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[bookmark: _GoBack]SCHEDULING COORDINATOR DAILY CHECKLIST	


___	Participate in daily huddle (present daily report).
___	Call any patients that were not confirmed from the previous day, on today’s schedule.
___	Make any changes necessary on all schedules.
___	Schedule all appointments for patients from their Treatment Plan.
___	Give each patient an appointment card.
___	Give out recall reminder cards for each scheduled hygiene patient and make their next 3, 4 or 6-month appointment.  File cards in the recall card box. *Normally, the hygienist sets up recall appointments.
___	Review charts and Treatment Plans for additional treatment, which can be added to the next day’s schedule.  Do this before confirming patients.  This allows you to bring this to the patient’s attention during the confirmation call.
___	Confirm patients for the next day – remind patients to pre-medicate if necessary.
___	Group accepted treatment for that day that has not been scheduled.
___	Ask patients if they are available on short notice (short call) if we have a change in our schedule.  If so, indicate it in their appointment card screen.
___	Make calls daily from the short call list as necessary.
___	Make calls daily from the current Recall Report & the Overdue Recall Report.
___	Make calls daily to schedule appointments from the Accepted But Unscheduled Treatment Plan Report.
___	Enter new lab cases and associate them with the next appointment (Floater does this).
___	Check in all lab cases - make sure cases are in before confirming patients.
___	Be sure that the next day’s schedule is full and the goal is met.
-----	Fill in office screen and print routing slips for the next day.
___	Pull charts for next day’s appointments.
___	Print schedules for the next day.
___	Make calls to any patients that have missed their appointments that day and get them rescheduled.
___	Send out any missed appointment letters necessary for the day.


image1.emf
CAMBRIDG

DENTAL PRACTICE CONSULTANTS

jr












wmewimydentlconsuitant.com « 80595 3%

SCHEDULING COORDINATOR DAILY CHECKLST
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