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DENTAL TASK FORCE

BEST PRACTICES FOR SCHEDULING

	PROBLEM
	CAUSE
	REMEDIES

	HIGH BROKEN APPOINTMENT RATE
	1. Working parents can’t get off work
	· Have early morning appointment available for working parents.
· Stagger staff scheduling to allow noontime access.

	
	2. Transportation unavailable
	· Post bus/public transportation schedule if available.

	
	3. Patients forget
	· Automated phone call reminders:

· 1 week in advance; 2 days in advance

· Personal phone call reminder 24 hours in advance.

	
	4. Preschoolers not used to waking up for early appointments
	· Schedule school age children for first appointments and allow later start for preschoolers.

	
	5. Clients not educated on importance of keeping appointments
	· Review importance during entry into clinic system of keeping appointments as scheduled or advanced cancellation.

· Provide written copy of policy and clinic phone number.

	
	6. Clients don’t experience consequences for breaking appointments
	· Remedies available depend on classification of health department:

· Federally funded

· 501(3)C

· State funded

	
	7. School related events
	· Obtain local school calendars and schedule children around events like end of year testing, holidays, start of school classes.  Consider booking more preschoolers or adults during those times.

	LOW STAFF MORALE
	1. Overbooking to address high broken appointment rate
	· Review broken appointment policies and possible remedies identified elsewhere in this document.

	
	2. Inadequate treatment time allowed
	· Require staff to specify if procedure will take longer than standard template.

	
	3. Pediatric behavior management stressful
	· Schedule patients by age, (i.e. Preschoolers before noon).

· Schedule behavior management cases requiring wraps and/or nitrous oxide before noon.

· Schedule longer or stressful procedures earlier in workday (i.e. Stainless steel crowns, extractions).

· Rotate providers who work on behavior management cases.

· Provide in-service training in pediatric dentistry to general dentists.

	
	4. Emergency care after hours
	· Avoid extractions late in the workday to allow patients time to call if problems before close of day.

· Provide written post operative instructions.


	
	
	
	
	
	
	
	
	
	
	



