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RECARE CALL POLICY 

 

Schedule Before Leaving 

 Every patient should leave the office with a future visit scheduled.  We do this is because it’s easier to remind them 

when their appointment is rather than having to track them down to get scheduled. 

 Patient may tell you they do not know what their schedule is six months from now.  We reply that we can book the 

appointment for you now at a day and time they think might work.   

 Remind them that 14 days prior to the appointment they will get a reminder from our office.  If the day and time we 

previously selected does not work for them, they can reschedule.   

 Unless a special request in made by patient or treatment plan, all appointments are to be scheduled at least six 

months and one week apart to avoid insurance conflict. 

Patients Not Appointed 

 Any patient that does not want to schedule that far in advance, needs to get a follow up phone call. 

 Often times college students and kids find it difficult to book in advance. With that in mind, put a note in 

appointment screen to book as the six months draws near. 

Reminder System 

 Find a reminder system that will remind the patient 14 days prior to the appointment via email.  It should then email 

and text the patient to confirm that they are coming three business days prior to the appointment.  

 Leave a confirmation message 48 hours before and schedule a reminder text the day of the appointment.   

 

Recare Calls 

 Check to see when their last cleaning was and confirm the insurance timeframe for cleanings 

 Look in the schedule before making any calls to confirm patient has no dental work already scheduled.  This can be 

done by going into the schedule and selecting the “Find Patient Appointment” at the top and searching for patient.   

 Once you have confirmed they do not have an appointment, read the most recent notes from their chart to see if 

there is any information you should know prior to making the call, such as special arrangements or vacation plans. 

 Before calling, make sure there are no other family members that may need scheduled cleanings as well. 

 When calling the patient, always introduce yourself and let them know why you are calling in as friendly a manner as 

possible.  If leaving a message, do not leave too much information due to privacy issues.  

 You should either schedule the patient for their appointment or leave the message and then document your call in 

the patient notes.  Make a note on the recall list and move on to next patient.   

 Call everyone on the overdue recall list once a month and then turn the list into the Office Manager. At the end of 

the list, get a new one and start again.  

 

 


