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Not to mention that a smoother transition from patient to patient can allow doctors more quality time with
each individual, answering questions and being more sensitive to each case file. In turn, patients are happier
and have more peace of mind. The satisfaction of patients and medical office staff alike is well worth the
effort to revamp current appointment scheduling practices, especially if the current practices are creating chaos
and losing revenue. The most efficient and effective medical offices follow these eight guidelines for
appointment scheduling: Forge a Timeline â€” How many patients will be seen weekly? How many days is it
okay for a patient to wait to be seen? How many hours does a doctor want to work? These factors all
cohesively determine how many doctors a medical office will need and what the schedule will look like, as
well as what protocols a scheduler will follow. Avoid Double-Booking â€” New and difficult patients should
never be double booked. However, if double booking needs to take place with other patients, there should be a
health professional in the office that is able to welcome and make the initial consultation with the patient prior
to the doctor entering the exam room. Limiting the number of employees in this position enables a more
regimented appointment scheduling procedure. Modified Wave Scheduling â€” In this type of appointment
scheduling, more than one patient is scheduled toward the beginning of the hour and the end of the hour is left
open as a buffer in case the doctor needs to catch up from long appointments or other unforeseen situations. It
reduces the amount of patient build-up later on in the day. Reduced wait times make happier patients. Group
Similar Patients â€” Some doctors appreciate seeing patients with similar conditions or medical histories in the
same day. This method of appointment scheduling allows a doctor to remain in a more focused medical
mindset, enabling quicker appointments and diagnoses. In addition, the clinical staff can maintain a rhythm
through the appointment needs. For example, a doctor can be speaking to the next patient while the first is
having a radiograph. Out of Office Planning â€” Before and after a doctor will be out of office, reduce the
number of follow up appointments. If the time is reserved for new patients and patients with new symptoms,
there will be less chaos in the appointment scheduling process and less stress on the doctor. Clinical
Collaboration â€” An appointment scheduler usually does not have clinical knowledge to ascertain things like
patient priority by symptoms or conditions. Recognize Patient Needs â€” The patients set time aside and even
take off work to make an appointment. Doctors should be punctual and keep the appointments that are set as
well as try to maintain appointment times. Appointment scheduling may appear very basic and these
guidelines may seem simple, but that does not make any of them easy. Once the medical office gains a
reputation for efficiency and exceptional care, more patients will be calling and walking in. The sheer volume
can make appointment scheduling and other medical office tasks a nightmare. It might indicate that another
doctor or more clinical staff needs to be hired. In addition, a medical office might be bogged down with
paperwork. Instead of hiring extra help to sort out complicated patient coding and medical billing, outsource
the task to Billing Advantage. Being a mental health provider himself, he has particular expertise in mental
health billing. Rick is an experienced computer programmer and is an expert in medical billing software and
EHR software and the interface between these. He has served as a consultant to billing software companies
and continues to improve upon existing billing platforms with his programing expertise. As co-owner of
Billing Advantage Inc.
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September 16, by Marty Lariviere A study released last week reported that less than half of acute care cases
are treated by primary care physicians A Quarter of Acute Care Delivered in Emergency Department , Sept 7,
Hospitalist News. Much of the coverage has centered around what fraction of patients end up at emergency
rooms and what fraction are uninsured. The number that caught my eye is that two-thirds of these emergency
room visits came after hours or on weekends. Arguably, this is not bad from an operational point of view.
Assuming that we as a society are unwilling to pay primary care physicians enough for them to make
themselves available to all patients at all times, it make sense to pool available resources off hours. The
question then is what can be done to open up physician schedules to reduce delays for appointments and
delays once one gets to the office. An accompanying Boston Globe article A new practice: The doctor will see
you today , Jul 14 discusses a family physician who moved his practice from a traditional schedule to open
access. Dimitri, a family physician, runs a pretty unusual office. Few appointments are accepted in advance.
Instead, patients call in the morning and are assigned a time slot later that day. Some patients walk in without
calling ahead. The outcome of this lack of advance planning? No one has to spend weeks trying to wrangle an
appointment, and once patients arrive, they rarely wait more than a few minutes for the doctor. To put that in
perspective, the article reports that it takes on average 63 days to get an appointment with a family physician
in Boston. Several factors make this work: The system works because of several simple factors. Both numbers
can be high in a traditional practice, so doctors regularly overbook and then fall further and further behind.
Also, doctors using open access usually see patients at consistent minute increments, rather than the more
common minute intervals. Not all appointments take the full 15 minutes, so the doctor has flexibility if one
patient needs more time or there are emergencies. Note that stretching appointment slots to 15 minutes
actually cuts into capacity â€” assuming that the 10 minute slot was adequate for the job. What I suspect is
that the old 10 minute slot was frequently not actually enough to get the job done. Thus the doctor was
probably prone to running late while the office staff had to carve out special, longer slots for more complex
cases. Moving to 15 minutes is probably a more reasonable schedule that can be maintained over the day. Two
further points are worth noting. One is made is hinted at in the article: This will not work for all medical
settings. She frequently had patients whose age was measured in months not years so everyone was dependent
on parents to get patients to their appointments. But when you start talking about single parents or even two
working parents, getting a child to the clinic was non-trivial but facilitated by having a consistent schedules.
Clearly, it would be bad for the parent and the patient to have an appointment that jumped around in an
unpredictable fashion. As soon as you talk about chronic conditions that require regular visits, open access can
be hard to implement. A second point is that open access requires greater flexibility from the clinic. Consider a
clinic schedule with 20 slots per day. Some days there will be 25 requests to be seen. If the 20 slots are a hard
limit, patients must adjust and some will face a delay in being seen. The 20 slots can no longer be a hard
constraint. Open access then could mean some long days.
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profitability, and the general satisfaction of patients, physicians, and staff than almost anything else. Here are five
elements of effective scheduling. Something similar is true.

