Front Desk Protocol


Front Desk Scheduling

· Hourly schedule based on hourly production goal (daily prod 
goal ÷ hours in day).

· Total production between first and second columns should equal hourly goal. 

· No left column appointments with production less than $200.00.

· No side by side interproximal composite appointments.

· Verify that all appointments are scheduled with the diagnosing doctor, unless special arrangements have been made.

· Once hourly production goal has been scheduled, move high production to next available high production spot.

· No third column appointments next to full mouth extractions or production greater than $1,500.

· Daily facility protocol completed and signed.

· 15 phone calls to pending treatment plans or overdue recall patients.




