
IR(ME)R Employer Procedure: Procedure for Making, Amending and Cancelling Referrals 

for Singleton Nuclear Medicine 

 

Purpose 

• To define the process for making, amending, and cancelling referrals to the Nuclear Medicine 

Department for Nuclear Medicine examinations, including SPECT, SPECT CT, non-imaging and 

therapy examinations and PET-CT. 

• To inform referrers of their responsibilities as duty holders under the Ionising Radiation 

(Medical Exposure) Regulations (IR (ME)R. 

• To advise referrers on the availability of imaging referral guidelines 

• To advise referrers on how to access IR (ME)R awareness training (Appendix 1).  

Scope 

This procedure applies to all authorised referrers who request Nuclear Medicine investigations.  

Referrers 

GMC registered medical practitioners who are appropriately trained are entitled to refer patients for 

nuclear medicine examinations. In addition, non – medical healthcare professionals may be entitled 

to refer in certain circumstances within a specified scope of practice. Only entitled non-medical 

referrers on the entitlement list (Swansea Bay Non-Medical Referrers to Radiology), can refer for NM 

procedures. Individuals that do not meet either of these criteria are not entitled to make a referral 

and must not request examinations.  

Responsibilities 

IR(ME)R establishes measures for the protection of patients from accidental and unintended medical 

exposure. Medical and non – medical clinicians who wish to refer are Duty Holders and have 

responsibilities under this legal framework. 

Referrers 

• Must ensure that all Nuclear Medicine referrals are clinically appropriate and include 

sufficient clinical information (including relevant history and symptoms, sites of known 

disease and areas of clinical interest etc.) for justification and delivery of the radiation 

exposure. 

• Are responsible for completing referral forms accurately and in full. This must include, as a 

minimum, three reasonable patient identifiable details, which may be patient name, address, 

date of birth or NHS number. It should also contain details to identify the referrer and contain 

their signature.  

• Must ensure patient-specific factors (e.g., pregnancy, breastfeeding status, allergies, renal 

function) are considered and documented. 

• Are responsible for amending or cancelling referrals promptly if clinical circumstances change. 

Nuclear Medicine Department Operators 

• Reviews all referrals for completeness and returns incomplete referrals for amendment 

• Arranges for ARSAC Practitioner to justify referral 

• Referrer is contacted for clarification if clinical information on referral is insufficient. 
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• Patient appointment is booked and information leaflet sent  

• If patient preparation is required, this is arranged  

• The radiopharmaceutical used for the Nuclear Medicine study is ordered in advance 

For information on the procedure to identify individuals entitled to act as a referrer, practitioner or 

operator, please contact Singleton Nuclear Medicine who can provide a copy of W.NM.RP.002: 

IR(ME)R Employer Procedure: Procedure for identification of individuals entitled to act as referrer 

or practitioner or operator within a specified scope of practice  

 

Procedure for making a referral 

1. A referral will be made by completing a Nuclear Medicine referral form or a radiology referral 

form.  

Paper Referral Process: 

Internal: Referral forms can be written and delivered to Nuclear Medicine 1 at Singleton 

Hospital by hand or internal mail.  

External: Referral forms can be posted via external mail to Nuclear Medicine 1, Singleton 

Hospital, Sketty Lane, Sketty, Swansea, SA2 8QA.  

 Electronic Referral Process: 

• Signed Nuclear Medicine referrals can be emailed to 

sbu.nuclearmedicinepatientbookings@wales.nhs.uk.   

• Signed PET-CT referrals can be emailed to SBU.PETCTpatientbookings@wales.nhs.uk 

For PET-CT, electronic (unsigned) referrals can be accepted if emailed directly from 

the NHS Wales email account of the referring Consultant. 

  

2. PET-CT and Nuclear Medicine referral forms can be found on COIN.  

3. If an addressograph label is used the referrer must ensure that the demographic details on 

the label are correct for the patient being referred. 

4. The referral form must identify the person to be exposed. This information will be used to 

verify the person’s identity prior to exposure. If the referral does not identify the individual, 

the examination must not proceed.  

