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JOB AID:  Requesting a referral extension 

 
You can utilize our online tools to request that a Kaiser Permanente ordering provider submit a referral 
for additional visits/time when needed. 
 
*Note, this function is only available when your initial authorization is referred by a Kaiser Permanente 
physician.  If your initial authorization was referred by a provider outside of Kaiser Permanente, please 
contact that provider directly. 
 
1. Find the initial referral using the Referral Search function or search for Referral by Member 

 
 

 
 

 
2. Once you’ve opened the referral, click on Add Note/Attachment 

 
 

3. Choose the “Referral Extension Request” Note type 

 
 
A Note summary is optional  
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4. You are required to answer the questions in the text box to help our Referral Management Unit 
assess your request.  Use F2 to tab through the questions. 
 

How many additional visits are being requested? ***  

Enter the number of visits needed to continue treatment 

Is additional time needed? {Select One:17315} Select Yes or No 

If Yes, another question will appear for you to select the number of additional months 
needed 

Is the patient currently in treatment? {Select One:19077} Select Yes or No 

Rationale for Request ***  

Free form text to explain the need for more visits 

 
5. Use the Attachment functionality to provide clinical notes to support the need for continued 

treatment. 

6. Once everything is completed and attached, click   
 

7. After you’ve added the note, you’ll be able to see it in the Referral Notes section of the Referral 
Details  
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8. Your request will be reviewed by our Referral Management Unit who will consult with our Primary 
Care and/or Specialty Care teams to determine next steps. 

 
9. Once the review is complete, the Referral Management Unit will add a new Note outlining the next 

steps: 
 

1) Referral Extension – Internal Referral Created 
a. This indicates that Kaiser Permanente has recommended the patient continue 

treatment at Kaiser Permanente and the patient has agreed.  The patient will be 
appointed at Kaiser Permanente. 

 
2) Referral Extension – No Action Taken 

a. This indicates that the Referral Management Unit was unable to complete the request. 
This could happen if the patient no longer has Kaiser Permanente coverage, if the 
original referring provider was not a Kaiser Permanente physician, or if you are required 
to take action.  The note will include an explanation. 

 
3) Referral Extension – External Referral Created 

a. The Referral Management Unit has reviewed the request and will submit a new referral 
for additional visits.  The new referral will have a new reference number and will be 
reviewed for authorization.  You can check the authorization status of that referral by 
searching under Referral by Member. 

 
The next steps will be documented as a note on the original referral and will also be sent as a 
new notification in your in basket. 
 
When we’ve transitioned the patient back to Kaiser or if we are unable to take any action on 
your request, you’ll receive a message in your in basket : 

 
Example In Basket Notification: 
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When we generate a new referral for the additional visits, a new referral and letter will be sent to your 
in basket: 

 


