SCHEDULING COORDINATOR MANUAL [DATE]

IS to assist you in performing your job.

The policies and or may not conform with Federal, State and Local
laws, rules and

accountin rofessiongl advice for specific situations.

appropriate laws, rules, procedures or practices pertaining to
your healthcare discipline or business activities.
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TRAINING MANUAL INFORMATION

READ FIRST

The purpose for this General Policy Manual is to help you understand and use the
basic policies needed to be an effective part of our dental team.

Our reasons for giving you this training manual are threefol

that your complete review of this manual will help you
the general policies and communication vehicles of our office.

© 2022 CPC Inc. All Rights Reserved




HOW TO EDIT YOUR MANUALS

As you might imagine, creating these manuals was quite an undertaking. We knew
that no single manual would apply to every practice, since each doctor has a unique
personality and management style. Over the years, we updated the manuals with
both ideas from our clients and emerging techniques.

your dental office. You’ll also have written d
each situation, which will alleviate you from c

ctailed information in our manuals, we suggest you retain other
relevant handbooks and references that are essential to managing your practice
(e.g., equipment manuals, software guides, etc.). All manuals and guides should be
stored together in an easily accessible area of your office for quick reference.
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JOB RESPONSIBILITY

The responsibility of the Scheduling Coordinator is to maintain a productive and
efficiently scheduled appointment book.

A productive schedule includes achieving the production goals for both operative
and hygiene schedules on a weekly basis, so we meet or surpass the thly

production goals.

This means the Scheduling Coordinator should be a Public R

a close working relationship with the Treatm i e Assistants
and the Accounts Manager. A thorough kno €ap, come in on short
notice, who is reliable and who isn’t arg all part of the Basic fools of the Scheduling
Coordinator.
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BLOCKING OUT LUNCH BREAKS

Every day there will be 60 minutes blocked out across all three columns of the
appointment book for lunch. The lunch break will be from 1:00 to 2:00 PM on
Monday, Wednesday and Friday. On Tuesday (late day), dinner will be from 4:00 to
5:00 PM. On Thursday, lunch will be from 1:00 to 2:00 (early shift) PM and 4:00 to
5:00 PM (late shift). Under no circumstances will patient appointm

during blocked out times.

All staff members are to take their respective lunch/dinner
with the exception of one staff member who will cover the
The staff member who covers will take lunch every d:

will ensure the practice is functioning with a full staff 88 :
phone call from a patient or potential pat'ent%
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BOOKING NEW PATIENT APPOINTMENTS

Obviously, when talking to any patient, be polite, courteous and kind.

Get the patient’s first and last name, home, mobile and work phone numbers,
insurance information, type of visit, etc. (basically, everything on the New Patient
Call-In Form).

Next, schedule the appointment. Don't ask the patient when he/sh§ wantsgo come

time while he/she decides. Instead, ask the patient
morning or afternoon. Then, give the patient a specif i ding to his

John: "That wil
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NEW PATIENT CALL-IN FORM

DATE CALLED APPT. DATE & TIME

PATIENT NAME

IF PATIENT IS A CHILD, PARENT’S NAME

HOME PHONE WORK PHONE

MOBILE PHONE

HOW DID YOU HEAR ABOUT OUR OFFICE?

WHEN WAS THE LAST TIME YOU SAW A DENT,

ARE YOU HAVING ANY PROBLEMS WITH YOUR TEETHINOW?

Name of the ins@fed person Relationship to NP

Employer of the Emp. Phone #

SS# of the insuredyparson SS# of the patient

Ins. Co. Phone #

ACCOUNTS MANAGER: Verifies benefits and fills out before NP arrives.

Name of Insurance Company Rep.

Effective Date: Max. benefits/year

Deductible Amount Has ded. Been met?
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Does deductible apply toward preventative?

Percentage covered after deductible for-

Preventative Basic Major

Endodontics Periodontics

Frequency of Cleanings: (check one)

Two cleanings/year

Once every six months

Two cleanings within 12 consecutive months

Date of last cleaning D t FE WX-R

Do you replace teeth missing prior to effective date offoverage:

Benefits left for the year?

Other comments:
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ENTERING APPOINTMENTS IN
COMPUTER

The procedures below must be followed when scheduling a patient in the
computerized appointment book software.

1. Verify that the patient’s account is current PRIOR to schedu
appointment. If the account is not current, transfer the pati@nt to t
Accounts Manager before scheduling.

2. Record patient’s FIRST and LAST name in the g8 er.

3. Indicate which provider will be seen, an allin th ropriate

column.

4. Record HOME, MOBILE and WQRK phone numBers ifa the computer.

5. Record the PROCEDURE t OOTH NUMBER in the

computer (filling, tooth #,

e performed, and t

as any history of heart murmur, rheumatic fever or
iring pre-medication. If so, tell them to take their

10. Indicate the proper units of TIME needed by doctor or hygienist in the
computer.

11. Indicate the designation of the appointment (D, H, A, etc.).
12. Enter any special notes about the appointment or patient.

13. Add any medical alert information.
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14. Enter the lab case number associated with the appointment (if applicable).

15. Indicate if this patient’s appointment is available for short call.
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TREATMENT PLANS

All patients who have a periodic exam, comprehensive exam or emergency exam
must have a Treatment Plan Sheet filled out and placed in their chart. This form must
be completed for every patient even if no treatment has been recommended.

A Treatment Plan sheet must have the date of the exam, a hygiener

recommended treatment. The Treatment Plan is then forwarded t
Coordinator to be entered in the computer and presented to

new treatment plan formis to be used.

This form will have the new recommended tr
Treatment Coordinator, who will present it t ratment resumes.

treatment plan.

Any deviation in this poli
confusion and upset fa
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SAMPLE OF TREATMENT PLAN

Insert a sample of a patient’s treatment plan here.

N
<
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PRE-TREATMENT ESTIMATES

Sometimes before initiating major dental work on a patient, we will send in a Pre-
Treatment Estimate (PTE) to the insurance company. Some insurance companies
require a PTE for any service over $200.00.

A Pre-Treatment Estimate is a form that is sent to the insurance com requesting

an exact dollar amount they are going to pay for specific treatmen
1month to get the PTE back from the insurance company. W
PTE will show how much they are going to pay. This is not
insurance company will pay the amount indicated. There i
which the PTE is good, so always get the patient in as{
the PTE.

attached pages. All highlighted informati iad to the insurance
j eturned which will

After the PTE is sent bac uted to the Accounts Manager.
e the patient's cost and route that

office fee for the treatment needed.

E to see what the insurance company is going to pay.
e Subtract the insurance payment from the entire fee.

e Use the remainder for what the patient will owe.

e Attach a note to the PTE that clearly states how much the insurance company
will pay and what the patient will owe.
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