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No Show Policy
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POLICY
This practice is committed to providing excellent care.  Part of providing excellent care is creating an environment where the patient flow runs smoothly, accounting for when patients miss appointments, and contacting them to reschedule when medically appropriate.

PROCEDURE
Patient schedules are reviewed daily.  When a patient misses an appointment (with the exception of labs and injections), clerical staff will mark the appointment as a No Show and send the patient the No Show #1 letter.  If the patient misses a second appointment within 12 months, they will be sent the No Show #2 letter and a fee will be added to their account.  If the patient misses a third appointment within 12 months, the clerical staff will send the patient’s name to the Practice Manager.  The Practice Manager will review all potential dismissals with the partners to decide if dismissal is appropriate.

When a patient has been approved for dismissal from the practice, the Practice Manager will send the No Show #3 Dismissal letter, certified with signed receipt.  The signature card will be scanned into the chart and the dismissal flag will be added.  The patient can be reinstated only by approval from the Practice Manager or a partner.
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