New Patients:
Tracking your new patients is critical to limiting your unscheduled treatment, and inactive recall patients.

Enclosed in the emailed version of this package, you will find an Excel document that can be utilized to track your new patients.  This is meant to be used on your computer, however it can be printed and used as a hand-written worksheet.  Follow the directions on the bottom for what data should be entered into each field.

This is a report which will ideally accompany your month-end reports for your review.  Information tracked is information more likely to be followed up on.  You will likely begin to see a pattern develop.  

· You may see new patients who do not schedule their treatment.  If that was the case, what was the follow-up?  

· You may see new patients who did not schedule or keep their recall appointment.  What are your current systems to prevent this from occurring? 

· Are your consult patients scheduling treatment?  Who is the phone contact for most of your New Patients?  This person is likely more skilled on the telephone, and you might consider having your other Team Members shadow her.  

· If the New Patient no-showed, or cancelled, who scheduled that appointment?  Are there ways that this Team Member could have that phone conversation that might increase the value of that appointment?

All of this is very important information, and it is easily tracked in a visual format which can be tracked by your Team.  

I have included a “Sample” New Patient Monitor in this manual, as well as in the digital version.

Simplicity is critical in any system to be followed. This step should be just as important as your appointment confirmation process.  

Your Team will see the areas that need to be addressed and you will have a template for training.

