: Lifesong Hospice and Palliative Care accepts referrals of patients for hospice admission 24 

hours a day, 7 days a week. 

PROCEDURE: 

1. During scheduled working hours of 8:00am to 5:00pm, Monday through Friday, the Business Office 
Manager or designee accepts new referrals and completes enters the intake/referral information 
into the electronic medical record system as a pending patient. 

 
2. Outside of scheduled working hours, referrals are taken by the Administrator On-Call, who 

completes the entry of referral information into the electronic medical record (EMR) as a pending 
patient and notifies the referral source that a hospice representative will return their call. The 
Administrator On-Call connects with the liaison on-call, the on-call nurse or other hospice 
representative to begin the admission process.  

 

3. When a patient or family member makes the referral, the Director of Clinical Operations or the On-
Call Nurse contacts the patient’s attending physician, as soon as possible, to confirm the patient’s 
eligibility for hospice care, and to obtain the attending physician’s orders to admit the patient for 
hospice services. 

 
4. If the attending physician denies approval of the referral to hospice, the Administrator On-Call 

notifies the referral source of the attending physician’s response. The patient status is updated in 
the EMR and the patient is added to the pending patient tracker, with documentation of why the 
patient was not admitted and any plans for ongoing follow up. 

 

5. When the referral is initiated or approved by the attending physician and orders have been 
obtained, the DCO or designee: 

a. contacts the patient/family to schedule an appointment for the designated hospice 
teammate to visit and complete an informational visits/complete consents within the 
same day, unless the patient/family requests otherwise; 

b. notifies the admitting RN of the date, time, and the location for the admission; 
c. provides a copy of the referral/intake information to the admitting RN; and 
d. notifies the referral source of the hospice intervention. 
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6. The hospice’s Business Office Manager (BOM) or designee determines if the patient has a history of 

prior hospice care to ensure the patient is admitted to the correct hospice benefit period and if 

there is a need for face-to-face visit. 


