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SAMPLE DISMISSAL LETTERS

Repeated No Shows No. 1:
Mr. Patient,
The last two times that I set aside my time for your appointment you have not made it in.  I cannot keep preparing instruments for your appointment, reserving my time, and have you not keep appointments.  This is unfair for me, and the other patients who are in need of work and could have used your appointment times.
We will mail your records to a new dentist of your request.  I will be available for thirty days for emergency treatment.  Please don’t delay your dental care.  You have many dental problems that will only get more complicated with time.

Repeated No Shows No. 2:
Dear Jane,
I noticed that you missed your one-hour appointment today.  I also see that you have missed two other scheduled appointments with us in the past.   I’m sorry our schedule has not worked well with your schedule.  We cannot, however, continue to reserve time for you and have it disregarded.
I will be available to you for thirty days for emergency treatment only; after thirty days we will no longer schedule appointments for you.  This will give you adequate time to find another dental office. We will gladly forward x-rays/records to your next dentist.  Give us a call with the name and address or have their office call us.
Repeated no-shows and cancellations:
Dear Mr. Doe:
We try very hard to maintain our schedule so that all our patients can be treated promptly.  Needless to say canceling with short notice, showing up late, or simply not showing up is very disruptive for our schedule and unfair for our other patients who value prompt treatment.
It has been brought to my attention that out of the past nine appointments you have scheduled you failed to show up for two of them, cancelled three with very short notice and came late for one.
I am sorry our office has failed to meet your scheduling needs.  We will gladly forward copies of your records to another dental office when you request them.  I will be available for thirty days for your emergency dental treatment only.
Unable to attain satisfactory doctor-patient relationship No. 1:
Dear John,
I have always felt that it is imperative to have a good doctor-patient relationships with any patient I treat.  I don’t believe we have been able to reestablish this connection since you returned to the practice on Jan 17, 20** after a seven year absence.
To get the type of dental care you are looking for I feel you would be better served at another dental office. 
I will forward your x-rays and/or records to another dentist at your request.
I will be available for thirty days for emergency treatment only, so that you have adequate time to find another dentist.  If you need assistance in finding another dentist you may contact the Spokane District Dental Society at 838-5040.
Remember that you have at least two teeth that need fillings: Upper left bicuspid and lower left molar.  The longer it is delayed the deeper the decay will go.  You should also have a complete comprehensive exam since you have had only emergency treatment at our office.
Unable to attain satisfactory doctor-patient relationship No. 2:

Dear Jane,
I wanted to send a letter reviewing our conversation Wednesday morning.
To treat patients effectively there must be good communications and trust between the patient and the doctor and staff.   This rapport began to deteriorate in 20XX with the disagreement you had about your bill.  Current misunderstandings about the financial arrangements have made it even more awkward.
This is creating an increasingly strained doctor-patient relationship on my part so I don’t feel it is proper to treat patients under these circumstances.
We will promptly send records to your new dentist at your request.  You may call the local Dental Society for a referral at 555-5555. The Yellow Pages or a referral from a friend or relative are also good options.
I will be available for emergency treatment only for the next thirty days to give you plenty of time to select a new dentist.
I encourage you to not wait too long on your treatment since there is active tooth decay. 