5. The referral must include sufficient clinical information (including relevant history and 

symptoms, sites of known disease and areas of clinical interest etc.) for justification and 

delivery of the radiation exposure.  Any medical information relevant to the medical question 

being posed by the referrer must be detailed.  

6. Referrers are encouraged to contact the practitioner in cases of uncertainty. Referral forms 

with insufficient details will be returned to the referrer.  

7. The referral form must identify the referrer. If this is not clear, or if there is doubt that the 

person names as the referrer on the referral form has personally verified the patient and 

medical details, the referral will be returned.  

8. Nuclear Medicine referrals must align with current referral guidelines, such as those provided 

by the Royal College of Radiologists’ iRefer tool which can be accessed from any NHS Wales 

site (Refer to Appendix 2 for access details). 

9. For PET-CT, referral guidelines can be found using the link 

https://whssc.nhs.wales/commissioning/whssc-policies/cancer/  

10. Referral guidelines for radionuclide therapy at SBUHB are available on COIN 
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11. Any referral for Nuclear Medicine as part of a research protocol approved by a Research Ethics 

Committee, must be identified as such on the referral form.  

Procedure for amending or cancelling a referral  

1. For a Nuclear Medicine examination, the referrer must contact the Nuclear Medicine 

Reception either by telephone on (01792) 285295 (ext 35203) or by emailing 

sbu.nuclearmedicinepatientbookings@wales.nhs.uk and inform them of the need to amend 

or cancel a submitted referral as soon as possible before a scheduled appointment. The 

referral will be immediately amended or cancelled on the patient management system (e.g., 

Radis, Soliton or others) by a member of Nuclear Medicine staff.   

2. For a PET-CT examination, the referrer must contact the PET-CT reception on (01792) 517965 

(ext 37965) or by emailing SBU.PETCTpatientbookings@wales.nhs.uk and inform them of the 

need to amend or cancel a submitted referral as soon as possible before a scheduled 

appointment. The referral will be immediately amended or cancelled on the patient 

management system (e.g., Radis, Soliton or others) by a member of Nuclear Medicine staff.   

3. For an amendment, the referrer will be requested to either submit a new referral form with 

the correct examination and clinical information included or amend the original form. The 

data entry on the patient management system will also be amended.  

4. For a cancellation, the name of the referrer and the reason why the request was cancelled will 

be added to the comments box in the patient management system, as well as the persons 

initials cancelling the referral.  

5. Please note: Radiopharmaceuticals are time-sensitive and expensive. Delays or inappropriate 

referrals may result in wastage or increased patient risk. 

Compliance and audit 

• Compliance with this procedure will be monitored through regular audit of referral 

documentation and justification. 

• Repeated submission of incomplete or inappropriate referrals may result in feedback to the 

referring clinician or department lead. 
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Appendix 1: How to access IR(ME)R awareness training 

 

Medical referrers holding current GMC registration are considered to have received appropriate 

IR(ME)R awareness training prior to registration. 

All non – medical referrers are required to undergo training in radiation safety/IR(ME)R awareness 

prior to being entitled as referrers. 

The Health Board Medical Exposures Group has advised that all medical and non-medical referrers 

refresh their IR(ME)R awareness every 3 years. A free, interactive, and online training resource is 

available to all healthcare professionals. Search for e-IRMER within your learning management 

section of ESR to access.  
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Appendix 2: How to access diagnostic Nuclear Medicine referral guidelines 

 

Under IR (ME)R, the health board has responsibility for identifying referral criteria to support 

choosing the right test at the right time to  

• Ensure patients receive timely and accurate diagnoses; 

• Reduce patients’ unnecessary exposure to radiation; 

• Ensure the efficient and even use of available diagnostic resources. 

Imaging referral criteria is bases on the current version of The Royal College of Radiologists decision- 

support tool ‘Making the best use of Clinical Radiology’ (iRefer) which is freely available online for 

NHS professionals in Wales.  

How to use 

1. Login into your computer using your Cymru ID and follow the link www.irefer.org.uk/login 

2. Click on the Organisational login (SSO) tab as shown in the screenshot below to access. 
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