. Script for Reception
> For Appointing Patients

AN HOO INITIATIVE

WaY-1dallala 9

LCalinimngy )
M*Armrminiryvgy q
UUIIIIIIUIIIL_F q®

Achvencing Improvement i Primary Gare in Ontaniu

Good morning
Who is your
physician?

Dr. (name) can see you
today (tomorrow) at __or __.
Do either of these times work

for you?

yes

v

Patient requests an alternate
appointment time. Where
possible try to accommodate

A

Your appointment is at __ o’clock
today (or date). In order for your

Dr. (name) isn’t in the office today. (S)he
can see you tomorrow at __or__ o’clock.

Or

Dr. (name) is out of the office and will be
returning in __days.
| can make an appointment for you when the
doctor returns.

Is there someone else in the office that you
would like to see?

A

the patient’s request but offer
an appointment early in the day
or later in the week

4

healthcare team to be prepared |«
for your visit can you please tell
me the reason for your visit?

A

Don’t book out beyond 3 months.

If the request is > than 3 months
suggest that the patient call back
closer to the time of the desired
appointment time,

Dr. (name) will see you at__on __(date). Please
check in with reception 5 minutes before your
scheduled appointment so the doctor can see

you promptly at the scheduled time. If you need
to cancel your appointment please notify us as

soon as possible so that we can provide this time
to another patient and we can offer you a new
appointment time, If you do need to cancel your
appointment you will call us won’t you?

Complete the call
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