BlockedUnblock FollowFollowing liveClinic MyRecords platform inspires everyone to record, monitor and
share their health data securely for free! This is because the revenue a doctor makes is dependent on the
number of patients he or she can see. How a daily Medical Practice Appointment schedule is set up will have a
major impact on your business. As the scheduling person in a medical office, you need to maximize your
schedule in every way possible. This will lead to better time management and less stress in the practice. Here
are seven tips to help you run a better medical practice appointment schedule: If you give that 8: For example,
a pediatric practice will tend to get a lot of wellness visit requests at the beginning of the school year and just
before. Other practices find that access is most in-demand at year-end, when deductibles have been met. How
many patients will be seen weekly? How many days is it okay for a patient to wait to be seen? How many
hours does a doctor want to work each day and each week? These factors will determine how many doctors a
medical office will need and what the schedule will look like, as well as what protocols the schedule will
follow. This method of appointment scheduling allows a doctor to remain in a more focused medical mindset,
enabling quicker appointments and diagnoses. In addition, the clinical staff can maintain a rhythm through the
appointment needs. Leave those for your FFS patients who want more access. To help manage this, you can
create a triage chart for the scheduler to use. The chart should rate your top 20 symptoms by a series of
criteria. The criteria should include the symptom, appointment urgency, and appointment length. Create codes
for urgency and for appointment length. Be the practice that has extended hours and more convenience.
Ensure a team member is available at lunchtimes to answer the phone and provide appointments when people
are able to get off work. And consider offering extended hours in the evening and weekends. You can stagger
the starting times for staff and also doctors to have one start earlier and one finish later. A couple of extra
hours a week can make a big difference in access for your patients and keep them coming back to your office.
These are 7 Tips that will help you create a better medical practice appointment schedule. Use them with
common sense and ensure you are constantly aware of the fluctuating nature of the medical field, and the
medical practice, so that you stay ahead of the curve.
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A person in this role may be required to perform both front and back end office duties. Specific
responsibilities may include: Must be a graduate of an accredited MA program and have a current MA
certification. Must have a flexible schedule and be able to work evenings and weekends. Any Deparmtment
Floating Medical Secretary â€” Full-time Seeking a friendly and competent medical secretary to float and
rotate between different offices within the HIMG specialty clinics and provide day to day administrative
support. Some responsibilities may include: High school diploma or GED required; prior experience in a
multi-physician practice, knowledge of medical terminology and computer experience is highly desired. Must
be a graduate of an accredited MA program and either have a current MA certification. Previous experience in
a multi-physician practice is preferred. We will review submitted applications upon receipt for consideration,
but we may not have an immediate opening. An MA may be required to perform both front and back office
duties in one of our departments. Any candidate must have graduated from an accredited MA program and
have or be willing to obtain his or her certification within 60 days. Experience in a multi-physician practice is
preferable, but not required. If you apply to this advertisement, we will review your application for
consideration for any open MA position, but please bare in mind that a position may not be open at this time.
These individuals work in a variety of departments and register patients for appointments. Must be able to:
Hours will be approximately hours per week, although may be more during peak vacation seasons. Customer
services skills including a pleasant, patient focus demeanor is critical for success in this a registration opening.
If you apply to this advertisement, we will review your application for consideration for any open registration
position, but please bare in mind that a position may not be open at this time. A person in this role will be
required to work with a computerized Electronic Health Record EHR and demonstrate the ability to use a
computer and office software programs. High school diploma or GED required. Knowledge of medical
terminology and experience working in a multi-physician medical practice is highly desired. Typical schedule
will be M-F normal business hours although hours may vary depending on actual department need. If you
apply to this advertisement, we will review your application for consideration for any open secretarial
position, but please bare in mind that a position may not be open at this time.
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Scheduling Appointments AND Maintaining HIPAA Guidelines March 8, by Pyam Administrator The HIPAA (Health
Insurance Portability and Accountability Act) laws were written, among other reasons, to protect individuals' privacy.
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Scheduling appointments and Maintaining the Physician's Schedule Learn with flashcards, games, and more â€” for
free.

7: Schedule an Appointment â€“ VHC Physician Group
chart, keeping copies of all correspondence, maintaining appointment records, and documenting the results of physician
follow-up are crucial in the event of an allegation of negligence.

8: Best Medical Scheduling Software | Reviews of the Most Popular Systems
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The Medical Practice Appointment Schedule is really the life blood of your practice. This is because the revenue a
doctor makes is dependent on the number of patients he or she can see. How a daily Medical Practice Appointment
schedule is set up will have a major impact on your business.

9: Interactive Schedule
A Lean Approach to Physician Schedule Optimization Survey of Physician Appointment Wait Times â€¢19% working
harder just to maintain income.
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